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ACRONYMS AND ABBREVIATIONS

1.  The following acronyms and abbreviations may be included in this SOP or in documents that may be used in conjunction with this SOP:

A
AC


Alternating Current

A/C


Aircraft

ACET


Advanced Computer and Electronics Technology Program

ACFT


Aircraft

ACMS


Aid Control and Monitor System

ADCON

Administrative Control

ADDEE

Addressee

ADNET

Anti Drug Network

ADP


Automatic Data Processing

ADPSO

Automated Data Processing Security Officer

ADPSSO

Automated Data Processing System Security Officer

AFC


Allotment Fund Control Code

AIG


Address Information Group

AIM


Accountable Item Management System

AIS


Automated Information Systems

AIRFAC

Air Facility

AIRSTA

Air Station

ALDIST

All Districts

ALENL

All Enlisted Personnel

ALOFF

All Officer Personnel

AM


Amplitude Modulation

ANG


Air National Guard

ANGB


Air National Guard Base

ANB


Aids to Navigation Boat

ANT


Aids to Navigation Team

Ao


Operational Availability

AOR


Area of Responsibility

APA


Appropriation Purchase Account

ASAP


As Soon As Possible

AT&T


American Telephone and Telegraph

ATON


Aids to Navigation

AUTH


Authorized

AUTODIN

Automatic Digital Network

AUTOVON

Automatic Voice Network

AUX


Auxiliary

A-TEAM

Acquisition Team

B
BAUD


Data Transmission Rate

BCST


Broadcast

BI


Background Investigation

BOATALT

Boat Alteration

BPS


Bits Per second

C
C2


Command and Control

C2CEN

Command and Control Engineering Center

C3


Command, Control and Communications

C3I


Command, Control, Communications and Intelligence

C4


Command, Control, Communications and Computers

CAC


Crisis Action Cell

CAD


Computer Aided Design

CASCAN

Casualty Cancellation

CASCOR

Casualty Correction

CASREP

Casualty Report

CAT


Crisis Action Team

CC


Command Center

CCGDONE

Commander, Coast Guard District One

CCGDFIVE

Commander, Coast Guard District Five

CCGDSEVEN
Commander, Coast Guard District Seven

CCGDEIGHT

Commander, Coast Guard District Eight

CCGDNINE

Commander, Coast Guard District Nine

CCGF


Commander, Coast Guard Force

CCTV


Closed Circuit Television

CDO


Command Duty Officer

CDR


Critical Design Review

CEU


Civil Engineering Unit

CFR


Code of Federal Regulations

CG


Coast Guard

CGAS


Coast Guard Air Station

CGDN+

Coast Guard Data Network Plus

CGPC


Coast Guard Personnel Command

CGPMS

Coast Guard Preventive Maintenance System

CGRESGR

Coast Guard Reserve Group

CGRU


Coast Guard Reserve Unit

CGSW


Coast Guard Standard Workstation

CGY


Coast Guard Yard

CIC


Combat Information Center

CINC


Commander in Chief

CLIN


Contract Line Item Number

CMC


Command Master Chief

CMCO


Classified Material Control Officer

CMD


Command

CMPLUS

Configuration Management Plus

CMS


COMSEC Material System

CNO


Chief of Naval Operations

CO


Commanding Officer

COB


Close of Business

COED


Computer Operated Engineering Data

COGARD

Coast Guard

COMCEN

Communications Center

COMDT

Commandant, U.S. Coast Guard

COMDTINST

Commandant, U.S. Coast Guard Instruction

COMDTNOTE
Commandant, U.S. Coast Guard Notice

COMLANTAREA
Commander, Coast Guard Atlantic Area

COMSEC

Communications Security

COMSTA

Communications Station

COMTAC

Communications Tactics

CONOP

Concept of Operations

CONUS

Continental United States

COR


Contracting Officer's Representative

COTP


Captain of the Port

COTR


Contracting Officer's Technical Representative

CPR


Cardio-Pulmonary Resuscitation

CRT


Cathode Ray Tube

CSMP


Current Ships Maintenance Program

CTF


Commander, Task Force

CTG


Commander, Task Group (part of a task force)

CTU


Commander, Task Unit (part of a task group)

CX


Cancel or Canceled

CY


Calendar Year

D
DAA


Designated Approving Authority

DAR


Designated Agency Representative

DC


Direct Current

DD


Dry Dock

DECL


Declassify

DEFCON

Defense Readiness Condition

DF


Direction Finding

dGPS


Differential Global Positioning System

DIRLAUTH

Direct Liaison Authorized

DLA


Defense Logistics Agency

DLH


Direct Labor Hours

DLR


Depot Level Repairable

DOD


Department of Defense

DOT


Department of Transportation

DS


Dock Side

DTD


Dated

DTG


Date Time Group

E
E-MAIL

Electronic Mail

EALT


Electronics Alteration

ECM


Electronic Countermeasures

ECR


Engineering Change Request

EEIS


Electronics Equipment Inventory System

EFTO


Encrypted for Transmission Only

E/GICP

Electronics, General Inventory Control Point

EILSP


Electronic Integrated Logistic Support Plan

EIMB


Electronics Installation and Maintenance Book

EIR


Electronics Inventory Report

EKS


Electronic Key Systems

ELC


Engineering Logistics Center

EMO


Electronics Material Officer

EMP


Electromagnetic Pulse

ENCL


Enclosure

EPIRB


Emergency Position Indicating Radio Beacon

ERPAL

Electronic Repair Parts Allowance List

ESD


Electronic Support Detachment (part of ESU)

ESDS


Electrostatic Discharge Sensitive

ESM


Electronic Surveillance Measures

ESR/QRS

Electronic Systems Readiness/Quick Response Support

ESU


Electronic Systems Support Unit

ET


Electronics Technician

ETR


Estimated Time of Repair

ETA


Estimated Time of Arrival

F
FAX


Facsimile

FBR


Feedback Report

FD&CC

Facilities Design and Construction Center

FINCEN

Finance Center

FORAC

For Action

FOUO


For Official Use Only

FREQ


Frequency

FTG


Fleet Training Group

FTS


Federal Telephone System

FY


Fiscal Year

G
GANTSEC

Greater Antilles Section

GCR


Gulf Coast Region

GFE


Government Furnished Equipment

GHz


Gigahertz

GMT


Greenwich Mean Time (Zulu)

GPETE

General Purpose Electronic Test Equipment

GPS


Global Positioning System

GRU


Group

H
HF


High Frequency (2-30 MHz)

HLS


High Level Site

HM&E

Hull, Mechanical and Electrical

HQ


Headquarters

HRS


Hours

Hz


Hertz (Cycles per Second)

I
IAW


In Accordance With

ICP


Inventory Control Point

IFF


Identification, Friend or Foe

ILSP


Integrated Logistics Support Plan

IMP


Index of Maintenance Procedures

INMARSAT



INST


Instruction

IRM


Information Resources Management

IRT


In Response To

ISC


Integrated Support Command

ISD


Integrated Support Detachment

ISO


Industrial Service Order

ISSO


Information System Security Officer

J
JOPS


Joint Operational Planning System

JTF


Joint Task Force

JTR


Joint Travel Regulations

K
KHz


Kilohertz

KO


Contracting Officer

KW


Kilowatts

L
LAN


Local Area Network

LANT


Atlantic

LANTAREA

Atlantic Area (Coast Guard)

LANTAREAINST
Commander, Coast Guard Atlantic Area Instruction

LANTAREANOTE
Commander, Coast Guard Atlantic Area Notice

LEIS


Law Enforcement Information System

LF


Low Frequency (30-300 KHz)

L/L


Landline

LORAN

Long Range Aid to Navigation

LORMON

LORAN Monitor

LORSTA

LORAN Station

LRMP


Long Range Maintenance Plan

LSB


Lower Side Band

LST


Logistics Support Team

LTR


Letter

LTSTA

Light Station

LUFS


Large Unit Financial System

M
MA


Maintenance Action and Material Assessment

MAL


Microcomputer Allowance List

MBR


Member

MDZ


Maritime Defense Zone

MHz


Megahertz

MICA


Management Information for Configuration Allowances

MIO


Marine Inspection Office

MLCA


Maintenance and Logistic Command Atlantic

MLCP


Maintenance and Logistic Command Pacific

MOE


Measure of Effectiveness

MOU


Memorandum of Understanding

MPC


Maintenance Procedure Card

MSA


Mutual Support Agreement

MSD


Marine Safety Detachment

MSG


Message

MSIS


Marine Safety Information System

MSO


Marine Safety Office

MTBF


Mean Time Between Failures

MTTR


Mean Time To Repair

N
NAVAID

Navigation Aid

NAVCEN

Navigation Center

NAVSTA

Naval Station

NDS


National Distress System

NESU


Naval Engineering Support Unit

NLT


No Later Than

NONAV DLR

Non-Aviation Depot Level Reparable

NORCREW

Norwegian Crew Concept

NOTAL

Not to, nor intended for All

NSA


National Security Agency

NSN


National Stock Number

NWP


Naval Warfare Publication

O
OBA


Oxygen Breathing Apparatus

OIC


Officer in Charge

OFCO


Operating Facility Change Order

OGA


Other Government Agency

OJT


On the Job Training

OOA


On or About

OMSTA

Omega Station

OOC


Out of Commission

OOD


Officer of the Deck

OPCEN

Operations Center

OPCON

Operational Control

OPFAC

Operating Facility

OPLAN

Operations Plan

OPS


Operations

OPSEC

Operations Security

OSC


Operations Systems Center

OST


Office of the Secretary of Transportation

OVHL


Overhaul

P
PARA


Paragraph

PBX


Private Branch Exchange

PC


Personal Computer

PCB


Poly Chlorinated Biphenyl

PCS


Permanent Change of Station

PERSRU

Personnel Reporting Unit

PLAD


Plain Language Address Designator

PMIS


Personnel Management Information System

POC


Point of Contact

POP


Planned Operational Priorities

POV


Privately Owned Vehicle

PPA


Personal Property Accountability

PPC


Pay and Personnel Center

PQS


Personnel Qualification Standard

PRI


Priority or Primary

PSD


Port Security Detachment

Q
QA


Quality Assurance

QTR


Quarter

R
R/B


Radio Beacon

R&D


Research and Development

R&D CEN

Research and Development Center

RADSTA

Radio Station

RCC


Rescue Coordination Center

RCP


Resource Change Proposal

RDF


Radio Direction Finder

RESCEN

Reserve Center

REQ


Request

RF


Radio Frequency

RFI


Ready For Issue

RIO


Resident Inspectors Office

RQMT


Requirement

RSM


Regional System Manager

RTTY


Radio Teletypewriter

RWI


Recurring Work Item

S
SAR


Search and Rescue

SARDET

Search and Rescue Detachment

SATCOM

Satellite Communications

SCCN


Secure Command and Control Network

SCCS


Ship's Command and Control System

SDN


Secure Data Network

SHF


Super High Frequency (3-30 GHz)

SHIPALT

Ship Alteration

SITREP

Situation Report

SMEF


Systems Management and Engineering Facility

SOP


Standard Operating Procedure

SPETE


Special Purpose Electronic Test Equipment

SRAN


Short Range Aids to Navigation

SSB


Single Side Band

SSIC


Standard Subject Identification Code

SSMR


Shore Station Maintenance Request

STA


Station

STU


Secure Telephone Unit

SUPCEN

Supply Center

SWBD


Switch Board

SYS


System

SYSMAN

Systems Manager

SYSOP

System Operator

T
TA


Technical Assessment

TACAN

Tactical Air Navigation

TACLET

Tactical Law Enforcement Team

TAD


Temporary Additional Duty

TANB


Trailerable Aids to Navigation Boat

TBD


To Be Developed

TC


Telecommunications Specialist

TCC


Transportable Communications Center

TDR


Technical Data Record

TDY


Temporary Duty

TED


Table of Electronic Drawings

TISCOM

Telecommunication and Information Systems Command

TT


Telephone Technician

TTAP


Total Time Awaiting Parts

U
UHF


Ultra High Frequency (300-3000 MHz)

UIC


Unit Identification Code

US


United States

U.S.


