CG PSSU PORTSVA INST 7010.1

28 September 2009
CG PSSU PORTSVA INST 7010.1

28 September 2009

[image: image1.wmf] 
	Commanding Officer

United States Coast Guard
Personnel Services and Support Unit Portsmouth

	4000 Coast Guard Blvd.
Portsmouth, VA 23703-2199
Staff Symbol: p
Phone: 757-483-8671
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28 September 2009
PERSONNEL SERVICES AND SUPPORT UNIT PORTSMOUTH INSTRUCTION 7010.1
Subj:
MORALE, WELL-BEING, AND RECREATION (MWR) FUND DISTRIBUTION WITHIN THE FIFTH COAST GUARD DISTRICT AOR
Ref:
(a) Coast Guard Morale, Well-Being, & Recreation Manual, COMDTINST M1710.13B 


(b) Unit Environmental Guide (UEG), CG ISC PORTSVA INST 5090.2

(c) Coast Guard Qualified Recycling Program (QRP) Policy, COMDTINST 16477.5

1. PURPOSE.  Personnel Services and Support Unit (PSSU) Portsmouth is responsible for managing the consolidated morale fund within the Fifth District.  This instruction establishes policies and procedures for the proper distribution and management of MWR funds to units within the Fifth District area of responsibility (AOR).  
2. ACTION.  Commanding officers of units that receive MWR distributions from PSSU Portsmouth shall comply with this instruction.
3. DIRECTIVES AFFECTED.  None.
4. DISCUSSION.  Coast Guard Exchange System (CGES) profits are the primary source of MWR funds.  Commandant (CG-1) deposits morale funds into the Fifth District PSSU-MWR morale account on a quarterly basis.  Reference (a) designates PSSU Portsmouth as the cognizant MWR authority for most units within the geographic boundaries of the Fifth District.  Enclosure (1) lists units for which PSSU Portsmouth has oversight responsibility.  
5. UNIT RESPONSIBILITIES.  Each unit that receives MWR funds from PSSU Portsmouth shall:
a.
Submit Quarterly Morale Reports using the Unit Morale Fund Financial Statement (CG-2985), Operating Summary of MWR Activities (CG-2985A), and Morale Fund Transaction Accounting Sheet (CG-4517) per enclosure (17) of reference (a).  Quarters are based on the NAF/MWR fiscal year which starts on 1 February.  Reports must be submitted to PSSU Portsmouth no later than the 20th of each of the following months:  May, August, November, and February.  A unit’s MWR funds will not be distributed until the prior quarter’s report is received. 

b.
Submit a proposed annual Unit Morale budget to the PSSU Portsmouth MWR Director per Chapter 6 of reference (a) no later than 30 November of each year.

c.
Annually audit the unit’s morale account for the fiscal year ending January 31st in accordance with enclosure (20) of reference (a).  Upon completion, the audit results must be presented in memo format and signed by the unit’s commanding officer.  The unit must forward a copy of the audit materials and signed memo to the PSSU Portsmouth MWR Director by 1 June and retain the originals on file.
d.
Audit the unit’s MWR account upon relief of the morale custodian in accordance with Chapter 8 of reference (a).  Upon relief, a Morale Fund Financial Statement shall be prepared by the current morale fund custodian and successor and be signed by the unit’s commanding officer.  The unit must forward a copy of the audit report and financial statement to the PSSU Portsmouth MWR Director and retain the originals on file. 

