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SUBJ: FY13 GUIDELINES REGARDING THE RESERVE TRAINING APPROPRIATION AND RESERVE TRAINING ORDERS APPROVAL PROCESS WITHIN THE D5 AOR 
A. RESERVE POLICY MANUAL, COMDTINST M1001.28A 
B. COMDT COGARD WASHINGTON DC 281744Z SEP 12 (NOTAL) 
C. COMDTINST 1330.1 ACTIVE DUTY FOR OPERATIONAL SUPPORT 
D. DIRECT ACCESS HTTP://WWW.USCG.MIL/PPC/DA/PORTAL 
E. D5 DXR website HTTP://WWW.USCG.MIL/D5/DX/DXR/ASP 
1. Per refs A and B, this message provides guidance for submission of requests for Reserve annual training orders including Active Duty for Training (ADT-AT), Other Training Duty (ADT-OTD), and Active Duty in Support of the Reserve Program (ADOS-RC) for Reservists in the D5 AOR. Active Duty in Support of the Active Component (ADOS-AC) orders are likewise approved at the DXR IAW REF C. REF B provides the DXR staffs guidance in light of the extended Continuing Resolution (CR) for FY13. Specific details are outlined below. The CR translates to reduce training dollars. For planning purposes, DXR is only approving ADT-AT orders. OTD funding is NOT available at this time and little, if any, predicted after the CR is lifted. Members 12 days of annual training must be used wisely and not for arbitrary OJT duty when a C school was requested or is anticipated this FY.
2. DUTY LIMITATIONS: Per REF B, the CR limits the Reserve Training
(RT) appropriation in the following ways:
A. IDT DRILLS: IDT batching is authorized for all Selected Reserve
(SELRES) not currently employed on active duty orders. Members can batch up to the quarterly IDT allocation. Members scheduled to serve on active duty orders or who RELAD from active duty of 31 days or more are not authorized to perform make-up IDT drills that would have been available during the period of active duty. IDT berthing will be addressed SEPCOR.
B. ACTIVE DUTY FOR TRAINING-OTHER TRAINING DUTY (ADT-OTD): No ADT-OTD will be approved during the CR. Further guidance will be published if ADT-OTD is later authorized.
C. READINESS MANAGEMENT PERIOD (RMP): Only one paid RMP is authorized for FY13, all other RMPs must be unpaid. Paid or unpaid RMPs may only be approved to complete an annual PHA, Dental Exam, Mandated Training, Reserve Service Wide, and for members identified for mandatory physical fitness.
3. INDIVIDUAL TRAINING PLANS (ITPs): ITPs represent a key element of reserve training funding and helps support and validate RT dollars in a reduced budget climate. Commands completed the ITP in June and data will be used to approve ADT requests this FY. It is expected that reservists are working toward mobilization CORE competencies.
Therefore annual training requests shall be in alignment with their ITP. If a reservist anticipates attending a formal C school, he/she shall plan to use ADT-AT for the course.
4. REQUESTING ORDERS: Using REF D, Reservists shall initiate a request for orders in Direct Access (DA) at least 45 days prior to the start date and forward them to their respective SPO POC. Unless entered sooner, all reservists performing ADT-AT in FY13 shall enter their training request in DA in a proposed status and forward to D5 (DXR), via the unit SPO POC NLT 31MAR2013. Reservists are encouraged to enter orders as early as possible even if exact dates of an expected school have yet to be determined. While in a proposed status, dates and details can be adjusted. Proposed orders should only be forwarded to DXR when dates/details are firm. For DXR, proposed orders facilitate AFC-90 management decisions to forecast funding requirements and potential shortfalls in time to request additional funds if available. Any waiver request from the 45-day rule or the 31MAR2013 deadline must be requested via email to the
AFC-90 Funds MGR per Para 9 below. Reserve training funds/orders will not be used to augment operational missions. Notification of school attendance may be less than 45 days. Timely submission is required as soon as the member has been notified to ensure orders approval to prevent pay delays.