United States

USA


United States of America or United States Army

USAF


United States Air Force

USB


Upper Side Band

USC


U. S. Code

USCG


United States Coast Guard

USCGAUX

United States Coast Guard Auxiliary

USCGC

United States Coast Guard Cutter

USCGR

United States Coast Guard Reserve

USMC


United States Marine Corp

USN


United States Navy

V
VDOC


Vessel Documentation Center

VHF


Very High Frequency (30-300 MHz)

VTS


Vessel Traffic Service

W
WAGB

USCG Icebreaker

WAGO

USCG Oceanographic Cutter

WAN


Wide Area Network

WDC


Work Definition Conference

WHEC


USCG High Endurance Cutter

WIX


USCG Training Cutter

WLB


USCG Buoy Tender, Seagoing

WLI


USCG Buoy Tender, Inland

WLIC


USCG Construction Tender, Inland

WLM


USCG Buoy Tender, Coastal

WLR


USCG Buoy Tender, River

WMEC

USCG Medium Endurance Cutter

WPB


USCG Patrol Boat

WSB


Work Schedule Book

WTGB


USCG Icebreaking Tug

WYTL


USCG Harbor Tug, Small

WYTM

USCG Harbor Tug, Medium

X
XO


Executive Officer

Z
Z


Zulu Time (Greenwich Mean Time)

ANNEX A.  ORGANIZATION

APPENDIX 1:  MISSION STATEMENT

Ref: (a) Electronics Maintenance Guide, ESUNOLAINST M10550.1 (series)

1.  Electronic Support Unit (ESU) New Orleans’ mission is to provide our customers expert installation, repair, maintenance, technology consultation, and configuration management for electronics, telecommunications & computers.  Our strategic goals are (1) Customer - That we would be our customers’ choice for their electronic systems support, (2) People - To be a healthy, well-rounded, professional team, (3) Work Processes - To use well-defined and repeatable processes that allow us to work effectively and efficiently, and (4) Resource management - To strategically balance priorities and manage resources to eliminate all waste.

2.  The following are the C4 system support functions for which the ESU/ESD’s are 

responsible to perform:

a.  Perform C4 systems corrective and preventive maintenance.  Establish an efficient and effective maintenance delivery program for all C4 systems within the ESU’s AOR.

b.  Respond to and track all C4 related casualties; ensure timely, effective resolution.

c.  Provide quality assurance and logistical support for C4 maintenance contracts.

d.  Conduct periodic C4 technical assessment visits to all units and remote sites.

e.  Schedule and coordinate C4 logistical and technical support.

f.  Initiate, manage, monitor, and ensure quality for all C4 related projects.

g.  Execute C4 projects as directed by MLCA.  Provide on-site, hands-on technical and logistical assistance as requested and/or required.

h.  Provide C4 issue consultation to AOR commands including feedback regarding project status and unfunded requirements.

i.  Perform technical review of unit requests for C4 work.  Coordinate response to those 

requests.

j.  Represent C4 interest at all “POP” Boards and planning meetings.  Keep MLCA staff 

advised on C4 related issues.

k.  Review all submitted CSMP/SSMR requests.  Determine and execute appropriate 

action.

l.  Coordinate the completion of Engineering Change Request (ECR), ElectronAlt, and Field Change orders.

m.  Satisfy all Oracle, MICA, CMPLUS, and CGPMS requirements.

n.  Establish and execute test equipment repair, calibration, and replacement programs. Plan and coordinate C4 work lists for unit maintenance availabilities.  Assist unit in development of availability work lists, procure and stage GFE, attend related meetings and conferences, and provide on-site QA for C4 related work items.

o.  Assist TEMPEST inspections as necessary.

p.  Schedule and coordinate all C4 systems/equipment grooms.

q.  Satisfy radio beacon field intensity reporting requirements.

r.  Maintain a local stock of Ready For Issue (RFI) long lead time, high failure electronic items, e.g., whip antennas.

s.  Provide technical guidance to units as required.

t.  Initiate Inter-Service Support Agreements (ISSA’s), Memoranda of Understanding (MOUs), and Mutual Support Agreements (MSA’s) relating to maintenance support of C4 systems.

u.  Provide for the support of all installed networks including, but not limited to: CG Data Network Plus (CGDN+), Secure Data Network (SDN), Anti-Drug Network (ADNET), and SIPERNET.

v.  Provide telephone systems program management including but not limited to:  PBX, voice mail, cellular, beeper, INMARSAT, and FTS2001.

w.  Execute customer requested local telephone moves and modifications.

x.  Coordinate all leased line installations and direct follow-on support.

y.  Perform TCO functions in ordering services, etc.

z.  Design, install, and support locally implemented LANs, e.g., telecluster, Ambernet and hubbing equipment.

aa. Maintain AOR telecommunications cabling, commercial circuit configuration management.

bb. Manage and operate a hardware/software customer “HELP” line.

cc. Perform Information System Manager (ISM) functions and provide program oversight.  Provide one-stop shopping for all ISM’s.  ISM’s provide local hardware/software configuration management, installations, repairs and user consultation.

dd. Provide CG Standard Workstation contract administration and ensure adherence to Microcomputer Allowance List (MAL) guidelines.

ee. Coordinate the fielding of all new approved IRM initiatives, where stated hardware and software requirements have been satisfied in advance.

ff. Provide Automated Information System (AIS) security guidance.  The Information System Security Officer (ISSO) will administer the AIS program via the ISM network.

gg. Provide technical support and capability awareness, including training and resolution of hardware and software problems.

      hh. Assist units in maintaining accountability records for computer equipment.

      ii. Procure equipment and services directly within the contracting limits of the assigned 

      Storekeeper.  Coordinate major procurements with host commands and MLCA.

APPENDIX 2:  EXECUTIVE OFFICER RESPONSIBILITIES

Ref: (a) Electronics Maintenance Guide, ESUNOLAINST M10550.1 (series)

1.  General Duties:  The Executive Officer is the direct representative of the Commanding Officer.  All orders issued by the Executive Officer shall have the same force and effect as though issued by the Commanding Officer and shall be obeyed accordingly by all personnel on board.  In performance of duties, the Executive Officer shall conform to and effect the policies and orders of the Commanding Officer and shall keep informed of all significant matters pertaining to the command.  The Executive Officer shall be primarily responsible for the organization, coordination of effort, performance of duty, and good order and discipline of the entire command.  The Executive Officer also acts as the Resource Director, which includes but is not limited to matters of funding, personnel, and materials.  The Executive Officer will make decisions to direct, prioritize and re-level the workload as necessary.  In performing these duties, the Executive Officer will also recognize the right and duties of department heads and ESD Supervisors to confer directly with the Commanding Officer on important matters relating to their duties.  The Executive Officer must be responsible for keeping appropriately informed of such matters.  The Executive Officer shall be prepared to assume command at any time and shall act as such in the Commanding Officer’s absence.

APPENDIX 3:  BRANCH CHIEF RESPONSIBILITIES

Ref: (a) Electronics Maintenance Guide, ESUNOLAINST M10550.1 (series)

1.  General Duties:  Electronic Systems Support Unit New Orleans’ command cadre is located in New Orleans.  The command cadre is comprised of the Commanding Officer, Executive Officer, CMC, and administrative personnel (GS-06 Administrative Assistant, SK1 and SK3).  Additionally, there are three distinct branches within the Cadre:  Operations Support, Information Technology, and Telecommunications branches.  Each branch chief, within his or her specialties, will provide project management and technical direction as necessary to each of the Electronic Systems Support Detachments.  In general the branch chief is the representative of the Commanding Officer in all matters that pertain to the branch, and is accordingly responsible for the operation and effectiveness of the branch.  All personnel assigned to that branch shall be subordinate and all orders issued by the branch chief shall be obeyed accordingly, and shall, in the performance of duties as head of a branch, conform to the policies and comply with the orders of the Commanding Officer.

2.  Operations Support Branch.  The Operations Support Branch is responsible for supervising and coordinating unit-level and intermediate-level support for all cutters and shore units, including Area units, within the D8 GCR.  The Operations Support Branch supervises and coordinates the five ESU New Orleans Electronics Support Detachments (ESDs) with casualty response, planned maintenance, cutter availabilities and project tasking.  In addition, the Operations Support Branch identifies, schedules, coordinates, executes, provides quality assurance, and documents implementation of electronic plant improvements for all units within the D8 GCR including VTS, DGPS and NDS systems.  The branch acts as project liaison between ESDs, MLCLANT, LANTAREA, cutters, D8 staff, commercial contractors, and other government agencies; and coordinates ISC New Orleans, CEU Miami, and NESU New Orleans technical support resources for AC&I projects.  The branch also supervises and coordinates projects with the CWO (ELC) detailed at VTS Houston/Galveston.

3.  Information Technologies Branch.  The Information Technologies (IT) Branch is responsible for guidance, policy, direction, management and operation of standard workstation computer systems in the D8 GCR. The IT Branch is divided into two Sections - the Centralized Help Desk(CHD)/Information System Security (ISS) Section and the Systems Administration/Innovations Section (SAIS).  The CHD/ISS Section is responsible for first line computer support for units and for automated information system security for the ESUNOLA AOR.  The SAIS Section is responsible for the day- to-day administration of all information technology resources in the ESU New Orleans AOR.  Additional SAIS responsibilities include receive, test, and implement innovative computer related methods and procedures that will assist the ESU customers with their operational and administrative requirements.  The goal of the IT Branch is to maintain standardization while providing the best possible workstation solutions to our customers.
4.  Telecommunications Branch.  The Telecommunications Branch is responsible for providing leadership and guidance for planning, development, integration, operation, modification, maintenance and compliance of all voice, data and video telecommunications system applications, equipment, networks, policies and procedures.  The Branch provides oversight for all telephone services, cellular phone, and pagers for the ESU and the Detachments.

APPENDIX 4:  ESD SUPERVISOR RESPONSIBILITIES

Ref: (a) Electronics Maintenance Guide, ESUNOLAINST M10550.1 (series)

1.  General:  ESU New Orleans is comprised of five Electronic Support Detachments (ESDs) which covers the Gulf Coast Region of the Eighth Coast Guard District.  Each ESD has a supervisor designated in writing.  Since each ESD has a unique operating area, crew compliment and composition, there is some variety in the billeting of each supervisor, including senior enlisted and Chief Warrant Officer.  Regardless of rank of the supervisor, all are responsible to the Commanding Officer, ESU New Orleans and his or her representatives for performance of their duties.

2.  Responsibilities:  Organizationally, the ESD supervisor reports to the Operations Support Branch. The ESD supervisor is also the critical link between the customer and the ESU and as such is expected to take all action necessary to ensure success of the customer’s mission as it relates to the services provided by ESU New Orleans.

3.  Duties:  The supervisor ensures his or her detachment responds to all C4 CASREPs, 

casualties, and requests for assistance within AOR boundaries, including the services of  

out-of-AOR cutters.  Detachments also provide yard availability and dockside maintenance to cutters.

APPENDIX 5:  COMMAND STRUCTURE

Ref: (a) Electronics Maintenance Guide, ESUNOLAINST M10550.1 (series)

1.  Purpose.  The below chart shows the chain of command throughout the ESU New Orleans organization.


[image: image11.wmf]
APPENDIX 6:  COMMAND DUTY OFFICER RESPONSIBILITIES

Ref:  (a) Command Duty Officer, ESUNOLAINST 1601.1 (series)

1.  Purpose:  To establish Standard Operating Procedures for the Electronic Systems Support Unit (ESU) New Orleans’s Command Duty Officer (CDO).

