FIRST UNIT REPORTING GUIDE INSTRUCTIONS

	Instructions. The most important thing you can do prior to leaving Training Center Cape May is to establish a firm line of communication between your first Coast Guard unit and you or, if the unit is underway, their support command. Doing this will enable the TRACEN staff assist you by answering questions you may have regarding your first transfer. This guide will assist you in completing that task. Use the Unit Information Sheet and any online reference to fill in as many blocks of this guide as you can prior to calling your unit.

	From the beginning…

· Blocks 1-4 are about you and are self-explanatory.

	Making first contact…

· Block 5 - for your new unit’s phone number. If the vessel is underway, then write the support unit’s information in blocks 16-18.
· Block 6 - for your point(s) of contact, Sponsor, Supervisor or an alternate person if your Sponsor or Supervisor is unavailable.

· Block 7 - not all units have this service due to Internet accessibility but most do. This is for your new unit’s website or email address.

· Block 8 - the Regional Work-Life relocation manager is a person that will assist you and your family by providing information concerning resources and services in your new unit’s local community 

· Block 9 - your new unit’s mailing address. APO (Army Post Office)/FPO (Fleet Post Office) are for some of your larger cutters or units assigned overseas.

· Block 10 - your new Chain of Command. It is important to know your Chain of Command. Write the rank and names of your new command so you can get a head start on being able to address them properly upon your arrival at your new unit.

· Block 11 - some units may want you to report sooner than your scheduled reporting date due to operational commitments. Make sure you know the date your unit will be expecting you.

· Block 12 &13 - Ask where you are to report, most commands will have you report directly to the unit. Some may require you to check in at security offices, Master at Arms or Barracks offices. You should also ask to whom you are to report. This is especially important if you are not reporting directly to the unit itself.  If it is a Support Command because the unit is underway, write it in blocks 16-18.

	If your unit is underway…

· Block 14 - used primarily for your smaller cutters and units, if your unit is underway. If they are going to be underway upon your arrival, ask if they have an underway cell phone number.  If so, would they like you to notify them of your arrival to the area. Write in the number in the appropriate block.
· Block 15 - the unit ombudsman. This is usually a spouse of someone aboard your unit that is up to date with the unit’s operations if the unit is away from homeport. 
· Blocks 16-18 - for writing the unit name, numbers and point(s) of contact of the support/reporting command if in the event your unit is away from homeport.

	Getting from your leave address to the unit…

· Blocks 19-22 - important because some units have more than one airport, such as ISC Alameda, CA where Oakland International and San Francisco International Airports can be used. Transportation from the airport may vary from a duty driver or a commercial carrier such as a taxi, bus or shuttle service. You will be reimbursed on your travel when you do your travel claim, but being prepared will save you from being surprised from the unexpected fee.  If a commercial carrier (i.e. a taxi) is getting you to the unit, ask again how/where you are to report.

	A little information about your new unit and your responsibilities at the unit…

· Blocks 23-34 - questions that may answer some of the concerns that you may have. These may or may not have been answered on the Unit Information Sheet that was given to you during the Career Counseling class.

	Where are you going to live?

· Block 35 - if you are single, you may be living on or off the base/unit. If you will be living off base/unit, you may find that your unit may require you to be qualified in your watch standing duties prior to moving off base/unit. Ask what duties, if any, are expected of you prior to being assigned off base housing. If you are going to live off base, ask if you have to call the unit’s Housing Officer. Then fill in blocks 41 & 42.
· Blocks 36 & 37 - storage may be limited, especially if you are residing on the unit.  Make a list of things you would like to take and then ask your sponsor if you will have adequate storage space for the items.

· Blocks 38-46 - are for members that are or will be getting married, or if you being assigned off base housing. If married or getting married, the Housing Officer will inform you on the availability of housing, number of bedrooms you are authorized and the BAH (Basic Allowance for Housing) rate for the area. There may be a waiting list for off base housing, so have a plan.

	Family Care and Concerns…

· Blocks 47-49 - for daycare providers in the area. Your unit Sponsor, Supervisor or the Work-Life Relocation Manager (block 8) should be able to provide you with the names and numbers of daycare centers/providers within the unit’s local community. Reference names are those individuals that have recommended or referred providers to you.
· Block 50 - spouses may have their own concerns regarding your transfer. Your unit sponsor can provide a list of other spouses from the unit that may be able to answer questions for your spouse.
· Block 51 - you should ask your sponsor about the unit’s medical care coverage for its members. There is a variety of ways medical care is covered and you should know how it applies to you and your family. This will be covered again during check-in at the unit.

