Reserve Participation Management Tools
These templates and documents will help you manage the participation of your Reserve personnel in accordance with Chapter 4 of the Reserve Policy Manual (COMDTINST M1001.28A).  These templates apply to Reserve Enlisted Personnel.  With minor modifications, you may find them suitable for use with Reserve Officers.  This flowchart provides an overview of how you might apply these documents in a typical Reserve participation situation:
   Reserve Participation Management Flowchart   
 The MS Word Memo files below are referenced in the flowchart above.  The files have gray background where you fill in the blanks with the required information. Be sure to select "Save As" to save your work to your Workstation.  
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CG Memo By Direction Letter 
 

	 
CG3307 Process 
 
	  
CG Memo Weight PROG Transfer to ISL of Obligor 
  

	 
CG-3307 Counseling of Discharge Types  
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COMMANDANT INST. M1001.28A


Inactive Duty (IDT) Travel Criteria 



Reservists who must travel more than 50 miles from their residences to perform inactive duty shall have the same priority for transient housing as active members who are traveling under orders. 

Reservists not entitled to per diem, who occupy transient government housing may be reimbursed the actual cost of lodging (JFTR U7150.C.6)

Reservists traveling more than 100 miles may obtain IDT berthing the night before the start of their IDT periods.








COMMANDANT INST. M1001.28A




 Berthing Guidelines



 When available, government housing to be used



 Lodging in kind may be provided per 37 U.S.C.404(i).









COMMANDANT INST. M1001.28.A

Inactive Duty Orders & Requirements



Berthing Guidelines Cont.   When using commercial berthing, two members shall be assigned to each room except as noted:



Junior enlisted members shall not share rooms with E-7 and above

Officers should not be berthed with enlisted personnel; and 

Separate berthing must be made available for males and females.







COMMANDANT INST. M1001.28.A

Alternate Drill Locations



Reservists who are ordered to locations other than their

normal drill sites shall be placed on TDY orders and 

receive entitlements per the Joint Federal Travel 

Regulation (JFTR U7150-C.3).  



Unit will fund TDY 







15-Day Advance Notice

 Required for all requests

 Exceptions case by case basis

 Member is ultimately responsible for their 
   own request








The Berthing Process


Submitting a Berthing Request

15-Day Advance Notice Required

Only E-mail Request to: D05-DG-reserveberthing@uscg.mil

Information Required

Grade/Rank

Full Name

Employee ID#

Unit

Home Address or Travel Distance

Check-In/Check-Out Date

E-mail Address

Telephone Number







Berthing Issues

Unauthorized Stays

Reporting to hotel without reservation and expecting reimbursement is not authorized

The “No Show”

Not showing up by midnight or making arrangements with hotel for late arrival; reservation will be deleted. 

Cancellations

Made IAW hotel requirements in advance of deadline





Berthing Issues

Late Request Submissions/Denials

Case by case basis



Notification of Change

Authorized Dxr Personnel Only

No room changes by member







SAMPLE REQUEST
(Incorrect)

Example #1 

I need a room for the 2nd Weekend in February for my drill.



BM3 Smith



Example #2

I drill at Station Philadelphia. Please make a reservation for

13/14 February.



LCDR Michael Jackson EMP ID# 123456









SAMPLE REQUEST (Correct)

Request berthing for the following members at CG unit,

Portsmouth, VA



SCPO Sandy Blue, Female, EMP ID# XXXXXXX

Check in:    14 Jan 2008      

Check out:  19 Jan 2008



HS3 Joe Coastie,  Male  EMP ID# XXXXXXX

Check in:     30 Jan 2008

Check out:   31 Jan 2008



LCDR John Guard 

John.C.Guard@yahoo.com 

(123) 456-7890









SAMPLE REPLY

LCDR John Guard,



Berthing accommodations have been provided for dates

requested.



Comfort Inn

347 Effingham Street

Portsmouth, VA. 

2 King/Non-Smoking Rooms

(757) 397-7788      ( In case of a last minute emergency ) 



SCPO Sandy Blue           Confirmation Number:  87652432

HS3 Joe Coastie              Confirmation Number:  23456789









Q/A

Can I get reimbursement if I make my own reservation?