2.  Action:  Refer to reference (a) for Command Duty Officer responsibilities.

APPENDIX 7:  COLLATERAL DUTIES

Ref:  (a) Collateral Duties, ESUNOLAINST 5000.1 (series)

1.  Purpose:  To establish collateral duty responsibilities for the ESU staff.

2.  Action:  Refer to reference (a) for collateral duty responsibilities.

APPENDIX 8:  DUTY TECHNICIAN

Ref:  (a) Volume VI to MLCLANT SOP

         (b) Electronics Manual, COMDTINST M10550.25 (series)

1.  Purpose:  To establish policy and provide basic guidance to ESD personnel on standing Duty Technician Watches.  This watch is maintained to provide primary response to commands without ET/TT/ISM resources for urgent casualty support outside of normal working hours.  Guidance for ESU Command Duty Officer watchstanding is contained in Appendix 6 of this SOP.

2.  Action:  Each ESD Supervisor is responsible for establishing and maintaining a trained cadre 

of technicians to respond to all requests for assistance from units within their AOR.  He/she shall develop internal procedures to ensure a technician is available at all times, a duty rotation is published, and all AOR commands are aware of how to make contact if necessary.

3.  Procedures:  Maintenance and Logistics Command Atlantic has established a response 

criterion.  The ESD shall ensure that someone is available at all times to respond to requests for assistance.  

a. Response:  All requests for assistance shall be responded to by telephone within 30 

minutes of notification.  The Duty Technician shall attempt to resolve the casualty during this call.  If unable to resolve over the telephone, the Duty Technician will depart to arrive on site of the casualty.  The goal is to arrive on site within 3 hours when required by operational necessity and when practical.

b. Escalation:  If the Duty Technician encounters problems or a situation beyond his/her capability, they shall notify the Detachment Supervisor or the Leading Technician as appropriate.  If the situation warrants, the detachment should not hesitate to contact the ESU Command Duty Officer for further guidance or assistance.

c.  Safety:  All safety instructions contained in other sections of references (a) and (b) shall be followed at all times.

d.  Safety Observer:  Due to the limited number of ESD personnel, only one person will 

normally provide response to equipment outages.  This is especially true after normal working hours.  In order to ensure the safety of the technician, the unit submitting the request for assistance shall provide at least one safety assistant to observe the technician while repairs are in progress.  These assistants shall be familiar with CPR techniques, first aid for electrical shock, and the location of the circuit breakers that supply power to the equipment being worked on.

ANNEX B.  PERSONNEL


APPENDIX 1:  LIBERTY

Ref :  (a) Coast Guard Regulations, COMDTINST M5000.3 (series)

          (b) Coast Guard Personnel Manual, COMDTINST M1000.6 (series)

1. Purpose:  Publish liberty policy and procedures for military and civilian members of the 

Electronic Systems Support Unit (ESU) New Orleans and its detachments (ESDs).

2.  Action:  The ESU Commanding Officer and ESD Supervisors shall grant the maximum amount of liberty consistent with good administration and efficiency.

3.  Procedures:  All military and civilian members shall follow the procedures below for liberty or special liberty.

a.  Military:

1.   ESU/ESD military enlisted members shall request “Special Liberty” by submitting 

a special request chit through their chain of command.  Branch Chiefs and ESD Supervisors are authorized to grant up to 8 hours special liberty.  Any requests for a period of time off in excess of 8 hours shall be referred to the Executive Officer.

2. The Commandant’s policy on liberty as stipulated in reference (b) will be strictly enforced.

3. Liberty is granted at the end of the work day consistent with the daily routine and 

consistent with maintaining supported unit’s operational readiness.

4. “Special” liberty may be granted to military members for a variety of reasons, such 

as medical appointments, parent/teacher conferences, voting, or compensatory time off.

5. All requests to seek off-duty employment must be submitted for approval on a 

special request chit via the chain of command prior to accepting such employment.

b.  Civilian:  Supervisors of civilian personnel may grant up to 59 minutes of 

administrative absence.  The Commanding Officer may grant up to four hours of administrative absence for special ceremonies or functions.  Periods greater than four hours must be granted through the civilian awards process.

APPENDIX 2:  LEAVE

Ref:  (a) Coast Guard Personnel Manual, COMDTINST M1000.6 (series)

1.  Purpose:  To publish leave policy and procedures for all military and civilian personnel attached to Electronic Systems Support Unit (ESU) New Orleans and it’s detachments (ESDs) and detail (ESDD).

2.  Action:  As directed by the ESU Commanding Officer, leave shall be granted to the 

maximum extent possible, yet consistent with good administration and efficiency.  The authority to grant leave is delegated to ESU Command Cadre Branch Chief and ESD Supervisors.  The Executive Officer shall be approving authority for leave requests submitted by ESU Department Heads.  ESD Supervisors shall submit their leave requests to the appropriate ESU Executive Officer for approval.  ESU Branch Chiefs and ESD Supervisors, at their discretion, may delegate this authority in their absence or as necessary to conduct orderly business.

3.  Procedures:

a. Civilian Leave:  Regulations governing civilian leave are set forth in reference (a).

1.  Supervisors of civilian personnel have the authority to grant up to 59 minutes of administrative leave to civilian personnel.

2.  The Commanding Officer may grant up to four hours of administrative leave.  Periods greater than four hours must be approved by a higher authority.  The Executive Officer is authorized to grant administrative leave up to 2 hours.

3.  Annual leave and sick leave requests shall be forwarded, via facsimile or if local, routed to ESU New Orleans’ Time and Attendance Keeper for appropriate entry onto time cards.

b.   Military Leave:  The following are the procedures for submitting and handling leave requests for military members.

1.  Military personnel shall submit leave requests through their chain of command   

for approval.  A special request chit is not necessary.  In lieu of this, the member  

shall prepare the leave request form (CG-2519) and forward accordingly.  Final approval or disapproval of the leave request form will suffice.

2.  There are no specified lead times for leave request submittal.  Supervisors and Department Heads should use their own good judgement in this regard, remembering to be sensitive and as flexible as possible in granting and approving leave.

3.  Once leave has been approved, the signed “member copy” shall be provided to the individual requesting leave.  The ESU Administrative Assistant or ESD/ESDD Supervisor shall hold the “PDR” copy until completion of the leave period.  When leave has been completed, the “PDR” copy shall be forwarded to the appropriate supporting PERSRU.

c.  Emergency Leave:  Emergency leave may be granted to service members for 

emergencies within the member’s or member’s spouses’ immediate family whenever the circumstances warrant and the operational situation permits.  Immediate family as referred to herein is defined as father, mother, person standing in loco parentis, grandparents, spouse, children, brother, sister, or only living relative.  Since most family emergencies are highly time-dependent, swift, sensitive action on emergency leave requests is essential.

d.  Granting Regular Leave:  The authority to grant regular leave is covered above.  It is the right of each Coast Guard member to take thirty days leave each year.  With this in mind, we must also consider the ESU’s mission.  To that extent, the Department Heads and Supervisors must use sound judgement in balancing the needs of personnel and the ability to support the ESU mission.

e.  Extending Leave:  Requests for extension on leave may be granted by the individual who originally approved that leave or a higher authority.

TAB A TO APPENDIX 2:
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TAB B TO APPENDIX 2:  
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APPENDIX 3:  COMPENSATION (CIVILIAN EMPLOYEES)

Ref:  (a) Office of Personnel Management, 5 CFR Parts 532, 550, 551, and 610

         (b) Integrated Personnel and Payroll System, Time and Attendance Report Handbook

1. Purpose:  To establish standardized procedures for requesting, approving, granting, and tracking overtime pay, premium pay, and compensatory time off for civilian employees attached to Electronic Systems Support Unit New Orleans.

2. Discussion:  The nature of ESU’s mission and core work of casualty and corrective maintenance routinely require personnel to work outside of the regular work day.  Unfortunately, the current budgetary climate does not provide sufficient funding to support overtime pay at a level to meet all potential overtime situations.  Therefore, prudence must be exercised in limiting the amount of overtime pay authorized.  Striking a balance between granting overtime and compensatory time is essential to both fulfilling personnel needs and meeting our mission requirements.  References (a) and (b) provide detailed authorization for civilian general schedule and wage employees to receive overtime pay or compensatory time off for hours worked in excess of eight hours a day or 40 hours per week.  It also details guidelines for premium pay.  This instruction provides information and guidance for all ESU/ESD personnel for requesting, approving, granting, and tracking overtime pay, compensatory time off and premium pay.

3. Responsibilities:

a.  Executive Officer:  The XO of ESU New Orleans is responsible for authorizing, setting funding levels and the approval for granting overtime pay and premium pay.  This authority may be delegated as noted below.  The XO will also provide the ESD’s funding targets for overtime each quarter.  

1.  Supervisors:  Supervisors will receive and review requests for overtime/compensatory time/premium pay, process or approve requests and forward in accordance with procedure set below.  They will also track up-to-date overtime costs and put the estimated cost for each overtime or premium pay request on Civilian Overtime Authorization form CG-4358 when submitted.

2.  Time & Attendance Keeper:  The Timekeeper will process approved requests, record on Time and Attendance Cards, and maintain them on file. 
4. Employee:  The Employee will submit requests for overtime, compensatory time and premium pay to their supervisor.  Ensure a letter (if acceptable) is on file of willingness to accept compensatory time.

5. Action:  ESU Branch Chiefs, ESD Supervisors and civilian personnel shall comply with the provisions of this instruction and requirements set forth in references (a) and (b) when requesting approval of overtime pay, premium pay and compensatory time off.

6. Additionally, each civilian member has the responsibility of requesting overtime/premium pay and compensatory time off. 

NOTE:  CIVILIAN SUPERVISORY PERSONNEL CAN BE DIRECTED TO WORK OVERTIME AND ACCEPT COMPENSATORY TIME OFF IN LIEU OF OVERTIME PAY.  ALL OTHER CIVILIAN PERSONNEL CANNOT BE ORDERED, ENCOURAGED, DIRECTED OR PRESSURED INTO ACCEPTING COMPENSATORY TIME OFF IN LIEU OF OVERTIME PAY.  CIVILIAN MEMBERS WILLING TO ACCEPT COMPENSATORY TIME OFF IN LIEU OF OVERTIME PAY MUST STATE SO VIA A LETTER TO THEIR SUPERVISOR. SUPERVISORS WILL RETAIN LETTERS ON FILE FOR RECORD KEEPING PURPOSES. 

7. Authority: 

a.  Compensatory time off:  The authority to grant compensatory time off is delegated to all ESD Supervisors and ESU New Orleans Branch Chiefs. 
b.  Overtime:  Due to budgetary constraints the amount of overtime must be limited to an absolute minimum yet be consistent in meeting our unit mission requirements.  In general, the approval authority for overtime rests with the Executive Officer or Commanding Officer.  Overtime requests should be planned and approved ahead of time in all possible cases.  However, it is also recognized that this is not always possible.  There will be times when casualty response or corrective maintenance will require employees to remain on site until work is completed.  In situations such as this the authority to approve overtime is delegated to ESD Supervisors and ESU New Orleans Branch Chiefs. 
c.  Premium pay:  The authority and guidance to authorize premium pay is contained in 5 CFR 532.501, Subpart E.  Premium pay requests will be forwarded to ESU New Orleans for final authorization and entry into the pay system.

8. Procedures:  The following procedures shall be followed to ensure payment for overtime worked or compensatory time is recorded appropriately: 

a.  Employee:  When an employee is in a situation where overtime or compensatory time off is foreseen or necessary he/she shall initiate the request by submitting form CG-4358.  The form will be from the employee to the Executive Officer, via the supervisor.  In emergency situations the form can be submitted directly to the Supervisor for approval. 


Note:  There may be situations where it is impractical to submit the CG-4358 due to time constraints.  In such cases verbal approval from the supervisor is authorized with a follow-up of the form submittal. 
b.  Supervisor:  The Supervisor will review the request, note overtime or compensatory time, provide an estimated cost if overtime is requested, and recommend approval or disapproval.  In emergency cases the Supervisor may grant the approval by completing the second section of the form.  The Supervisor will then fax or mail the request to the Executive Officer. 

c.  Executive Officer:  The Executive Officer will review any requests received and provide final approval/disapproval or validate previously approved requests.  The Executive Officer will notify the supervisor of the status and forward approved forms to the Time and Attendance keeper for administrative action. 
d.  Time & Attendance Keeper:  The timekeeper will process all approved requests on the Time and Attendance Report (DOT F2740.2) for regularly scheduled pay period submittal.  He/She will also maintain on file all requests for overtime and compensatory time off.