6. PSSU PORTSMOUTH RESPONSIBILITIES. 
a.
As cognizant authority for the MWR program, PSSU Portsmouth has overall responsibility for proper management of unit morale funds and provides assistance and guidance to ensure units comply with the requirements of reference (a).  The PSSU Portsmouth MWR Branch is tasked with administering the MWR program.  The PSSU Portsmouth MWR Director will review each unit’s required quarterly and annual MWR reports and provide feedback for improvements and corrections as necessary.
b.
After Commandant (CG-1) deposits quarterly morale fund allocations into the Fifth District ISC-MWR morale account, the PSSU Portsmouth MWR Director will review each unit’s Personnel Allowance List (PAL) and determine each unit’s allocation of MWR funds.  Generally, funds will be distributed to each unit morale fund on a per billet basis according to the unit’s current active duty PAL.  However, the PSSU Portsmouth MWR Director may adjust distribution levels if the PAL does not accurately reflect a unit’s staffing.  Funds will then be distributed.
c.
Funds will be withheld from units that have not submitted reports as required by this instruction and reference (a).  The PSSU Portsmouth MWR Branch will send informal reminders to units with overdue reports.  If a quarterly report is overdue by a month, PSSU Portsmouth will send the unit a hard-copy message identifying the delinquency, with Commandant (CG-1) as an info addressee.
d.
For units in the Hampton Roads area, the PSSU Portsmouth MWR Director may withhold a portion of the unit’s 2nd and 3rd quarter distributions to provide funding for the annual Tidewater Area Coast Guard Day picnic held at Base Portsmouth.  Historically, approximately $2.50 per billet per quarter has been withheld.  Funds will not be withheld from cutters home ported at Base Portsmouth that are scheduled to be away from home port at the time of the picnic.

7. SALE OF SCRAP METAL FOR RECYCLING AND QUALIFIED RECYCLING PROGRAM (QRP).  
a.
Proceeds from Sale of Scrap Metal for Recycling and a Qualified Recycling Program under references (b) and (c) provide a way to increase morale funds to support MWR.  

Units that participate in a QRP must comply with reference (c) and send a copy of the program authorization to the PSSU Portsmouth MWR Director.  All QRP expenses and income should be reported on the unit’s quarterly Morale Fund Financial Statement.

b.
Tenant commands/activities located at Portsmouth are highly encouraged to participate in Base Portsmouth’s recycling program.  Combined efforts reduce program costs and provide greater benefits to all MWR program customers.  If a unit or units at Base Portsmouth tenant command/activity elects to operate an independent scrap/QRP program, and receives a quarterly distribution, their morale fund distribution may be reduced or retained by PSSU Portsmouth for other use.
c.
Units are required to cash their distribution checks within 90 days or the check will be voided. Distribution checks that have been misplaced, lost, or not cashed will be subject to an   administrative bank service fee to reissue a new check. Unit morale officers shall ensure the cognizant authority has the correct or updated mailing address to avoid delay for timely distribution.
8.
ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS.  Environmental considerations were examined in the development of this instruction and have been determined to be not applicable.

9.
FORMS/REPORTS.  None.




//S//


P. F. BROOKINGS
Encl:
(1) 5th District AOR MWR Distribution List

Dist:
PSSU Portsmouth List VI
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	5th District AOR MWR Distribution List

	Atlantic Area/Fifth Coast Guard District

	Air Station Atlantic City

	Atlantic Strike Team

	Base Support Unit Portsmouth (BSU) (formerly ISC Portsmouth)

	CG-1 (formerly CG-103)

	Coast Guard Communications Area Master Station (CAMSLANT)

	Command and Control Engineering Center (C2CEN)

	Electronic Systems Support Unit Portsmouth (ESU)

	Facilities Design and Construction Center Atlantic (FD&CC)

	Finance Center (FINCEN)

	Intelligence Coordination Center (ICC)

	Loran Support Unit (LSU), Wildwood, NJ 

	Maintenance and Logistics Command Atlantic (will be going away)

	Maritime Intelligence Fusion Center Atlantic (MIFC)

	Maritime Security Response Team Chesapeake (MSRT)

	Naval Engineering Support Unit Portsmouth (NESU)

	Operations System Center (OSC)

	Patrol Forces South West Asia (PATFORSWA)

	Personnel Services and Support Unit Portsmouth (PSSU)

	Sector Baltimore

	Sector Delaware Bay

	Sector Eastern Shore

	Sector Field Office Atlantic City

	Sector Hampton Roads

	Sector North Carolina

	Security Center (SECCEN)

	Special Missions Training Center

	USCGC BEAR

	USCGC DEPENDABLE

	USCGC DILIGENCE

	USCGC ELM

	USCGC FORWARD

	USCGC FRANK DREW

	USCGC HARRIET LANE

	USCGC JAMES RANKIN

	USCGC KENNEBEC

	USCGC LEGARE

	USCGC NORTHLAND

	USCGC SLEDGE

	USCGC SMILAX

	USCGC TAMPA

	USCGC VIGOROUS

	USCGC WILLIAM TATE
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