IDT berthing is not an entitlement. No reimbursement is authorized

Can I get my own room?

Policy requires double occupancy. This maximizes our limited berthing funds

How do I cancel my reservation?

Either contact the hotel directly or contact Dxr prior to your arrival (during normal business hours) per the hotel’s cancelation policy.

Can I have a non-Coast Guard guest as a roommate?

No. Only CG reserve members may reside in IDT berthing . You can expect to have a roommate (another CG Reservists) if another qualifying member is drilling and all other rooms already have 2 persons assigned.

Does the berthing include any other services?

Only if they are free. If there is a charge for movies, parking, internet, etc., the expense is borne by the member if consumed/used.

Can I get IDT berthing for a single drill?

In order to get berthing before or between drill periods, the member must be performing multiple drills (paid and/or non-paid). The only exception is if a member is using a RMP for an all-hands event. 











	





Q/A (cont)

Who should I call after hours if  I have questions about my berthing arrangements or have a problem?

Contact the after hours cell phone # 757-647-2240
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Guidelines & Process Flow

Reserve Training Orders, Drills & Related Topics 









*

ENTITLEMENT$

		Travel and per diem allowances are authorized in accordance with the JFTR for any reservist who must travel from outside of the local commuting area to the assigned duty station, if government quarters and messing are not available. There is no travel allowance entitlement for travel between the home and duty station when: 



		(1) both are in the corporate limits of the same city or town (U7150A.1.b.(1) ); 



		(2) the member chooses to commute daily between home and the place of active duty even though he or she would otherwise be entitled to travel and per diem allowances; or 



		(3) the order-issuing official determines that both are within a reasonable commuting distance of each other and that the nature of duty involved permits commuting. 



		However, members commuting under subparagraphs 2 and 3 above are authorized the applicable automobile or motorcycle mileage rate for one round trip between the home and duty station. 











*

Entitlements Simplified



		Mbr is authorized 1 round trip reimbursement if mbr is traveling from outside corporate city limits.

		Mbr’s commuting 50 or more miles from home to place of duty are authorized Per Diem (Lodging +M&IE)

		Extra travel day (prior to order begin date): If mbr must depart before 0600 (approx 1.5 hr commute)  1 extra day for travel is authorized. 

		Government quarters and/or messing are always directed if available.









*

PROCEDURE

		Member coordinates, with unit, time frame to conduct ADT-AT/OTD or ADOS-RC.



		Member generates request in DA and forwards to supervisor for review. 



		Supervisor reviews and submits request to SPO YN









*



Home – Administer Workforce – Track Global Assignments – Use – Reserve Orders – View/Complete Order Info







*

For this example member is married and reside in Washington, DC but attached to and  performing duty at Base Portsmouth where government quarters and messing are not available.

		Doing 12 days of ADT-AT

		Authorized Pay and Allowances

		Authorized single travel claim for reimbursement of Lodging, M&IE, travel, etc.

		Department Benefiting is ISC Portsmouth (conducting training to benefit my unit)

		Use 008149 for Dept funding this order

		LUFS Project code will auto generate, do not change



1264567        COASTIE, JOE







*

Reserve Orders Tab

		Purpose: AT - Structured Training-General – will normally be used for ADT-AT

		Order Begin Date: Date orders begin (auth travel day for 188 mile/3hr commute)

		Order End Date: Last day of duty (12 days ADT-AT, 1 day of travel)

		Check if you are a Gov’t charge card holder



1264567        COASTIE, JOE







*

Reserve Orders Tab Cont.

		Select the primary mode of travel

		POC is Gov’t advantageous in this instance









*

Click Route For Approval	



		Use “Comments” box to provide details of duty, i.e. “attending x school at x location” or other special considerations

		Look up POC YN for the “Forward To:” box.

		After name/EMPLID and email appear, click “OK” 

		Click “Save” at bottom of default page





XXXXXX

Your SPO YN

YOURSPOYN







*

IDT- Inactive Duty Training 



		



IDT drills are typically spread throughout the year (four drills per month), but they may be grouped to best use resources to meet surges in operations, seasonal requirements or for other reasons as determined by the unit issuing IDT orders. 