	Comments section…

· Block 52 - Use this section to write any questions that were not covered by the unit information sheet or this guide.
The Big Day section of this guide provides tips and common pitfalls to avoid when reporting to your new unit. GOOD LUCK!
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FIRST UNIT REPORTING GUIDE

(And common pitfalls to avoid) 

	(1) Name:
	(2) Unit:

	(3) Graduation Date:
	(4) Reporting Date:


Prior to reporting, it is very important to contact your unit and establish a point of contact.

	(5) Unit phone number(s)
	(6) Who are my points of contact?

	
	(Sponsor)

	
	(Supervisor)

	
	(Alternate)

	(7) Unit email address/web site:

	(8) Regional Work-Life relocation manager:


	(9) Unit’s address
	
	(10) What is my new Chain of Command?

	
	
	CO/OinC:

	
	
	XO/XPO:

	
	
	Division Officer/Dept. Head: 

	
	
	Leading Chief or Petty Officer:

	APO/FPO:
	
	Immediate Supervisor:

	
	
	


	(11) When do I report?

	

	(12) Where do I report?

	

	(13) To whom do I report? (If other than unit assigned, see blocks below)

	


What do I do if my unit will be underway when I am supposed to report?

	(14) Can the unit be reached if U/W? (Cell phone)
	YES/NO
	(Cell phone number)

	

	(15) Unit Ombudsman
	(Name)
	(Phone)

	


NOTE: It is important that you understand the procedure that you’re new unit has set for you to report in upon arrival.  If you don’t understand ask questions.

NOTE: Transfers out of the continental US (OUTCONUS) have additional requirements. Ensure that you know what you and your family are required to do before and after your transfer.

Where do I report if the unit is underway?

	(16) Reporting/support command 

(If vessel is underway)
	(17) Phone number(s)

(Reporting/support Command)
	(18) Point(s) of contact

(Reporting/support command. Get a specific name of a person)

	
	
	

	
	
	

	
	
	

	
	
	


Questions to assist you in planning your trip to your new unit.

	(19) Into which airport should I fly?

	

	(20) How can I get from the airport to the unit?

	

	

	

	(21) How much will it cost?

	

	(22) How do I report once I arrive?

	

	


What will I be doing at my new unit?

	(23) What is the unit’s primary mission?

	

	

	(24) How many people are assigned to the unit?

	

	(25) How many people are in my division/duty section?

	

	

	(26) What type of duty will I be standing?

	

	

	(27) What will my duty rotation be breaking in?

	

	

	(28) How long does it typically take to get qualified?

	

	

	(29) What will my duty rotation be after getting qualified?

	

	


What will I be doing at my new unit? (Continued)

	(30) What are the “striking” opportunities at the unit?

	

	(31) What uniform should I report in?

	

	(32) Can I bring firearms? (If applicable)

	

	(33) If so, where can I stow them?

	

	(34) What is the unit’s policy for privately owned vehicles? (Such as parking limitations).

	

	

	


Where am I going to live?

Questions to ask if you are single..

	(35) Is housing aboard the unit or off? (If off the unit, ask if you need to contact the housing officer).

	If off the unit - How long and what are the requirements before I can move off the unit?

	

	

	(36) How much space will I have for storage?

	

	

	

	(37) What personal gear can I bring? (List items you desire to take)

	

	

	

	


Questions to ask if you have dependents or getting married enroute…

NOTE: Make sure your new chain of command knows if you plan to get married while on leave before reporting to the unit.

	(38) What type of quarters will I be assigned? Government owned/Lease/Economy

	

	(39) What do I need to do? (should I contact housing)?

	

	

	

	

	(40) How far is the commute in distance and time?

	

	

	


Questions to ask if you have dependents or getting married enroute (Continued)..

	(41) Housing Officer
	(42) Phone number(s)

	
	

	
	

	
	

	(43) How many bedrooms will I be authorized?

	

	(44) Is there a waiting list? How long?

	

	(45) If I do live on the economy, what is the BAH rate for the area?

	

	(46) Additional comments:

	

	

	

	

	


How will I ensure my family/children are cared for?

	(47) Daycare center(s)
	(48) Phone number(s)
	(49) References names

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	(50) Is there a person my spouse may contact for questions, if so whom?

