Section D

ACTIVE DUTY OTHER THAN TRAINING

Section D

ACTIVE DUTY OTHER THAN TRAINING


Section Overview

	Introduction
	Active Duty Other Than Training (ADOT) includes:

· Involuntary Active Duty

· Voluntary Active Duty for Emergency Operations

· Active Duty for Other Support (ADOS)

This section will focus on the procedures and processes governing ADOS-AC.  Members in the Selected Reserve, Individual Ready Reserve (IRR) or the Standby Reserve (Active Status) may perform this duty.  

Note: IRR and Standby Reserve include those referred to as Active Status Pool (ASP). 


	References
	(a) Active Duty for Operation Support (ADOS), COMDTINST 1330.1 (series)
(b) The Joint Federal Travel Regulations (JFTR), Volume 1
(c) Obtaining Personnel Resources to Meet Surge Requirements, COMDTINST 5400.1(series)
(d) Reserve Policy Manual, COMDTINST M1001.28 (series)
(e) Military Personnel Data Records (PDR) System, COMDTINST M1080.10 (series)
(f) Coast Guard, Servicing Personnel Office (SPO) Manual, PPCINST M5231.3 (series), Part VII, Reserve Unique Transactions, Chap. 4, Reserve Active Duty Orders
(g) Coast Guard Weight and Body Fat Standards Program Manual, COMDTINST M1020.8(series)
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2.D.1 Projecting Cost of ADOS-AC Orders

	2.D.1.1 Introduction
	Per paragraph 5.d of reference (a), all ADOS-AC costs, including pay and benefits, travel and per diem, and permanent change of station (PCS) entitlements (when applicable) are normally the responsibility of the commands using ADOS-AC.  Commands using long-term ADOS-AC should keep in mind those personnel ordered to active duty for 181 or more days are entitled to PCS entitlements in accordance with reference (b).  


	2.D.1.2 Estimating Total Cost
	Per paragraph 5.d of reference (a), the sponsoring unit or program will provide financial accounting information to the order-approval authority for short-term ADOS orders. For long-term ADOS orders, the sponsoring unit must provide the accounting line to the appropriate cap manager.  
Units will determine the cost of Pay and Allowances, FICA and Travel using the Standard Personnel Cost (SPC) worksheet. The SPC worksheet & Standard Rates tool are located under “Tools” on the Office of Resource Management Financial Analysis, Commandant (CG-832), CGPortal page and at http://cgweb.comdt.uscg.mil/cg8/cg83/cg832/sct/sr/index.htm. If the period of ADOS-AC covers a portion, rather than a full 15 day pay period, (i.e.: 25-30 June vice 16-30 June), compute the pay and allowances for the partial period by dividing a full month’s entitlement by 30 days then multiply that daily amount by the number of days. Compute total cost taking the following into account:

Pay and Allowances

· Base Pay (including longevity increases)

· BAH/OHA

· Subsistence (actual days)

· FSA (if period of ADOS-AC
· CONUS COLA or OUTCONUS COLA

· Leave to be earned and sold

· Any other station allowances

FICA

· Multiply .0765 x one month’s base pay.  This amount is reduced from the base pay accounting line and added to the FICA accounting line. 

Travel Entitlements

· Travel costs to and from the ADOS-AC site

· Per diem for travel days

Note: Travel Entitlements are not payable if ADOS-AC site is within the geographical limits of the members’ home. 


2.D.2 Document ID’s (TONO) for ADOS-AC Orders

	2.D.2.1

Introduction
	Direct Access does not automatically generate Document IDs short-term (180 days, or less) ADOS-AC orders.  Per paragraph 5.d of reference (a), the sponsoring unit or program shall provide order approver with three separate Document ID’s.  The DOC Type 72 is used to pay the member in JUMPS.  DOC Type 11 (single claim), 12 (PCS) or 13 (multiple claims) are used to reimburse the member for travel. 


	2.D.2.2

Document Number Examples
	· 11/11/29/1/8/16/001/000 (for TVL)

· 72/11/29/1/8/16/001/000 (for P&A)

· 72/11/29/1/8/16/001/001 (for FICA) 

Note: Refer to the FINCEN SOP, FINCENSTFINST M7000.1, Chapter 5, for more information on document IDs.


	2.D.2.3. 
DOC ID TABLE
	This table gives guidance on each part of the document number.