5. ORDERS PROCESSING IN DIRECT ACCESS: Request units, SPOs and members adhere to the following process to overcome the most common issues regarding reserve training orders:
A. MEMBER submits request in DA, completing TAB 1 and 2, and forwards it to the ADMIN POC. Recommended that SPO provide reserves with the appropriate SPO YN EMPLID and email contact info. In addition, member should ensure DA has current contact information in the event that SPO has questions about orders request. Do NOT forward directly to D5 (DXR). No action will be taken until properly routed.
B. UNIT SPO POC checks the WORKLIST or an email from the member(s) making the request(s), completes the following order notes and entitlements information before forwarding to D5 (DXR) for approval:
(1) Ensure orders reflect the type of orders being performed and the orders start date include the travel date, if authorized. For questions, contact D5 (DXR), per Para 9 below.
(2) Insert required Order Note Codes (Individually): RS0, RS2, RS3, RS4, RS6, RS7 and RS9 and edit to members specific entitlements and add the correct information requested in the brackets. Check DA guide and the D5 (DXR) PPT presentation located in the Resource Section at ref E for detailed preparation information.
(3) Verify address and mileage to determine entitlements, especially for attending schools. Include Round Trip Mileage data in order notes per PPT guidance. If the member is LOCAL to the duty site, click the Per Diem TAB and clear the Lodging/Per Diem default amounts to prevent unnecessary obligation of funds.
(4) Verify total days requested and adjust dates as appropriate not to exceed training days authorized per FY.
(5) Proposed orders NOT yet approved by D5 (DXR) that are no longer valid shall be cancelled by the Unit ADMIN or SPO.
(6) Forward orders to D5 (DXR) for approval. Contact D5 (DXR) if READY or FINISHED orders need to be cancelled. SPOs shall not cancel orders in DA that have been approved by D5 (DXR).
(7) It is recommended the Unit SPO Auditor review the orders for accuracy before requests are forwarded to D5 (DXR) for approval.
(8) Orders should be issued to the member thirty (30) days before duty starts. Member should NOT report for duty unless orders are approved in DA.
C. D5 (DXR) validates the information and approves the orders. TONO and Accounting Lines Auto-populate.
D. UNIT SPO shall start the R990 for Pay and Allowances only after confirming the member reported for duty to prevent inadvertent overpayment if member does NOT report.
E. UNIT SPO ensuring completion of the R990s to facilitate the member being paid. This action expends obligated funds and pays member for duty performed.
F. MEMBER cannot access TPAX from home, and should file travel claim before departing on last duty day. If not, travel claim must be submitted within three (3) days of the last duty day.
6. Per REF A, orders issued to the Reservist 30 days prior to the report date allow sufficient time to notify employers and is directly tied to Employment/Reemployment Rights, Pay, Entitlements and UCMJ.
D5 (DXR) detailed orders preparation guidance located at REF E will aid YN POCs to prepare accurate training orders. The Coast Guard Pay and Personnel Center also has the DIRECT ACCESS USERS GUIDE-RESERVE ORDERS which will provide additional information on Reserve orders preparation.
7. Requests for Non-Consecutive ADT-AT should be sent via email through the members supervisor to the SPO. There are circumstances which may require non-consecutive duty such as attending two (2) non-consecutive formal training events (ie, five (5) days for a LAMS course and three (3) days for ICS training). Contact D5 (DXR) for specific questions. Non-consecutive ADT-AT should be used for the convenience of the government, not for the convenience of the member.
8. All orders are processed and approved in the order they are received on the D5 (DXR) POC WORKLIST. Late submissions require special circumstances and additional approval to be prioritized above members who submitted requests on time. Members who report for duty without requesting orders in a timely fashion may be SENT HOME or directed to use IDT drills if they are within the IDT drill limits discussed in PARA 2.
9. POCS:
A. Funds Management questions: Mr. Lehan Crane, (757)483-8427, email lehan.s.crane(at)uscg.mil.
B.  Specific orders or approval questions: Ms. Paula Hahn, (757) 483-8535, email paula.s.hahn1(at)uscg.mil.
10. Internet release authorized.