	

	

	

	

	

	(51) What type of medical care do we have, and how does it apply to my family and me?

	

	

	

	

	

	

	

	

	

	

	

	


	(52) Additional notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	The Big Day-Reporting aboard your first Coast Guard Unit

NOTE:  Remember and use what you have learned. You get only one chance to make a good first impression. Salute smartly. Use “yes, sir” and
             “yes, Chief” and “Petty Officer, last name” until you are told otherwise.

	How do I prepare to report to my new unit?
	Call the unit and speak with your sponsor.

· Prior to reporting, contact your unit and speak with your sponsor.  Write down the name.

· Ask the sponsor if your unit is going to be underway on your reporting day. Have the day and date ready from your orders, you will receive them Thursday before you graduate.

Have an alternate plan if reporting to a ship.

· Ask what to do if your unit is underway.  Usually you will report to another unit within the area until your ship returns, or your ship will make arrangements for you to meet them at the next port of call. Write down the name and phone number of the alternate person. Call that person to confirm the check-in procedures.  

NOTE:  It is important that you understand the procedure that you’re new unit has set for you to report in upon arrival.  First impressions are everlasting.

	What do I do if my unit is underway and not there when I arrive?
	Plans change

· If your ship is currently underway, you must contact with your ship’s support command (Group or ISC) to get the necessary details to ensure your check-in goes smoothly.  

NOTE: It is not uncommon for schedules to change. You must have the names and phone numbers for the alternate check-in procedures.

· Your Company Commanders or the Career-counseling instructors can assist you in making this important contact.  

· If no contact is made prior to leaving TRACEN Cape May, keep attempting to contact your unit while on leave.

	Where am I going to live?


	· Your sponsor should explain to you the unit’s housing/berthing policies and availability.

· You should know this before you arrive for your first day of work.

· If you are single and plan on getting married while on leave, you must inform your new unit. What size and type of housing is based on the number of dependents, children’s gender and age and availability.

	What can I take to my new duty station?


	Available space is the key.

· When you talk to your sponsor ask what, besides your full sea bag, you should take with you to your new assignment.  

· Some units are limited on available storage space, and may not have room for you to bring a lot of personal belongings.  You may bring a reasonable amount of civilian clothing, portable stereo, bicycle, computer, or fishing poles depending on storage space. Ask if in doubt!  Don’t assume.

Firearms.

· If you are authorized to bring firearms to your unit, ensure that you understand the unit’s policy on storage of your firearms in the unit’s small arms safe (if necessary), and the local laws governing personal firearms.

· Contact your airlines carrier to get their policy for checking firearms in baggage.

· If driving to Alaska, there are laws that must be taken into consideration when driving through the US and Canada.

	Reporting to you new unit
	The Big Day

· If you plan to drive to your new duty station, your unit may not have adequate parking for your vehicle.  Ask your sponsor about public transportation and parking in the local area.

· Upon arriving you should be in an inspection ready DRESS uniform, as appropriate, as you will only get one chance to make a good first impression.  You can change into work uniform after initial check-in.

· We get frequent comments from the field that new recruits failed to salute, improperly addressed officers, chiefs, petty officers and commanding officers. Start with a good, strong first impression.

	Check-in sheets
	Your sponsor will get you a unit check-in sheet.  The check-in sheet lists personnel and their duties that are important to you. At a minimum you should understand….

Travel Claim:  Submitted within 03 days after arriving at your new unit. Your unit Yeoman will assist you in filling out and submitting the required forms. Save receipts for all travel related expenses in excess of $75.00 and all lodging. Retain a copy of your claim and all receipts. 90% of the work is good record keeping.

Educational Services Officer (ESO):  Course materials for advancement are ordered through the ESO. Has info on College Level Entrance Program (CLEP), DANTES program and the Coast Guard Institute. 

Medical:  The Health Benefits Advisor (HBA), unit’s medical personnel or XO will assist you.  For dependents, the HBA has a list of local physicians and dentists that have been pre-approved for Tri-care.

Supervisors: Your chain of command will sit down with you and discuss what their expectations are for you.

· If you are unsure of anything, now is the time to ask. 

· If you have career goals, make them known. 

· Ask your supervisor to help you map out a course of action that will allow you to accomplish your goals.  

Note: A good work ethic, positive attitude and military bearing will serve you well.  

	Bottom line
	Check in, qualify for duty, qualify for watch, and qualify for advancement, then focus on off-duty education.
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