	Field
	Function

	11 - Document Type
	Use DOC type 11 for ADOS Travel Orders with a duration under 181 days where only a single travel claim will be submitted.  Use DOC type 13 for ADOS Travel Orders with a duration under 181 days where multiple travel claim will be submitted (e.g. Monthly claims).  Use DOC type 12 for PCS Travel Orders (duty of 181 or more days). Use DOC 72 for Pay and Allowances and FICA.

	11 - FY Funded
	Last two digits of the FY in which the transaction will be funded.

	29 - Procurement Site Code
	“29” represents ISC New Orleans.  A listing is found in Appendix H to the FINCEN SOP.  This number should remain constant for each office.

	1 - FY Contract Originated
	Last digit of the fiscal year of the initial document. 

	8 - Region
	Region/district from Appendix A, FINCEN SOP.  “8” stands for Eighth District.

	16 - Program Element (PE)
	For most units, this field will be constant. Those units that have several program elements or other than normal 2-digit PE’s should use a master 2-digit PE assigned by their Budget Office for document numbering purposes.  For reserve orders use only the first two characters of the Accounting Line Program Element.

	001 - Document Sequence
	Assigned by the unit for expenditure of funds.

	000 - Suffix
	Subdivision within expenditure.  For ADOS-AC Orders, use 000 for Travel and Pay & Allowances, and 001 for FICA Entries.


2.D.3 Accounting Line Data for ADOS-AC Orders 

	2.D.3.1 Introduction
	Direct Access does not automatically generate Accounting Lines for short term (180 days, or less) ADOS-AC orders.  


	2.D.3.2 Accounting Line Data:
	· 2/8/701/108/30/0/16xx/12345/2100 (Travel)

· 2/8/701/108/30/0/16xx/12345/117K (P&A)

· 2/8/701/108/30/0/16xx/12345/122R (FICA)


	2.D.3.3 Accounting Line Table
	This table gives guidance on each part of the document number.


	Field
	Function

	2 - Agency Code
	Indicates the Coast Guard.  It will always be “2”.

	8 - Region/District Code
	Normally constant for a particular unit.  Example: 8 for Eighth District, F for FINCEN.  See Appendix A, FINCEN SOP for additional region codes.

	701 - Appropriation Code
	Last digit of the fiscal year. (7=2007).  Remaining digits are the appropriation account.  For ADOS-AC use “01”.

	108 - Appropriation Limitation Code (ALC)
	First digit is type of funding, direct or indirect.  Use “1, 2, 3 or 8” as per Appendix C of reference (a) for Reserve Orders.  1=Direct Funds, 2=Direct Funds (pickup accounts), 3=Direct Funds (HQ Refund Program), and 8=Reimburseable Funds.

Second two digits is Administrative Target Unit (ATU): 01 for First Coast Guard District, 07 for Seventh Coast Guard District, 36 for FINCEN, etc.  

	30 - Allotment Fund Control Code (AFC)
	Most units and staff elements will use a constant 30 in this field.  Day to day CG operations are generally funded through AFC 30.


Continued on next page

2.D.3 Accounting Line Data for ADOS-AC Orders, Continued
	Field
	Function

	0 - Allotment Level Indicator Code (ALIC)
	· This field will always be 0.

	16 - Program Element (PE)
	· This is the “source of funds” for procurement.  Up to six positions may be used for projects in other appropriations.  Some large units have multiple Program Elements.  For most units, this field will be constant, and will be two digits

	12345 - Cost Center
	· Normally the benefiting units OPFAC.

	117K - Standard Object Class
	· 117J -  Commissioned & Warrant Officers Pay & Allowances

· 117K - Enlisted members Pay & Allowances

· 1220 - FICA Tax - Officers

· 122R - FICA Tax - Enlisted 

· 2100  - General Operational INCONUS Travel.  The travel object class may vary.  See FINCEN SOP, Appendix F (http://www.fincen.uscg.mil/sop/appendix/appenf.pdf), 2100 series for a complete listing of travel and pay related object class codes.


2.D.4 How to Process an ADOS-AC Order

	2.D.4.1 Introduction
	The below stages shall be followed in the ADOS-AC Order Process 


	2.D.4.2 

ADOS-AC 

Order Processing 
	This table describes the stages of the ADOS-AC order process.


	Stage
	Who Does It
	When
	What Happens

	1
	Member &
Supervisor
	At least 45 working days prior to the date of ADOS-AC


	· Discuss desired consecutive/non-consecutive duty dates. 

· Coordinates duty days with unit.

	2
	Member or Designated Unit Reserve Orders Manager
	
	· Complete the Request for ADOS-AC Orders through Direct Access (Reserve Orders module) 

· Route to the Unit Reserve Orders Manager.