		IDT are drills that reservists normally perform 1 weekend a month

		Most reservists are authorized to perform 48 IDT drills per FY

		Some reservists are authorized 60 IDT drills (PSU, JFCOM, SMTC, etc.)

		RMPs are restricted by policy. Check with Dxr regarding current availability/use.

		Funeral Honors drills are designated by official orders only.









*

Single IDT Drill

		Single IDT Drill: A single drill is one period of IDT. When authorized with pay, compensation will be at a rate of 1/30th of the monthly basic pay of the pay grade held on the date that the drill is performed. A single IDT drill: 



		(1) must be four or more hours in duration; 



		(2) must be performed in one calendar day; and 



		(3) will earn one retirement point. 









*

Multiple IDT Drill

		A multiple drill equals two periods of IDT. When authorized with pay, compensation is the equivalent of two single drills. A multiple IDT drill: 



		(1) must be eight or more hours in duration; 



		(2) must be performed in one calendar day; and 



		(3) will earn two retirement points. 

		









*

IDT Travel Entitlements 

		Members are not entitled to receive reimbursement for travel between their place of residence and their normal drill site when under inactive duty orders. 





		Reservists who are ordered to locations other than their normal drill sites shall be placed on unit funded TDY orders and receive entitlements per the JFTR.









		









*

Berthing while on Inactive Duty Orders 



		(1) Members who must travel more than 50 miles to perform multiple drills or RMPs on consecutive days are authorized berthing between the days of duty. 



		(2) In addition, members who are required to leave home before 0545 to report for duty are authorized berthing the night prior to the scheduled duty period or periods. 



		(3) Members who cannot depart from duty to arrive home before 2100 may be authorized berthing on the night following the last day of duty if travel home is by POV. 



		(4) Members are responsible for requesting berthing by sending an email request to: D05-DG-RESERVEBERTHING@USCG.MIL Refer to the D05 Reserve Berthing Policy and Process link on this website for more details.











*

Meals while on IDT

An enlisted reservist who serves on IDT for eight or more hours in the same calendar day and not subsisted in kind is entitled to (COMRATS) based upon the daily enlisted BAS rate when meals are not available, either from an APF dining facility or through commercial procurement. The following rules apply:



		a. Reservists are not entitled to COMRATS for periods of travel to and from the drill site.



		b. COMRATS are paid per meal based on time periods during which the reservist is on duty. Reservists who live in the local commuting area are only authorized the noon meal.



		c. Reservists who commute in excess of 50 miles one-way between their residence and their regular drill site are authorized the noon and evening meals on the first day of IDT and the



	morning and noon meals on the second day of IDT if they remain overnight at or near the IDT site rather than commute to an from their residence.



		 d. Reservists who commute less than 50 miles are authorized the noon and evening meals on the first day of IDT and morning and noon meals on the second day of IDT if they must remain overnight at or near the IDT site due to special operations or the nature of assigned augmentation.



		e. If the distance a reservist must travel between the permanent residence and regular drill site is



	such that he/she must travel on the evening prior, in order to report for duty on or before 0700

	on the first drill day, and the reservist remains overnight at or near the drill site, the morning,

	noon, and evening meals are authorized on the first day of drill, and the morning and noon

	meals are authorized on the second day of drill.



		f. If the nature of IDT duty requires that a reservist work past 1800, the evening meal is provided



	in addition to any other meals authorized for the day.

		









*

IDT Submission Process

Member Enters desired drill types, dates and times using the Scheduling IDT Drills (self-service) page.



Supervisor Reviews member's requests and authorizes drills by changing the status to "Pending" on the Schedule Drills (Commands) page.



Member Performs drills as scheduled or requests changes by modifying Pending drills



Supervisor Changes drill status to "Complete" if member performs drill as scheduled, authorizes changes to drills by changing the status to "Pending".







*

ASQ: Annual Screening Questionnaire 

Federal law requires that all Ready Reservists (Selected Reservists (SELRES) and Individual Ready Reservists (IRR)) be regularly screened to ensure their availability and fitness for duty if mobilized and submit updated information to their chain of command. Coast Guard reservists will complete the screening annually. 