9.  Premium Pay:  Reference (a) authorizes premium pay for HIGH work.  This includes work performed while up a ship’s mast or when climbing communication towers to perform maintenance.  The following are basic guidelines for members when requesting Premium Pay:

a.  Member shall fill out Form CG-4358 (Civilian Overtime Authorization) to request premium pay.

b.  When submitting this form for premium pay, line through "CIVILIAN OVERTIME AUTHORIZATION" and pen in "PREMIUM PAY" above it. 

c.  Send the request from the member to ESU New Orleans via ESD Supervisor. 

d.  In the "Period" block, note the date "HIGH" work was performed then list the number of hours and estimated cost in the appropriate blocks. 

e.  In the "Justification" section state the unit or location where the work was performed and the associated project. 

f.  The completed form will then be forwarded to the ESD Supervisor for approval and then forwarded to ESU New Orleans for final authorization and Time & Attendance Card entries.

APPENDIX 4:  TEMPORARY ASSIGNED DUTY TRAVEL

1.  General Description:  The AOR and functions performed by ESU New Orleans will, on 

occasion, require travel.  This travel may be for various reasons such as casualty response, preventive maintenance, training, conferences or other official functions.  Travel can be by air, government vehicle or privately owned conveyance.  To ensure funds are accounted for and the member is properly compensated, certain procedures must be followed.

2.  Procedures:  The following are minimum procedures when conducting Temporary Assigned Duty (TAD):

a.  ESU/ESD personnel shall use a standard TAD worksheet when requesting temporary travel.

b.  Once approved, the worksheet shall be forwarded to the Supply Petty Officer for TONO assignment and updating of accounting records.

c.  Who will actually prepare the orders may differ depending on the type of TAD and local procedures and agreements.  The ESU New Orleans administrative assistant will normally prepare orders for the ESU staff..  ESD personnel shall refer to your Supervisor for local internal procedures.

d.  Travel reservations shall be made through authorized government travel agencies.

e.  Members are ultimately responsible for ensuring orders and travel arrangements are completed.
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 TAD REQUEST FORM

	Full Name
	
	SSN
	
	Rank/Rate
	

	Unit
	

	Tad Location
	

	Report Date/Time                                 
	
	Return Date/Time
	
	Days Gone
	

	Mode 
	Gov’t Air
	
	Com Air 
	
	POV
	
	Gov’t Car
	
	Rental Car
	

	Government MasterCard   
	Y
	
	N
	
	Advance Requested
	  Y
	
	N
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Plane Ticket

-

$         

 

Taxi/bus

-

$         

 

Parking

-

$         

 

Skycaps

-

$         

 

# of Days

Amount

Rental Car

0

-

$      

 

-

$         

 

Lodging

0

-

$      

 

-

$         

 

Meals

0

-

$      

 

-

$         

 

# of Miles

POV Mileage

0

-

$         

 

Total Estmated Cost

-

$         

 


	Quarters Avail
	Y
	
	N
	
	Confirmation #
	

	Messing Avail
	Y
	
	N
	
	

	Members Signature
	

	Shop Sup Signature
	

	ESD Sup Signature
	

	Purpose of Travel
	Maint PMS
	
	Medical
	
	Casualty Resp
	

	Project:
	Admin
	
	Avail
	
	CASREP
	

	
	Other
	
	Specify
	
	
	

	ESU Approval
	
	Date
	

	TONO Assigned
	

	Accounting Data
	


APPENDIX 5:  WORK HOURS

Ref:  (a) Integrated Personnel and Payroll System, Time & Attendance Report Handbook

         (b) Time and Attendance Policy, COMDTINST M12550.14 (series)

         (c) Wellness Manual, COMDTINST M6200.1 (series)

         (d) Coast Guard Regulations, COMDTINST M5000.3B (series)

         (e) Weight Standards, COMDTINST 1020.8 (series)

         (f) Telecommuting Policy, ESUNOLAINST 12630.1 (series)

1.  Purpose:  To publish policy and provide guidance for the establishment of the daily routine for all military and civilian personnel attached to Electronic Systems Support Unit New Orleans and it’s detachments (ESDs) and detail (ESDDs).

2.  Discussion:  The nature of ESU’s mission and core work of casualty and corrective maintenance routinely require personnel to work outside of the regular work day.  Supervisors can modify daily routine as needed to ensure maximum numbers of technicians are available to meet the needs of our customers.  References (a) and (b) provide detailed requirements for the management of civilian overtime and compensatory time off.  See the section on compensation for specific policy guidance and procedures.

3.  Standard and Core Hours of Work:  

a.  The standard week is normally Monday to Friday during which the ESU and ESDs/ESDD provide services and office coverage for the expanded business hours between 0730 and 1700.

b.  Core hours, during which all members are to be at work or on authorized absence, are between 0900 and 1500.  Members working hours may not begin prior to 0630 nor end later than 1800.  Each 8 ½ workday consists of 8 hours plus 30 minutes for lunch.  Lunch breaks of more than 30 minutes will correspondingly extend the workday beyond 8 ½ hours.  The lunch period includes travel time to and from eating facilities.

c.  Supervisors should establish the daily routine based on local conditions like galley hours and rush hour traffic.

d.  Personnel are not normally required to be onboard during weekends or holidays, unless recalled while on duty.

e.  Members on official travel or training will adjust their hours to the activity being visited or to the schedule of the training.

f.  Subject to the conditions in this SOP, eligible members may select either a fixed work 

schedule or flextime.  Members may request a change of work schedule once per quarter.  Such requests will normally be accommodated if operational needs permit and if no other member’s schedule requires change.

4.  Fixed Work Schedule:

a.  Work hours are the same each day including a non-paid lunch break of fixed length 

which must be scheduled between 1130 and 1300.

5.  Flextime:

a.  Each workday is 8 hours plus a non-paid lunch break.

b.  With supervisor’s approval, the member shall select a one hour reporting period 

between 0630 and 0900 (e.g., 0700-0800, 0715-0815, 0800-0900) during which he/she 

may vary the starting time on a daily basis with no advance notice to the supervisor.

c.  The daily core period is 0900-1500.

d.  The member may vary his/her lunch break on a daily basis.  (However, the supervisor 

may reschedule/limit lunch breaks to ensure sufficient office coverage.)

e.  The employee may be required to sign in and out on the designated sign-in sheet.

f.  Supervisors may disapprove or change any member’s choice of work schedules as necessary to benefit the efficient conduct of business.  However, supervisory decisions may be appealed under the appropriate grievance procedure, as applicable.

g.  Program administration and oversight must ensure that there will be no adverse impact e.g., reduction in productivity, diminished level of services to the public, or increased cost other than reasonable to administer the program.

6.  Telecommuting:

a.  The Coast Guard’s telecommuting program is a broad management tool which offers employees a voluntary opportunity to work at an alternate site such as the employee’s home, a satellite facility, or a mobile office at least one day every two weeks as part of an employee’s regular schedule.  Telecommuting is distinct from occasional work-at-home days for special or short-term projects.  It is a way of further empowering employees to get the job done.  Refer to reference (f) for the ESU New Orleans Telecommuting policy.

7.  Morale and Wellness:

a.  In accordance with references (c) and (d), all members should be afforded an 

opportunity for relaxation and recreation on board the unit.  The morale and wellness of 

our members is critical to successfully meet and resolve the relentless demands and 

challenges placed on each unit.  Morale throughout this unit is the responsibility of all 

hands.  It takes an entire crew to function as a team.  With hard work and teamwork 

comes camaraderie.  There are a number of different avenues to explore in regards to 

morale.

1.  To ensure compliance with reference (e) and to avoid problems for our members, all hands are encouraged to participate in wellness events.  If operations permit, personnel can be granted an extended lunch period to engage in wellness activities.  This includes formal, organized activities and individual fitness programs.

8.  Off-Duty Employment:

a.  Coast Guard Regulations state no outside employment shall be accepted without approval.  Employment in the civilian sector is authorized provided it does not interfere with the Coast Guard mission in any way.  Approval will not be granted for off-duty jobs that require the carrying of firearms or where a possible conflict of Coast Guard interest may be perceived.  No special arrangements will be made to alter the Coast Guard work schedule to accommodate outside employment.

b.  A special request chit must be submitted through the chain of command and approved by the Supervisor prior to accepting any type of outside employment.  A telephone number at the place of employment must be provided in the event of recall.  The employer must be made aware that in the event of recall, you must leave IMMEDIATELY; even if a replacement isn’t readily available.

c.  ESU personnel are first and foremost members of the U. S. Coast Guard.  The Coast Guard’s mission comes first. Authorization for outside employment is a privilege and may be revoked at any time.

APPENDIX 6:  ASSIGNMENT YEAR PROCEDURES

Ref:  (a) Personnel Manual, COMDTINST M1000.6 (series) Chapter 4.C

1.  General:

a.  Commander (CGPC-epm-2) will make assignments using a standardized process.  The assignment process is commonly referred to as the Assignment Year, which is divided into different time lines.  At the beginning of each time line, a detailed message may be issued by Commander (CGPC-epm-2) which identifies specifics that members and commands should be aware of and take action on.  All personnel shall comply with all current instructions, messages, and maintain a liaison with the ESU POC.

b.  The following is the Assignment Year timeline:

15 Jun – 15 Aug:  Personnel Allowance List (PAL) maintenance/validation by

                             commands/ Central Assignment Coordinators (CACs)/Assignment

                             Officers (AOs).


15 Jun – 01 Sep:  Career counseling/mentoring with AOs.


01 Jul – 01 Oct:  Command visits.


15 Jul – 15 Aug:  AOs identify and execute fleet-ups



  01 Sep:  Command concerns due to CGPC-epm-2.



  15 Sep:  Publish shopping list


15 Sep – 30 Oct:  (1) AOs identify pool of candidates for transfer




     (2) AOs prioritize vacancies



  01 Nov:  E-Resumes due


01 Nov – 30 Jan:  AOs prioritize and select candidates, coordinate reporting dates, and




      issue orders.



  15 Feb:  Publish AY final report

2.  Responsibilities:

a.  Members should familiarize themselves with the Assignment Year process and submit their E-Resumes as per the current instructions, messages, and shopping list.

b.  The ESU New Orleans Command Master Chief will be the Command Point of Contact representative for all ESU personnel, including the detachments.

c.  The Unit Point of Contact (POC) will represent the concerns of both the command and the enlisted members.  Command concerns shall be forwarded in writing via e-mail or mail to CGPC-epm-2.

d.  All ESU/ESD enlisted personnel should ensure that the ESU POC has a current copy of their E-Resume (formally called the Electronic Assignment Data Card E-ADC) and is kept informed of all changes (status in marriage, special needs, HUMS, etc.).

e.  ESD Supervisors will maintain a current Shopping List.

f.  ESD Supervisors shall keep the Executive Officer and POC informed of their concerns and the impact that the upcoming transfer season will have on their detachment.

3.  Discussion:

a.  All members should review the “Shopping List” and discuss their career intentions, goals, and concerns with their family, mentors, supervisors, and CMC/POC, and then communicate their concerns and goals to their Assignment Officer using the E-Resume.  Should a personal situation arise, the member may contact the Assignment Officer after discussing the situation with the POC.

b.  The POC will be the primary means of communication between enlisted members and the Assignment Officers and between the command and Central Assignment Coordinators (CACS).

c.  Should a situation arise where the member or supervisor believes that he/she needs to speak to the assignment officer, prior to calling the assignment officer, the member will discuss the situation with the ESU POC.

d.  In most cases, submission of a new E-Resume is the proper course of action.

e.  Members should expect to transfer upon advancement.  If a member is presently at a unit more than a year and the advancement causes an over billet situation, then that member is acceptable to transfer due to service needs in the next Assignment Year cycle.