Continued on next page

2.D.4 How to Process an ADOS-AC Order, Continued
	Step
	Who Does It
	When
	What Happens

	3
	Unit Reserve Orders Manager
	Within 2 days of receipt of request
	· Creates the Request for Reserve Orders in Direct Access if member is unable.

· Enters TONO and Accounting Data provided by unit (if short-term). 

· Completes Per Diem Entitlements (if applicable).

· Completes Other Authorized Expenses (if applicable).

· Completes Partial Entitlements Tab.

· Verifies all readiness requirements (ASQ, medical, dental, weight compliance, security, etc.).

· Verifies Personal Information is current.

· Verifies no other duty/drills are scheduled during timeframe desired.

	4
	Supervisor or Reserve Orders Manager
	Within 2 days of receipt of request
	· Approve request in Direct Access and forward to the servicing District for final approval

Or

· Disapprove request and forward back to member/unit.

	5

	District

	Within 5 days of receipt of request
	· Verifies all previous information.

· Reviews TONO.

· Approves the orders.

· Ensure the member has a security clearance if required
. 

	6

	Member’s Unit
	Prior to member’s arrival at ADOS site
	If ADOS-AC is over 60 days, forward Medical/Unit PDR to ADOS-AC site.


 

Continued on next page

2.D.4 How to Process an ADOS-AC Order, Continued
	Stage
	Who Does It
	When
	What Happens

	7

	SPO

*  Note, Verify that member is not receiving military retired pay or any type of disability compensation from the Department of Veterans Affairs.
	Within 2 days of receipt of an approved request
	· Ensure member has sufficient obligated service to cover the ADOS-AC period.

· Verify direct deposit.

· Complete Standard Travel Orders using the Reserve Orders transaction in Direct Access.  
· 
Complete
 other Direct Access pay transactions if the member as necessary (e.g. If member is entitled to SDAP or COLA while on ADOS-AC).

· Maintain approved request and copy of orders in SPO files and PDR for 1 year.

In cases where the ADOS-AC is for 60 or more days:

1. Review and mail the SPO PDR to the SPO servicing the ADOS-AC site.

2. Set up tracking of completion date of ADOS-AC period.

	8

	Member
	As directed by orders
	· Obtain new I.D. card at nearest issuing unit if ADOS-AC is over 30 days.

· Report to ADOS-AC site.

	9

	ADOS-AC site
	Member reports for ADOS-AC
	· Reports actual reporting date to SPO.

· Notify SPO if member deviates from orders by reporting at a different time or fails to report.

	10

	SPO 
	Upon notification
	· Reserve Orders transaction.

· Completes actual report/depart dates.

· Completes the Travel Report Dates section.

· Validated partial entitlements and BAH.
· Starts appropriate pay and allowances
.
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2.D.4 How to Process an ADOS-AC Order, Continued
	Stage
	Who Does It
	When
	What Happens

	11

	ADOS-AC site
	Member completes ADOS-AC
	Reports actual depart date to SPO

· Endorse Travel Orders to show:
  (1) date and time member reported and departed, and;
  (2) availability of Gov’t qtrs/mess.

· Fax copy of endorsed Travel Orders to SPO on the same day.

· Complete a performance evaluation using Direct Access.

(181 days or more) Submit separation paperwork, e.g. SOI.

	12

	SPO
	Within 2 days of receipt of endorsed Orders
	Less than 181 days:
Enters number of days leave sold upon completion of orders.

181 or more days:
(181 days or more)  Receives separation information from the member’s duty command.  Processes member RELAD in the Separations Module.

	13

	Member
	Within 3 days following completion of travel 
	Complete DD-1351-2 (Travel Voucher) and forward to unit
 with original Travel Orders.

	14

	Unit

	Within 2 days of receipt from member
	Complete administrative review of travel voucher and forward to PPC (tvl) for processing.
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�Notify SPO on approval.
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�5: ADMIN  / 2 days of receipts of request/


Ensure member has sufficient obligated service to cover the ADOS-AC period.


Verify direct deposit.


Complete Standard Travel Orders using the Reserve Orders transaction in Direct Access


Forward to Disitrict(dxr) for final approval
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�Move to ADMIN section


�Add:  Print orders and mail copy to member.
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�Complete other Direct Access pay transactions if the member as necessary (e.g. If member is entitled to SDAP or COLA while on ADOS-AC).


Maintain approved request and copy of orders in SPO files and PDR for 1 year.
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