		Read the Annual Screening Questionnaire Acknowledgement and select the response 













*

Recall Availability











*

Occupation Data











Q/A 

		If I am entitled lodging/per diem, can I choose to commute daily?



If you are entitled lodging/per diem and you commute daily, you forfeit reimbursement for meals and incidentals (MI&E) and cannot claim daily commuting miles.

		If I reside OCONUS, do I get travel expense reimbursement?



Current policy requires prior approval to remain in a drilling status when living OCONUS. If authorized, travel is permitted from home to duty location. Check current policies regarding this status.

		Can I combine AT with IDT?



IDT may be performed before or after AT. The problem occurs when the member is eligible for IDT berthing, but fails to factor travel time and IDT berthing vs. AT lodging. If performing IDT prior to AT, request IDT berthing at the conclusion of the drill period to “bridge” layover to commence AT the following day. If performing IDT at the end of the AT, request IDT berthing for the night before commencing IDT. In either case, remember that AT entitlements will be affected. You cannot claim a travel day before the start of AT when performing IDT on the front end.

*







Q/A (cont)

		When am I authorized commercial qtrs when on AT?



Commercial qtrs are authorized when govt qtrs are not available. If govt qtrs are available (i.e. transient housing at Base Elizabeth City) they must be used in lieu of a local hotel. If it is known that govt qtrs are otherwise in the vicinity of the duty location, “govt qtrs & messing is directed” will be annotated on orders. Members must obtain an endorsement of non-availability to claim reimbursement for commercial lodging.

		Am I authorized IDT at an alternate drill site?



Yes. However, it becomes a TDY event and IDT berthing won’t be provided

		Am I authorized AT at an alternate duty location?



AT performed at any site other than the member’s duty location may be performed when attending a formal course of instruction, obtaining OJT not otherwise available at the duty location (i.e. a FS with no galley at assigned unit), or other purpose deemed appropriate by Dxr. AT is normally performed at the member’s assigned unit.

		What if my command issues a waiver for an alternate drill site?



Waivers are normally issued when the command has submitted a PAL change to move the position permanently to another site. When this is done, the new unit becomes the “assigned drill site” and normal rules apply to new duty site.

*







Q/A (cont)

		I am being PCS’d outside the D5 AOR. Can I perform my AT at the new unit prior to PCS?



If this is occurring during the current fiscal year, it is best to wait until PCS to request AT in DA. There is no training benefit to your present unit to allow AT to be performed at the gaining command prior to PCS. Contact Dxr for further guidance.

		Can I drive to my C school duty site (1,000 miles one way)?



Unless travel by POC can be accomplished in one duty day, POC will not be considered “more advantageous to the govt.” Members would be expected to fly to the duty site. If driving is permitted in lieu of commercial air, only 1 day travel is authorized and mileage reimbursement will not exceed the cost of a GTR.

		My medical/dental readiness is in the “red”; can I still perform my AT?



AT will not be denied just because readiness is not up to date. However, it may delay processing of non-training orders. 



		Can my AT orders start on a holiday?



Unless there is an operational requirement (actual duty standing or official travel day), AT orders will not be approved to start on a holiday. Likewise, two weeks of AT orders will generally cover only one weekend (i.e. Monday of week one to Friday of week 2), exclusive of travel.

*







Q/A (cont)

		Can I get reimbursed for parking, laundry, official communications (phone calls, internet access).



Parking at the place of lodging would be a reimbursable expense. However, laundry and official communications are not authorized expenditures while on AT orders.

		Who do I notify if I can’t start my orders or must end them before the scheduled end date?



Contact both your supervisor and the SPO to prevent a possible overpayment. Orders do not have to be cancelled if the start or end dates have to be shortened. The SPO is required to adjust the pay entries to reflect actual start and end dates.

		How much advance notice does my command need before I perform my AT period?



This should have been scheduled when you did your ITP. Notwithstanding your orders request must be initiated 30 days prior to the start date. Since ESGR job protection requires 2-week notification, you should plan ahead sufficiently to have written orders in hand should they be required by your employer.