APPENDIX 7:  ELECTRONIC RESUMES

1.  General:  The Electronic Resume (E-Resume) (formally Electronic Assignment Data Cards E-ADCs) is the individual’s primary input to the assignment year process.  Timely submission and processing of E-Resumes ensures fair competition for billet choices.

2.  Submission:  Individuals tour complete between January 1st and December 31st of the upcoming year should submit their E-Resumes as soon as practical after the Job Postings are published.  The E-Resume must be submitted by November 1st .

a.  This table provides an overview of the E-Resume process:

 

	Stage
	Who Does It
	What Happens

	1
	Assignment Officer
	Develops Slate for upcoming assignment season.

	2
	CGHRMS System
	Positions are made available on CGHRMS Job Postings.

	3
	Member
	Reviews Job Postings. Saves jobs he or she wishes to be considered for to the Job Basket.

	4
	
	Creates a new E-Resume.

· Provides contact information

· Reviews competencies, awards, assignment and training history

· Adds comments if desired

· Adds jobs from the Job Basket to Job Preferences in order of preference

· Enters Supervisor's or Approving Official's employee ID number to specify who will be reviewing and approving the resume (endorsement).

	5
	CGHRMS System
	Adds the E-Resume to the Supervisor's or Approving Official's worklist and sends them an e-mail notification.


	Stage
	Who Does It
	What Happens

	6
	Supervisor
	Reviews member's E-Resume.

· Makes recommendation for approval or disapproval

· Adds comments if desired or necessary

	
	
	 
	If the supervisor is
	Then
	 

	
	
	 
	not the approving official
	Enters Approving Official's CGHRMS Operator ID to transfer the E-Resume to their worklist for final endorsement.
	 

	
	
	 
	the approving official
	Marks endorsement as final and Stage 7 (below) is skipped.
	 

	7
	Approving Official
	Reviews member's E-Resume.

· Makes recommendation for approval or disapproval

· Adds comments if desired or necessary

· Marks endorsement as final.

	8
	Assignment Officer
	Using tools within the CGHRMS system matches member to appropriate position and issues orders.

	9
	CGHRMS System
	Sends member an e-mail message notifying them of assignment decision and adds orders to the arrivals and departures pages for the appropriate commands.


APPENDIX 8:  EVALUATIONS

Ref:  (a) Rating Chain, ESUNOLAINST 1600.1 (series)

1.  Purpose:  To establish Electronic Systems Support Unit (ESU) New Orleans procedures for completing and processing active duty and reserve evaluations in the Enlisted Performance Evaluation System (EPES).

2.  Action:  Refer to reference (a) for evaluation procedures.

APPENDIX 9:  ADVANCEMENTS AND SERVICEWIDE EXAMINATIONS

Ref:  (a) Coast Guard Personnel Manual, COMDTINST M1000.6 (series)

        (b) Enlisted Qualifications Manual, COMDTINST M1414.8 (series)

        (c) Coast Guard Correspondence Course Manual COMDTINST M5216.4 (series

1.  General:  It is the policy of ESU New Orleans to provide and support the advancement efforts of unit personnel.  All personnel assigned to ESU New Orleans are encouraged to pursue all avenues towards their goals and move up in the organization. 

2.  Recommendations for Advancement:  In addition to being recommended on regular marking 

evaluations, ESU personnel E-3 rated will submit a special request chit 14 days prior to the eligibility date.  ESU personnel E-4 through E-9 will follow the procedures below to be eligible to participate in servicewide examinations (SWE): 

a.  No later than 60 days prior to servicewide date, submit a special request chit via the chain of

command.  Attach the following to the chit:  The immediate supervisor should verify 

completed  PBQ's, Petty Officer MRN's and completion of EOCT.

b.  While it cannot be guaranteed that any one person will be advanced, the SWE ensures a fair and an impartial opportunity for advancement and a guarantee that all enlisted personnel have an equal advancement opportunity. 

c.  A cutoff point is established based upon vacancies anticipated at the time the eligibility list is compiled.  Personnel who are below the cutoff point should plan on participating in subsequent SWEs in order to maintain eligibility.

3.  Advancements:  Advancement is based on the member’s final multiple as described below:

a.  HRSIC will compute the final multiple and will publish it to each member twice during the servicewide cycle.  The first time is on the member's Personnel Data Extract (PDE) which is when the member must take corrective action if it is incorrect.  The second time is on the member's Profile Form (if the member took the SWE) which shows all points creditable as well as the final multiple. 

b.  Time in Rate (TIR) is now credited at one point for each six months (two points per year) for a maximum of five years.  The TIR is capped after five years at ten points.

c.  All awards must be approved by 01 February and 01 August preceding the May and November SWEs respectively to be counted toward the final multiple. 

d.  There are other methods of advancement to E-5 through E-9.  Personnel may be advanced to E-5 through E-9 without participation in SWE competition by special authority of the Commandant.

4.  Examinations:  Examinations are developed by Subject Matter Specialists at the Coast Guard Training Centers for pay grades E-5 through E-9 in all Coast Guard ratings. 

5.  Responsibilities:

     a.  The Individual:

1.  It is each individual's responsibility to ensure their eligibility in all respects for the SWE.  The key to ensuring eligibility to participate in a SWE is by verifying, signing and returning form CG-4902 (Personnel Data Extract) that is received prior to the SWE date.  By signing the CG-4902, members are stating that all changes noted or information on the form are current and correct and that no further corrections are necessary.  If through administrative error, a member is deprived of the opportunity to compete in the scheduled SWE, a substitute examination may be requested from 

PPC. 

2.  The eligibility requirements listed below must be completed and met by each 

individual by 01 February preceding the May SWE or 01 August proceeding the 

November SWE.

a.  Complete required performance qualifications and military requirements.

b.  Complete required correspondence courses. 

c.  Successfully complete service course, if required, for particular pay grade or rating.

d.  Meet citizenship or security clearance requirements for advancement in certain 
rates or ratings. 

e.  Be in proper path of advancement. 

f.  Fulfill special requirements for certain ratings. 

g.  Not be involved in circumstances, which render him/her ineligible for advancement.

h.  Fulfill special requirements; time in service, time in pay grade in present rating, and sea duty.  Time in service and time in pay grade in present rating requirements must be met on or prior to terminal eligibility date of 01 January following the May SWE or 01 July following the November SWE. 

j.  Fulfill additional eligibility requirements for personnel competing in the E-7/8/9 
examination.

j.  Maintain the minimum factor average on his or her last evaluation. 

k.  Be recommended by the Commanding Officer.


3.  The complete enlisted advancement system is found in Chapter 5 of reference (a).

a.  Commanding Officer:  Commanding Officers are responsible for the timely evaluation of assigned personnel, submission of recommendations, and coordination with examining boards, as necessary, to ensure that every eligible and recommended candidate for advancement is provided an opportunity to compete.  The various elements of these responsibilities are briefly outlined in the following subparagraphs.

1.  Informing Personnel of Requirements for Advancement.  The detailed 

qualifications or advancement of all rates are contained in reference (b).

2.  Training of Enlisted Personnel for Advancement.  The continued effectiveness of the enlisted advancement system depends on the "in-service" (on-the-job) training and support provided by individual commands. Some training is provided selected personnel through Class "A", "C", or other functional courses, but it is not intended or desired that formal school training provide the entire training needs of the Coast Guard in any rating.  The importance of this training cannot be over emphasized. 

3.  Self-Study and On-the-Job Training.  It is essential that the following training publications be made available to enlisted personnel early in their preparation for 

advancement:

a.  Reference (c) lists the Coast Guard correspondence courses, available to enlisted personnel.

b.  List of Training Manuals and Correspondence Courses, NAVEDTRA 10061.  This publication lists the naval training courses and correspondence courses, which are available to enlisted personnel.

c.  Coast Guard Class "A" and "C" school training program is outlined in COMDTNOTE 1540

6.  Advancement Recommendation:

a.  The Commanding Officer's recommendation for advancement is the most important 

eligibility requirement in the Coast Guard advancement system. 

b.  A recommendation for advancement shall be based on the individual's qualities of leadership, personal integrity, and his/her potential to perform in the next higher pay grade.

c.  Although minimum performance factors have been prescribed to maintain overall consistency for participation in SWE, the Commanding Officer shall be personally satisfied that the member's overall performance in each factor has been sufficiently strong to earn the recommendation.
APPENDIX 10:  HUMAN RELATIONS COUNCIL

Ref:  (a) Military Civil Rights Manual, COMDTINST M5350.11 (series)

1.  Purpose:  To ensure all military members, civilian supervisors and personnel are aware 

and knowledgeable as to the exercise of personal leadership in promoting equal opportunity and equal treatment within the Coast Guard. 

2.  Discussion:  Human Relations Councils and Coordinators (HRC/Cs) are an integral part of the Coast Guard Civil Rights Program.  HRC/Cs have an adverse role and can be a powerful tool to build respect at the workplace and to enable each member of Team Coast Guard to achieve their full potential.  HRC/Cs are vehicles to keep management and personnel abreast of human relations matters and should focus on being preventative; proactively building positive human relations through respecting others, and capitalizing on the positive aspects of diversity.  HRC/Cs should advocate equal opportunity and fair treatment to enhance members to perform to the best of their ability.  By providing a forum for open and frank discussion of real and perceived human relations issues and partnering to develop practical solutions, big problems can be avoided. 

3.  Action:  ESU New Orleans’ Commanding Officer and ESU New Orleans Detachment Supervisors will ensure the Commandant’s instruction is given the widest dissemination within their areas of responsibility.  As appropriately, to the extent possible, the ESU and ESDs will use their host’s HRC/Cs as a vehicle to promote understanding of cultural diversity as well as address general human relation issues within the commands. 

a.  Integrate Human Relations Awareness throughout the career training experience of each Coast Guard person.  Ensure that training contains material designed to create a positive understanding of the issues surrounding affirmative action/cultural diversity and to combat/prevent sexual harassment as well as other forms of discrimination. 

b.  Desired Outcome:  Increased understanding and improved human relations climate throughout the ESU New Orleans command.  Short term results would be the accomplishment of the various tasks necessary to develop and implement training and the delivery of training at the various career points.

c.  Use the various national and local cultural observance programs as opportunities to educate all personnel regarding the values that differing cultures bring to the Coast Guard and to foster awareness of the importance of a diverse work force.

4.  Complaint Processing:  Chapter 5 of reference (a) provides detailed information concerning the proper filing and processing of complaints of discrimination.  The United States Coast Guard Civil Rights posters distributed under separate cover serve as useful reference tools.

APPENDIX 11:  MILITARY CIVIL RIGHTS PROGRAM 

Ref:  (a) Military Civil Rights Manual, COMDTINST M5350.11 (series)

1.  Purpose:  To ensure all military members and civilian supervisors of military personnel are aware and knowledgeable of:

a.  The identities of ESU New Orleans’ command personnel specifically assigned to assist command and individuals in resolving civil rights issues; 

b.  Individual and supervisor responsibilities in support of the Military Civil Right Program, and 

c.  Proper procedures to be followed in resolving instances of alleged discrimination.

2.  Action:  ESU New Orleans’ Branch Chiefs and ESU New Orleans Detachment Supervisors will ensure that this Instruction is given the widest dissemination within their areas of responsibility.  Additionally, they shall:

a.  Post Department of Transportation, United States Coast Guard Civil Rights Personnel poster date "Revised 04/94" in a conspicuous place.  This poster should not be removed until revised or superseded.  Keep the poster up-to-date with photographs (or suitable photocopies of photographs), names, hours of availability and telephone numbers of the ESU New Orleans Civil Rights Officer.  The Posters, district personnel photographs and information have been provided by CGD8 under separate cover. 

b.  Comply with applicable requirements in Chapter 2 of reference (a) concerning command/unit responsibilities. 

c.  Ensure required training is provided to all military personnel (active duty) and civilian supervisors of military personnel as outlined in Chapter 3-B-5 of reference (a).  Standardized Military Civil Rights Training is required triennially.  Accordingly, units must coordinate directly with the active duty ESU New Orleans Operations Support Branch in order to schedule training for members of the command.  ESU New Orleans’ command will attempt to schedule all training at the convenience of the unit with the ISC New Orleans Military Civil Rights Officer (MCRO).

