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POLICY LETTER 1-24 
 

From: Commanding Officer, Headquarters Battalion 
To: All Hands 

Subj:  MARINE CORPS SKILLBRIDGE EMPLOYMENT TRAINING PROGRAM 

Ref: (a) NAVMC 1700.2 
(b) MARADMIN 280/24 
(c) MCO 1900.16 

 
Encl:  (1) SkillBridge Information Sheet 

(2) NAVMC 1320/2 USMC SkillBridge Packet Checklist 
(3) Command Recommendations 
(4) SkillBridge Pg. 11 Statement of Understanding 

 
1. Purpose. To outline the policy for the Marine Corps SkillBridge Employment Training 
Program for Marines assigned to Headquarters Battalion. 

 
2. Background. Reference (a) provides guidance for the SkillBridge Program, which is intended 
to secure meaningful employment, not further education, or experiential purpose. The nature of 
units aboard Marine Air Ground Task Force Training Command requires that commanders 
balance the operational requirements and readiness of their unit in support of Service Level 
Training Exercises. Therefore, SkillBridge participation outlined in reference (a) is not an 
automatic entitlement and is subject to operational requirements as determined by the 
Commanding Officer, in consultation with applicant’s direct chain of command (Assistant Chief 
of Staff (AC/S) or Special Staff). Participation is prioritized for Marines and Sailors who require 
additional transition assistance. Prioritization is balanced with an overall assessment on the 
impact to the command, needs of the service and force readiness. 

 
3. Eligibility. Per reference (b), there is a three-category system, which details the maximum 
number of days Marines can participate in the SkillBridge program prior to their 
separation/retirement/end of active service (EAS). 

 
Category Rank Duration 
I E1-E5 Up to 120 Days 
II E6-E7, WO-CWO3 and O1-O4 Up to 90 Days 
III E8-E9, CWO4-CWO5, O5 and above Up to 90 Days 

 
4. Approval Authority. The Commanding Officer maintains the authority to approve 
participation in the SkillBridge program for Marines in Categories I-II per reference (b). General 
Officers are the approval authority for Marines in Category III and participation cannot result in 
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a gapped billet. Prior to approval, written concurrence is required by the Marine’s direct chain of 
command (i.e. AC/S or Special Staff OIC) acknowledging that the sections/directorates 
leadership accepts a gap in manpower for the duration of the Marine’s participation in the 
SkillBridge program. Prior to approval, Marines will ensure they complete requirements detailed 
in enclosures (1-4). 

 
5. Restrictions. Eligibility requirements are detailed in reference (a). The Marine’s direct chain 
of command will not impose additional restrictions based on rank, education, skills, or service 
length. Marines will not be considered for SkillBridge if they are pending legal action or on the 
Body Composition Program. Under no circumstances, will a Marine be entitled to or accept 
additional monetary compensation during participation in the SkillBridge program. 

 
6. Timeline and Submission Criteria. Applicants must initiate the routing of their SkillBridge 
application to Headquarters Battalion no later than 60 days prior to the requested SkillBridge 
program start date. Each package shall be endorsed by the Marine’s leadership (AC/S or Special 
Staff OIC). Enlisted Marines must have their packages endorsed by their Staff Non- 
Commissioned Officer-In-Charge (SNCOIC) and the Battalion Sergeant Major. AC/S’ are 
responsible for ensuring all Marines participating in S-PTAD have completed pre-separation and 
transition requirements. All Marines with approval to participate in SkillBridge, will have an 
approved SkillBridge package uploaded to their Outbound Interview module, as well as the 
required separation documents. Marines may be approved to participate in the SkillBridge 
program, prior to the completion of all separation requirements. 

 
7. Leave and SkillBridge Permissive Temporary Additional Duty (S-PTAD). Leave in 
conjunction with S-PTAD is authorized. Per reference (b), if used in conjunction, then all 
authorized PTAD must be utilized prior to any authorized leave (i.e. Terminal Leave). During 
participation, they will be reported on morning accountability reports as PTAD. Marines are 
reminded that participation in SkillBridge does not authorize an extension beyond their obligated 
service. Should SkillBridge programs extend beyond a members end of active service, expenses 
will then be borne by the Marine. Sections/directorates are reminded to establish detailed 
accountability protocols throughout a Marine’s participation. SkillBridge program partners do 
not have the authority to grant Marines absences that fall within leave or out of bounds criteria. 
The HQBN Commanding Officer retains that authority, and such requests will require the 
appropriate routing through the Marines chain of command to annotate the appropriate change in 
administrative status (i.e. Leave versus PTAD). Marines will not be authorized to depart without 
separation orders issued by the Installation Personnel Administration Center. 

8. The Commanding Officer may terminate participation for reasons of military necessity and/or 
unsatisfactory participation at any time. Upon notification participation is terminated, Marines 
must immediately withdraw from the program, notify the installation SkillBridge point of 
contact, and report back to the command within the timeline established by the command based 
on SkillBridge location. Return to the command is at the Marine’s personal expense. 

 
9. The point of contact for this matter is the Executive Officer, Major Robert M. Naranjo at 760- 
830-7083 or email: robert.naranjo@usmc.mil. 
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SKILLBRIDGE INFORMATION SHEET 

RANK NAME EDIPI MOS COMPANY SECTION

Timeline/Duration.  The three-category system prescribes the maximum number of days Marines 
may participate in SkillBridge prior to their separation/retirement/end of active service (EAS).. 

Category Rank Duration
I E1-E5 Up to 120 Days 
II E6-E7, WO-CWO3 and O1-O4 Up to 90 Days 
III E8-E9, CWO4-CWO5, O5 and above Up to 90 Days 

 Leave and Permissive Temporary Additional Duty (PTAD).  PTAD or leave in conjunction with 
SkillBridge is authorized. However, the combined period of absence from duties must fall within 
the three category timeline/duration limits.  If used in conjunction, all authorized PTAD (e.g. 
Transition PTAD and Skillbridge PTAD) must be executed prior to any authorized leave (e.g. 
Terminal leave).   

LEAVE TYPE FROM TO LOCATION DAYS 

TOTAL DAYS 
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UNITED STATES MARINE CORPS 
HEADQUARTERS BATTALION 

MARINE CORPS AIR GROUND COMBAT CENTER 
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 Date: ________________________ 

SKILLBRIDGE COMMAND RECOMENDATIONS 

Marine (Rank Name):________________________ Phone:___________________________  

Company:___________ Section:___________ Package Type:________________________ 

_____________________________________________________________________________ 
(The below section should be filled out by section and/or directorate leadership) 

Enlisted Marines 

SNCOIC (Rank Name):_________________________ Phone:________________ 

I recommend/do not recommend (circle one) approval of this package and I 
understand this Marines billet may not be refilled until the Marine returns 
or is separated. (Negative recommendations require written justification) 
Recommendations:_____________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Signature ______________________________________ 

OIC(Rank Name):____________________________Phone:___________________________ 

I recommend/do not recommend (circle one) approval of this package and I 
understand this Marines billet may not be refilled until the Marine returns 
or is separated. (Negative recommendations require written justification) 
Recommendations:_____________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Signature:_____________________________________

AC/S  (Rank Name):_________________________Phone:__________________ 

I recommend/do not recommend (circle one) approval of this package and I 
understand this Marines billet may not be refilled until the Marine returns 
or is separated. (Negative recommendations require written justification) 
Recommendations:_____________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Signature:__________________________________
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