*







Q/A (cont)

		Can I perform non-paid IDT?



Non-paid IDT may be performed with the command’s approval when paid IDT’s are used up for the fiscal year. However, there should be clear training objectives and the total drills cannot exceed 30 paid RMPs and non-paid IDT. Check with Dxr regarding current policies on use of RMPs.

		Can I attend a conference on my AT?



When the majority of the conference is training, AT may be used. However, when training is not the primary objective, TDY expenses associated with AT orders must be paid by the member’s command.

		Can I expect to perform AT and Other Training Duty (OTD) in the same fiscal year?



Since OTD is subject to availability of funds, you should only plan on using your AT for OJT at the unit or attending a C-school. If you have completed your AT and are then in receipt of last-minute C-school orders, check with your Dxr regarding OTD funds availability.

		Do I have to complete my AT in my anniversary year?



AT and IDT training requirements are fiscal year driven, commencing on 01 Oct and ending 30 Sept. You have a requirement to complete 12 days of AT and 48 drills in the fiscal year. To have a good year for retirement (anniversary year), you must have a minimum of 50 points, which includes paid/non-paid drills, and AT performed in your anniversary period. 

*







Q/A (cont)

		Can I get a waiver for my AT?



A waiver for the current year’s requirements may be granted by the member’s command if circumstances warrant. For instance, non-availability of funds at the end of the FY would be eligible. However, if the member failed to submit orders before the annual deadline (normally 01 July), this would not be an acceptable excuse.

*
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Annual Screening Questionnaire

Last Name, 1 Empiip: 1234567

A5 a member of the Coast Guard Reserve, | am subjectto involuntary recall to active duty and |
willingly acceptthis obligation. | am ready to deploy and be mobilized on short nofice. Ifmy.
deployabiliy becomes impaired due to employment, family, medical (dental, physical,
psyehological), or any other condition(s), | shall notiy my command aboutthe impediment in writing
immediately. | understand that refusing to comply with orders for a recall to active duty is subjectto
penalties imposed by the Uniform Code of Miltary Justice (UCHL). Among other sanctions, | could
receive dismissal, a bad conduct discharge, a dishonorable discharge, or an administrative
discharge characterized as other than honorable.

Member's response: Olunderstand and accept () | do not understand or do not accept




[Recall Availability

Date Hotified: ~03/01/2005 Date

igned: |

“Wember Recall Status: Ll

Cormplete the Recall Avalability section by clicking on the drop-down armow in the Mernber Recall Status block and choosing the status

“Hember Recall Status: &

Use whe

Available for recall

Not available for recall dus to employment in a crtical civilian industry or profession. Document the exteuating circumstances that
prevent mobilizing. This is an occupation that could be critical to your community at the same time that a mobilization is
necessary (police, fire, EMA, local goverment offcial)

Hardship Not available for recall due to financial or farily hardship_Document the extenuating circumstances that prevert mobilzing

Key Empl Not available for recall dus to employment in key federal position. See appropriate agency (lktime employer of USCGR mermber)
instruction for written designation. USCG's policy to identify its civiian positions is described in COMDTINST 12910.1. dtd 10 SEP
1990, Sereening of Chilian Employees in the Reserve Components

Other Not available for recall for @ reason not listed_Document the extenuating circumstances that prevent mobilizing

Ifyou answered "I do not understand or do not accept” in the Member's Response section (Step 2 above) or selected anything other than "Available” in the
recall status block, you will need to enter a supenvisor's Operator ID number and email address so the ASQ can be reviewed by your chain of command

Route to Supervisor: Y
Email Address:





Switch to the Occupation Data tab by clicking the tab name or using the link (Occupation Datz) at the bottom of the page.

o Enter the chilian employment data. Mandatory fields (cannot be lef blank) are denoted by an asterisk (7).

) O-opeton Dam \_
Occupational Data

Last Name, M EmpiD: 1234567

Civilian Employer Data

“Employer: L —
“Work Phone: supvphone:| |

“empoyment satws: | v seirEmpioyed [1

Adaress 1: | I
Address2: | ]
Address 3: | !
city: [ state: | [
posalcode] | “countrys US4 |Q