3.  Discussion: 

a.  Today’s Coast Guard military work force is composed of a diverse mix of individuals from a variety of different backgrounds.  This diversity will continue to change over time and represents a shift in the demographics of the national population.  Individuals, supervisors and managers within the chain of command must remain aware that intolerance or ethnic difference adversely effects overall unit and individual performance, and is contrary to Coast Guard policy. 

b.  Discrimination based on race, color, religion, national origin or sex is illegal.  Every effort must be made to prevent instances of discrimination from occurring.  In those cases where an individual perceives that discrimination has occurred, swift and effective action must be taken to resolve the issue at the lowest possible level while affording all members due process. 

c.  Resource personnel are available at both the ESU and ISC to assist military members in preventing, and when necessary, resolving perceived or actual instances of discrimination. Each person has the unrestricted right to contact either the unit Military Civil Rights Counselor or the ESU New Orleans Military Civil Rights Officer in writing or by telephone to discuss issues of concern.  The presence of these resource personnel does not relieve members from fulfilling their individual, supervisory, managerial or command responsibilities. 

4.  Complaint Processing:  Chapter 5 of reference (a) provides detailed information concerning 

the proper filing and processing of complaints of discrimination.  The United States Coast Guard Civil Rights posters distributed under separate cover are useful reference tools.

ANNEX C.  ADMINISTRATION

APPENDIX 1:  AWARDS 

Ref:  (a) Board of Awards, ESUNOLAINST 1650.1 (series)

1.  Refer to reference (a) for awarding personal, unit decorations, service awards; and nonmilitary decorations procedures.

APPENDIX 2:  ENLISTED PERSON OF THE QUARTER/YEAR PROGRAM

Ref:  (a) Enlisted Person of the Quarter/Year Award, ESUNOLAINST 1000.1 (series)

1.  Refer to reference (a) for Enlisted Person of the Quarter/Year Award procedures. 

APPENDIX 3:  SPONSOR PROGRAM

1.  General:  New in-bound ESU/ESD members (married and single) cannot safely rely on the 

community to provide housing and other support services.  It is important for members to know enough about the community in advance to make informed decisions on where to look for housing and other services that will adequately satisfy their particular needs.  Relocating to a new duty station and getting established in the ESU New Orleans AOR can be a trying experience.  Some members require little or no assistance while others may have unique requirements that a standard information packet just cannot meet.  The individualized assistance and support a member and his/her dependents receive from the ESU/ESD command can set the tone for the tour and significantly affect the member's satisfaction or dissatisfaction with Coast Guard life.  Positive command interest and sponsor enthusiasms are invaluable at this critical time in attitude formulation.  Sponsor support at ESU/ESDs is required to ensure program effectiveness. 
2.  Procedures:  It is mandatory for the ESU/ESDs to assign a sponsor to all incoming personnel en route. 

a.  The ISC Worklife Staff should provide members on initial PCS orders (recruit training, Academy, OCS, and other graduates) additional first-time information on the Coast Guard Housing Program, including descriptions of Government-owned and leased housing, their eligibility requirements, housing referral, basic allowance for quarters concepts, and the sponsor program, all as part of the command's training curriculum. 

1.  All assigned sponsors preferably, but not necessarily, should be of similar circumstances to their member.  If the new unit cannot feasibly assign a sponsor, it should request assistance from other units in the geographic area. 

2.  The designated sponsor need not duplicate the efforts of an established Area or Local Housing office.  Available housing offices should coordinate sponsor services. 

a.  At those units, which do not have housing offices, a designated sponsor will contact, preferably by telephone, the incoming member and/or his or her family to determine their needs.  In making this connection, using government-owned telephones is authorized wherever available.

3.  Provide information and assistance, which would include at a minimum:

a.  Housing availability, e.g., Government-owned or-leased, private rental areas, general costs, etc. 

b.  Temporary lodging arrangements until the member is permanently established. 

c.  Type of medical facilities and location. 

d.  Public transportation, car pools, parking, etc. 

e.  Location or lack of commissary and exchange facilities. 

f.  Location of dependents' schools and off-duty and special education facilities, as required. 

g.  General information on recreational facilities. 

h.  Special clothing requirements.

4.  Facilitate a job-seeking spouse's employment by providing this information: 

a.  State and local employment agencies' brochures and telephone numbers. 

b.  The local newspaper's "Help Wanted" classified advertising section. 

c.  Chamber of Commerce brochures and other local business information. 

d.  Job fair announcements and related assistance available from community colleges and DOD job information and skill centers. 

5.  Transferring units should complete NAVPERS 1330/2, "Navy Sponsor Notification," and send it to the member's destination as soon as possible after receiving orders to arrange for sponsor services. 

6.  Units receiving PCS Pipeline Training personnel for further PCS to Cutters should contact the ESU CMC for sponsor procedures.

APPENDIX 4:  ORIENTATION & INDOCTRINATION PROCEDURES

1.  Discussion:  The effective integration of new crewmembers is a key part of maintaining command readiness and customer service.  It is the responsibility of each crewmember to participate in this process.  The Executive Officer is specifically charged with oversight of the O&I Program.  It will consist of a check-in sheet to address personnel and administrative issues. Example attached.

2.  Action:  All incoming personnel, regardless of rank or specialty, will complete the O&I 

Program. 

TAB A TO APPENDIX 4:

Check–In Sheet

Welcome Aboard!
Electronic Systems Support Unit New Orleans

Check-In Sheet

checkin.doc; see LCDR McCartney  for updating/suggestions; updated 24May00
Please complete the following information:

Name: _____________________________                          Rate/Rank: __________

Reporting Date: _______________  Reporting from: ____________________________

SPOUSE: _______________

CHILDREN NAME/AGE: ____________, ____________, ____________, ____________

*****************************************************************

Complete this check-in sheet within five working days and return it to the Executive Officer to schedule your interview with the CO.

********************************************************************

     
ESU ORGANIZATION

Commanding Officer:



CDR J. M. Knox

Executive Officer:



LT S. S. McCartney

CMC:



ETCM Driscoll

Operations Support Branch Chief:

LT L. Laurato

Telecommunications Branch Chief:

Ms. C. L. Jasmin

Information Technologies Branch Chief:
Ms. G. Trexler

ESD Supervisor:



CWO L. Dawson

Your Section Chief is:


Your Supervisor is:



Your Sponsor is:



SPONSOR (__________________)


______Give member comprehensive tour of ESU, and tour of ISC

______Explain ESU parking procedures

______Show member where library containing Commandant's Bulletin, Navy Times, and other magazines is located

______Explain parking at District Office

SECTION CHIEF (___________________)
______Have member read ESU SOP as soon as possible, and sign at the front of the SOP in the signature section that he/she has done so

______Explain work hours

______Explain the ESU Chain of Command 

______Ensure mbr submits travel claim for PCS move within 5 working days of reporting. Administratively review, then forward to ADMIN YN

______Explain ESU's missions and vision statement

______Explain duties and expectations 

______Advise of leave, recall and liberty policies (IAW SOP)

______Explain special request chit procedures

______Explain off duty employment procedures/prohibitions as per Personnel Manual (Ch 16)

______Help resolve any pay/moving/HHG problems 

______Enroll member in applicable C-Schools (see training coordinator)

______Inform mbrs they must submit new ADC within 6 months of reporting.

______Determine if mbr needs FTS calling card; if so, refer to Carolyn Jasmin

 OPERATIONS SUPPORT BRANCH CHIEF 

______Explain function(s) of the Operations Support Branch (basic overview)

TELECOMMUNICATIONS BRANCH CHIEF 

______Explain function(s) of Telecommunications Branch

INFORMATION TECHNOLOGIES BRANCH CHIEF 

______Explain function(s) of Information Technologies Branch

ELECTRONICS SUPPORT DETACHMENT SUPERVISOR (CWO Dawson)

______Explain function(s) of ESD

MAIL ORDERLY (Don White)
______Ensure mbr has filled out change of address card 

______Enter mbr into unit roster 

MORALE OFFICER (ENS Kirkland)

______Explain the procedures and qualifications for a morale loan (max $100)

______Describe procedures for making a recommendation for morale activities.

______Explain ticket reimbursement program

______Explain rental procedures for ISC morale equipment

______Explain available facilities (gym, etc)

TT SHOP LIAISON (TTC Vaughn)

______Explain thoroughly how to use ESU's telephones system.

______Activate voice mail privileges.

COMPUTER SUPPORT (George Butko) 
______Assign mbr logon name and E-mail address

______Place member on appropriate E-mail distribution lists

______Give mbr user profile sheet if he/she doesn’t already have

______Schedule 2-day SWIII training and computer security brief

ISC DRUG AND ALCOHOL REP (DC1 Williams)

______Explain procedures and policies regarding CDAR issues

TRAINING COORDINATOR (CWO Fisher) 

______File members training record or formulate a new one for new members 

______Explain procedures for requesting service training schools (C-schools) 

______Assist mbr in enrolling in desired courses

VEHICLE MANAGER (ETC Wentworth)

______Explain policies on using the Government Owned Vehicles 

______Ensure member reads ESUINST 11240.1, ESU Vehicle Instruction

______Ensure member has valid driver's license

EQUAL EMPLOYMENT OPPORTUNITY COUNSELOR (ISC)

______Explain EEO policies and procedures

HR/CR COUNSELOR (?) 

______Discuss unit's Human Relations/Civil Rights policies

______Inform mbr of HR/CR chain of command 

______Inform mbr of procedures for complaints/problems

CIVIL RIGHTS OFFICER (CWO Matlock) 

______Discuss unit's Human Relations/Civil Rights policies

LOCAL HOUSING OFFICER ( CWO Livingstone)

______Discuss housing needs and address if necessary

CONTRACTING OFFICER (Ms. Ziolkovski)

______Ensure mbr read/understands and completes procurement integrity form

CMC/CAREER COUNSELOR (ETCM Driscoll)

______Explain role of the CMC

______Inform member of rate/career options 

______Explain Assignment Year process 

______Explain separation benefits if applicable 

______Counsel mbr on indebtedness (Article 8-F-3 of Personnel Manual) 

______Interview

CHIEF, ISC PERSONNEL SUPPORT BRANCH

______Explain mutual assistance loan program (CWO Jamison)

______Explain ESO duties (ENS Burgess)

______Afford member opportunity to utilize voter absentee ballot (LT Laurato)

VEHICLE DECAL/AMERICAN EXPRESS CARD ( Mrs. Crawford)

______Give mbr vehicle decal application

______Ensure mbr completes American Express card application if necessary

SECURITY MANAGER (CWO2 Evans)

______Hold initial security brief 

______Hold access brief if applicable 

______Initiate action to complete security check

______Complete CG-5588 in PDR

______Make sure member has a final secret clearance or is getting one promptly

______Ensure mbr reads and signs workstation users brief

______Issue member unit door key and log appropriately

FAMILY ADVOCACY REPRESENTATIVE (XO)

______Explain available help for marital/family problems

HAZARDOUS WASTE/SAFETY SUPERVISOR/FACILITIES ENG (CWO Jamison)

______Explain procedures for fire drill

______Inform mbr of hazardous materials that he/she may be exposed to

SENIOR COMMAND DUTY OFFICER (LT Laurato) 

______Give overview of duty at ESU

______Add member to break-in rotation

UNIT STOREKEEPER (SK1 Henshaw) 

______Explain Credit Card phone-in sheet

______Give member copies of applicable CDO Instructions

______Explain unit procurement procedures

ESU's ADMIN YN @ ISC NEW ORLEANS (SNYN Green )

______Complete PCS reporting worksheet

______Ensure mbr's unit and PERSRU PDRs are received, up-to-date and contains all required documents, etc. 

______Have mbr complete BAQ/Dependency/Emergency Data verification, CG-4170A, and note any changes.

______Complete new Tax info form, CG-5225, for member.

______Check mbr's ID card; ensure that dependent's ID cards are up to date

______Add mbr to ESU roster

______Check mbrs obligated service

______DDP election

ISC MEDICAL 

______Ensure receipt of and endorse members health record 

______TRICARE registration

______Dental reception desk

______Schedule occupational health physical if necessary

EXECUTIVE OFFICER (LCDR McCartney) 

______Ensure mbr has read and signed ESU SOP

______Obtain feedback from mbr regarding welcome aboard/check-in procedure 

______Explain XO's Request & Complaint Mast 

______Explain requests to see CO

______Explain procedures on referring the media to the OOD or PAO 

______Career Plans/ESU and career goals 

______Schedule CO's interview

Interview complete 
_____________________       Date:
__________________

COMMANDING OFFICER (CDR Knox)

Interview complete _____________________       Date:
__________________

TAB B TO APPENDIX 4: 
INDOCTRINATION/PQS CHECKLIST

Name:  ___________________________ 
Rank/Rate  __________

Emergency Procedures

Member has been briefed and understands his/her responsibilities in the event of:

Fire







___________

Flooding






___________

Personnel casualty





___________

Bomb threat






___________

Other emergency conditions




___________

General:

Understands duty responsibilities and rotation


___________

Has been briefed on evaluation rating chain


___________

Knows location and proper use of MSDS


___________

Understands unit physical security requirements


___________

Keys Issued (when applicable)




___________

Member is aware of location, storage requirements, and proper procedures for use of:

Test equipment





___________

Government vehicles





___________

Standard workstation





___________

Non-standard workstations




___________

Unit phones (including cellular, calling cards)


___________

Pagers







___________

TAB C TO APPENDIX 4:

Check-Out Sheet

Electronic Systems Support Unit New Orleans

Check Out Sheet

(checkout.doc; see LCDR McCartney for updating; last updated 24May00)

Please complete the following information:

Name: _____________________________                          Rate/Rank: __________

Last Day at ESU: _______________  Unit Reporting to: ____________________________

****************************************************************

We hope you have enjoyed your tour at ESU New Orleans!  In order for you to be transferred from this command you must see the following personnel to check out with them.

****************************************************************


Member
________
Address you wish mail to be forwarded to:

Street Address:

___


Apartment #:

                        

City/State/Zip:
___


Phone #:     
__________
SECTION CHIEF (__________________)
________Hold personal interview

________Ensure departmental equipment has been returned 


________Complete transfer marks on member if none have been done in 92 days and ensure member signs before departure

MORALE OFFICER (ENS Kirkland)
________Ensure no morale loans pending

TELEPHONE SHOP LIAISON (TTC Vaughn)
________Voice mail privileges/access removed.

FTS CALLING CARD PETTY OFFICER (Ms. Jasmin)
________Take FTS calling card if applicable

TRAINING OFFICER
________Give member their training record and instruct on who to give it to at the next unit
________Provide the member the opportunity to go through their and training record to ensure they have all their qualification/certification letters 

SENIOR CDO WATCHSTANDER  (LT Laurato)
________Remove member from CDO watch list

PROPERTY OFFICER  (LT Laurato)
________Collect pager, cell phone, Palm Pilot if applicable

PERSONNEL SECURITY MANAGER (CWO Evans)
________Conduct security de-brief


________Close out CG-5588 in PDR

PHYSICAL SECURITY MANAGER (CWO2 Evans
________Reclaim keys to access areas

HOUSING OFFICER (CWO Livingstone)
________Ensure member has completed check-out of govt housing (if applicable)

COMMAND ENLISTED ADVISOR (CEA) (ETCM Driscoll)

________Departure brief

COMPUTER SUPPORT (George Butko)

________Ensure member has removed pertinent files

________Remove member user name and files

________Remove member from applicable E-Mail lists

________Copy files to departing member’s relief (if applicable)

MAIL ORDERLY (Don White)
________Obtain forwarding address from member and forward to mailroom

________Provide forwarding address to YN1 Brooks in Admin for credit card purposes

ESU's ISC YN (SNYN Green)

________Counsel member on provisions of PERSMAN 4-C-6 and obtain info needed for completion of member's orders.

________MasterCard Credit Card:  Recover card and ensure balance paid if member RELAD.  Notify CitiBank coordinator at member's next unit if PCS.  Otherwise, notify American Express that member's address will be changing.

________Check member's ID card.

________If member being transferred overseas, ensure Section 3-T of COMDTINST M1080.7(series) complied with.

________If member separating from Coast Guard, counsel member about post service short-term health insurance (U.S. VIP) available to them and their dependents.  Prepare page 7 entry verifying this counseling for signature by ESU's CO and member.

________If member is retiring, counsel member on Survivor Benefit Plan.  For member who declines to participate in SBP, who participates at a reduced level, or who participates in child-only coverage, prepare letter to member's spouse, for ESU CO's signature, notifying the member's spouse.  Letter to be sent certified mail-return receipt requested.  Ensure return receipt and copy of notification letter forwarded to PPC.  Forward record of emergency data, CG-4113, with block 16 completed, retirement orders and endorsed SBP election form to HRSIC at least 30 days prior to member's retirement.

________ Mail members PDR to new unit

________ Ensure member meets obligated service

EDUCATIONAL SERVICES OFFICER (LTJG McCormick)

_______Mail member's correspondence courses back to the institute
_______Take care of pending DANTES items

INTEGRATED SUPPORT COMMAND MEDICAL
________Forward member's health record to next unit

________Ensure member is disenrolled from TRICARE

________Dental reception desk


EXECUTIVE OFFICER (LCDR McCartney) 
________Remove member from roster and recall lists

________Schedule interview with CO

Interview complete____________________________(Date)
________

COMMANDING OFFICER (CDR Knox)

Interview complete____________________________(Date)
________

MEMBER


A.
Forward this completed sheet to the XO

APPENDIX 5:  REQUIRED REPORTS 

Ref:  (a) Excellence, Achievement, and Recognition System (EARS), COMDTINST M12430.6

              (series)

         (b) COMDTINST M4500.5 (series)

1.  Officer Evaluations Reports:  Annual or semiannual reports are due on the last day of the month and are as follows: 




Pay Grade                                    Month



Commander                                 March



Lieutenant Commander               April



Lieutenant                                    May



Lieutenant (Junior Grade)            July and January



Ensign                                          March and September



Chief Warrant Officer (W4)        April



Chief Warrant Officer (W3)        July



Chief Warrant Officer (W2)        June

2.  Enlisted Evaluations Reports:  Annual or semiannual reports are due on the last day of the 

month and are as follows: 



PayGrade                                    Month


E1, E2                                         February and August



E3                                                January and July



E4                                                March and September



E5                                                April and October



E6                                                May and November



E7                                                September



E8                                                November



E9                                                June

3.  Civilian Evaluations Reports:  Annual reports are due on the last day of March.  Progress reviews shall be conducted at 4 months and 8 months into the annual report period in accordance with reference (a).

4.  Measure of Effectiveness Reports:  All ESD supervisors must submit all Measure of Effectiveness Reports, Total PMS scheduled and Total PMS completed by the second of each month for the previous moth’s activities.

5.  ESU New Orleans Bi-Monthly Summary Report:  All ESU New Orleans branch chiefs and ESD Supervisors must submit bi-weekly activity reports to the drafting official on the second and fourth Thursday of each month.

6.  Property:

a.  Annual Report:  Utilization and Disposal of Excess and Surplus Personal Property Form DOT F 4400.1 (Rev. 6-88).  Enclosure (39) of reference (b) (Form DOT F 4400.1) due first week of October.

b.  Annual Report of Survey Activity: Enclosure (22) of reference (b) (Memorandum) due first week of October.

c.  Annual Report of Non-Federal Recipient of Excess and Surplus Property: as shown in reference (b), usually "negative response”, due mid-November each year. 

d.  Annual Summary Report of Personal Property Exchange or Sale Transactions:  [Enclosure (52) of reference (b) (Form DOT F4410.6), usually "negative response”, due mid-November each year]

TAB A TO APPENDIX 5:

ANNUAL REPORTS MATRIX:
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APPENDIX 6:  TRAVEL CLAIMS PROCEDURES

1.  General:  Prompt and accurate submission of travel claims will ensure proper liquidation of travel and timely reimbursements.  The following procedures shall be followed when submitting a travel claim:

a. Upon completion of travel, the member will submit an electronic travel claim to their approving official within three working days.  The package should include original orders and receipts for expenses to be claimed.  Approving Officials will be responsible for keeping the original orders and receipts on file for three years.

APPENDIX 7:  AUTHORITY TO SIGN "BY DIRECTION"

Ref:   (a) Coast Guard Regulations, COMDTINST M5000.3 (series) Article 7-1-9

          (b) Coast Guard Organizational Manual, COMDTINST M5400.7 (series) 


1.  Purpose:  This outlines the procedures for authority to sign "By Direction." 

2.  Policy:  In conjunction with performance of duties, the Commanding Officer may grant authority to sign routine correspondence, papers, reports, and message traffic "By Direction.”  It is limited only to matters, which do not require the administrative discretion of the Commanding Officer or affect command policy. 

a.  This authority is granted via a letter with subject: " DELEGATION OF SIGNATURE AUTHORITY."

b.  With all correspondence, the words "By Direction" shall appear directly under the signature.

c.  Often the Commanding Officer will delegate "By Direction" responsibility to the Executive Officer.  If this is the case, the Executive Officer can grant "By Direction" authority to Command Cadre branch chiefs.  

d.  At the ESU Command Cadre level, this authority is generally granted to all branch chiefs.  Also special authority may be given to those personnel in policy-making positions, i.e. Command Master Chief.

e.  At the ESD Level, the Supervisor and Chief Petty Officers can be granted this authority.  It is granted to each Supervisor and Assistant Supervisor. 

3.  This authority, unless sooner rescinded, is canceled upon detachment from ESU New Orleans or its detachments.

4.  The following is a sample delegation letter:

From:
Commanding Officer, Coast Guard Electronic Systems Support Unit New Orleans

To:
Name of mbr, USCG

Subj:    DELEGATION OF SIGNATURE AUTHORITY

	Ref:
	(a) USCG Regulations 1992, COMDTINST M5000.3 (series)

(b) USCG Correspondence Manual, COMDTINST M5216.4 (series)


1. You are hereby authorized to sign as Supervisor, ESU Detachment (ESD), all routine correspondence, reports and documents pertaining to the normal daily operation of the ESD and to release message traffic for COGARD ESU DETACHMENT NEW ORLEANS LA according to the guidelines set forth in this letter and references (a) and (b).

2. The following types of correspondence shall be forwarded to ESU New Orleans:

a.  Correspondence addressed above the Branch Chief level at either the Eighth District or our parent command, Maintenance and Logistics Command Atlantic, shall be forwarded to the Executive Officer for signature.

b.  Correspondence relating to the mission of efficiency of the command shall be forwarded to the Commanding Officer for signature.

c.  Administrative Remarks (CG-3307) which document observations of performance or conduct and resulting counseling shall be forwarded to the commanding officer for signature.

d.  Any correspondence denying a request or service shall be forwarded to the ESU for signature or release.

3.  This authority may be delegated to personnel E-7 and above in accordance with references (a) and (b).  The phrase “By direction” shall appear under the signature of the person on all correspondence, reports, or documents.

4.  This authority will remain in effect for the duration of your assignment to this command unless rescinded by me in writing.

CO Signature

	Copy:
	CG ESU New Orleans XO

CG ESD New Orleans


APPENDIX 8:  URINALYSIS PROGRAM & WEIGHT PROGRAM

Ref:
(a) Allowable Weight Standards for the Health and Well-Being of Coast Guard Military 


Personnel COMDTINST M1020.8 (series) 


(b) Urinalysis Drug Testing Procedures, COMDTINST 5355.1 (series)

1.  General:  The Coast Guard is concerned with the health and well being of its members.  Wellness contributes to the readiness and morale of our organization.  Since establishing the Electronic Systems Support Unit, the Group ETs/TTs/RSMs has become detachments of this unit.  There is some distance between the detachments and the ESU office making it difficult to administer the urinalysis and weight control programs.  The Host command where each of the detachments is located has agreed to assist ESU in administrating these programs. 

2.  Responsibilities: 

a.  The Host Command:

1.  Include the detachment personnel in Drug Urinalysis and Weight Control programs.

2.  Provide results of urinalysis and weight control to ESU New Orleans. 

3.  Administer weight program as required for the detachment personnel.

b.  The Detachments:

1.  Provide the Host Command with a roster of detachment personnel and routine weigh-in schedule.

2.  Notify the Host Command of detachment personnel requiring weight program monitoring. 

APPENDIX 9:  MORALE WELLFARE AND RECREATION (MWR) PROGRAM

Ref: (a) Morale, ESUNOLAINST 1710.1 (series)

1.  General:  Each of ESU New Orleans's ESDs are part of their host command's morale fund.  ESD supervisors should appoint a representative to attend local MWR committee meetings to ensure fair participation of ESD personnel at MWR events and recreation opportunities.

2.  Action.  Refer to reference (a) for the ESU New Orleans morale policy.

APPENDIX 10:  SUCCESSION OF COMMAND 

Ref:  (a) Coast Guard Regulations, COMDTINST M5000.3 (series)

         (b) Succession of Command, ESUNOLAINST 5402.1 (series)

1.  General:  Reference (a) requires the order of succession to Command be designated in writing.  Refer to reference (b) for the current Succession of Command.
APPENDIX 11:  SMOKING POLICY

Ref:  (a) Coast Guard Smoking Policy, COMDTINST 1650.36 (series)

1.  Purpose:  This section is for guidance on the smoking policy for all ESU/ESD personnel. 

2.  Policy:  All personnel will comply with all parts of reference (a), as well as local policies issued by host commands. 

APPENDIX 12:  PUBLIC AFFAIRS POLICY

Ref:  (a) Public Affairs Manual, COMDTINST 5728.2 (series)

1.  Purpose:  Provide guidance to ESU/ESD personnel concerning Public Affairs related matters. 

2.  Policy:  All personnel shall follow guidance provided in reference (a), as well as any local directives on a not to interfere basis with established CG policy.

APPENDIX 13:  CONDUCT & DISCIPLINE

Ref:  (a) Coast Guard Personnel Manual, COMDTINST M1000.6 (series)

         (b) Coast Guard Pay Manual, COMDTINST M7220.29 (series).

         (c) Coast Guard Military Justice Manual, COMDTINST M5810.1 (series)

         (d) Coast Guard Personnel Security Program, COMDTINST M5520.12 (series)

1.  Unauthorized Absences:  In accordance with Chapter 8-C of reference (a).

a.  Officers:  In all cases of unauthorized absence, extended unexplained absence, or extended unexplained failure to report in compliance with official orders, the Commanding Officer shall notify Commander, (CGPC-opm) of the facts and circumstances.  Appropriate documents must be submitted, as the unauthorized absence of an officer results in loss of pay and allowances.  If it is manifest that the absentee does not intend to report or return to Coast Guard jurisdiction, the Commanding Officer will further notify the district commander or the immediate superior in command, as appropriate, and request advice or aid with a view of initiating all practicable and reasonable local action to return the absentee to Coast 

Guard jurisdiction.

b.  Enlisted:

1.  The term "absentee" denotes any member not classified administratively as a deserter who is absent without authority from their unit, organization, or other place of duty at which they are required to be present.  Any enlisted member absent from the Coast Guard without authority will normally be carried as an absentee during the first 29 days of their absence.  The command is responsible for following the procedures set forth in reference (a) in when an enlisted member has been absent.

2.  The term "deserter" denotes a member who has been administratively declared a deserter on the 30th day of absence, or at any time during the first 29 days of absence when one or more of the following conditions exists:

a.  When the intent to remain away from the Service is evident from circumstances attendant on the absence. 

b.  When the absence was evidently entered into to avoid hazardous duty or to shirk important service as defined in the Manual for Courts-Martial, United States. Manual for Courts-Martial (MCM), Part IV, paragraph 9.c.(2)(a). 

c.  Where it is known that the member, concealing their existing Service, has enlisted or accepted appointment in another Service.

3.  The Command is responsible for following actions and procedures in the Personnel Manual when an enlisted member has been declared a deserter.

2.  Civil Arrests:

a.  In accordance with chapter 8B of reference (a):

1.  The granting of leave in connection with arrest by civilian authorities is covered in section 7.A.

2.  Deductible time due to arrest by civilian authorities is covered in reference (b)

3.  The delivery of Coast Guard members to civilian authorities is governed by the Manual for Courts-Martial, and reference (c).

4.  The administrative requirements imposed by this article and reference (d), shall not be delegated to units below the ESU level. 

3.  CG-4910 Routing (Report Chit):

a.  Interpersonal Relationships:  In accordance with chapter 8-H of reference (a), professional interpersonal relationships always acknowledge military rank and reinforce respect for authority.  Interpersonal relationships which raise even a perception of unfairness undermine good leadership and military discipline.  Coast Guard policy is to sustain a professional work environment which fosters mutual respect among all personnel, and in which decisions affecting personnel, in appearance and actuality, are based on sound leadership principles.  Service custom recognizes that personal relationships, regardless of gender, are acceptable provided they do not, either in actuality or in appearance:

1.  Jeopardize the members' impartiality, 

2.  Undermine the respect for authority inherent in a member's rank or position, 

3.  Result in members improperly using the relationship for personal gain, favor, or 

4.  Violate a punitive article of the UCMJ.

b.  Discrimination:  Discrimination based on race, religion, or gender will not be tolerated by the ESU command.  The ESU Commanding Officer adheres to policies set forth by the Commandant.  Details of these policies and instructions on handling grievances can be found in chapter 8-I of reference (a).  Be aware, however, that perceived discrimination could be the result of miscommunication or misinterpretation.  Grievances should be handled at the lowest level possible, and often a meeting between the parties involved will be enough to settle the conflict. 

c.  Sexual Harassment:  Sexual harassment is demeaning, counterproductive, and will not be tolerated at ESU New Orleans.  This command adheres to policies set forth by the Commandant.  Details of these policies and procedures for handling grievances can also be found in chapter 8-I of reference (a)

d.  Hazing:  In accordance with chapter 8-J of reference (a), the Coast Guard does not tolerate hazing.  Besides serving no useful purpose, the demeaning and abusive activities associated with hazing inhibit performance, debase personal dignity, and can result in serious injury.  To prevent it, we must be aware of what constitutes hazing and understand the negative impact of such activities.  Our success as an organization depends on the attitude and performance of our people.  A healthy, positive, professional work environment is essential to enable all of our personnel to contribute to mission success.  The ESU commanding officer adheres to policies set forth by the Commandant.  Details of these policies and instructions on handling grievances can be found in chapter 8-M of reference (a). 

e.  Indebtedness:  Members who fail to meet their financial obligations bring discredit upon the Service, burden the command administratively, and jeopardize their eligibility for a security clearance.  All members have a military duty to meet their financial obligations and cannot use military status as a pretext to avoid financial obligations.  The ESU will handle this matter in accordance with chapter 8-L of reference (a).

f.  Support of Dependents:  All members of the ESU are expected to conduct their personal affairs honorably and lawfully.  This obligation specifically includes the responsibility to provide adequate and continuous support for lawful dependents, and to comply with the terms of support clauses which may be contained in separation agreements and divorce decrees. 

APPENDIX 14:  FREEDOM OF INFORMATION ACT

Ref:  (a) Privacy and Freedom of Information Acts Manual, COMDTINST M5260.3 (series)

         (b) Information Security Program, COMDTINST M5510.21 (series) 

         (c) Telecommunications Manual, COMDTINST M2000.3 (series) 

1.  Purpose:  Reference (a) sets the Coast Guard’s policy and procedures for all commands to follow in administering the Privacy Act of 1974 (5 USC 552a) and the Freedom of Information Act (FOIA) (5USC552), as implemented by Department of Transportation Regulations contained in 49 CFR Parts 7 and 10. 

2.  Discussion:

a.  Personal Information:  

1.  Coast Guard records subject to the Privacy Act are those which contain information about individuals and which are accessed by the name of the individual or by some other identifying number, symbol, or other identifier particular to the individual. 

2.  The Privacy Act applies to individuals who are Coast Guard military members, civilian employees, or members of the general public dealing with the Coast Guard. 

3.  Except as otherwise provided, lists containing names and duty addresses of Coast Guard Personnel, both military and civilian, who are assigned to units in the Continental United States or U. S. Territories shall be released, regardless of who has initiated the request.

b.  FOUO (For Official Use Only) Material:

1.  Material marked "For Official Use Only", may be reproduced in quantities necessary for the orderly transaction of business.  Authorization for reproduction is not required unless a document itself contains a specific prohibition against reproduction.  Reproduced copies shall bear the same markings as the original.  Receipts and other accountability records are not required for the control of FOUO material nor are such material required to flow through classified material 

control points for recording.

2.  Coast Guard Officials responsible for producing records in the transaction of business need to be familiar with the exemptions explained in Chapter 8 of reference (a) in order to assess the possibility of designating material as "For Official Use Only.”  While release of such material is discretionary in many cases, it is important for employees to be aware of the types of material, which may qualify for withholding under the exemptions. 

3.  Coast Guard originated material containing information that requires protection against uncontrolled releases shall be marked "For Official Use Only" when necessary to ensure that all persons having access to the information are aware that it requires such protection.  The marking "For Official Use Only" shall include the notation:  "Public Availability to be determined under 5 U.S.C. 552".  Such markings shall be placed at the bottom on the front cover, if any, the first page, and each succeeding page which contains FOUO information.  The marking  "For Official Use Only" shall be placed at the bottom of the back cover on the outer surface. 

4.  When a document containing FOUO information is disseminated or transmitted by a forwarding memorandum or letter, the first page of the forwarding correspondence shall have an appropriate notation, such as "For Official Use Only Attached," to call attention to the presence of FOUO information in the accompanying documents.  If the forwarding correspondence by itself contains FOUO information, it shall be marked as prescribed in paragraph 3., above. 

5.  When a document contains classified and FOUO information, the required classification is contained in reference (b).

c.  Security of FOUO Material: 

1.  The safeguards prescribed herein are the minimum.  All FOUO information is not equally significant.  Accordingly, officials having primary cognizance of FOUO information should consider affording a higher degree of protection to individual FOUO items when the sensitivity of the item would warrant more positive safeguards.  Such measures should be selective and could include extremely limited dissemination, supplemental physical controls, and/or technical security services. 

2.  Persons who have custody of material designated FOUO should exercise care to ensure that it does not become accessible to unauthorized persons. 

3.  During office hours, FOUO material is to be placed in an out-of-sight location if control of authorized personnel is not maintained. 

4.  During non-working hours where normal U. S. Government, government contract, or internal building security is provided, FOUO material is to be filed out-of-sight with other unclassified material. 

5.  Where such internal security is not provided, the material should be stored in a locked container such as a desk, file cabinet, shelf or safe depending on its sensitivity. 

6.  FOUO material is handled generally in the same manner as unclassified material.  Special handling or receipting is not normally required. 

7.  FOUO designated material may be transmitted outside an activity, in a single opaque envelope, by any class U. S. Postal Service mail. 

8.  The electronic transmission of FOUO information shall be governed by the criteria contained in reference (c). 

9.  E-mail transmission of FOUO information is permitted.  However, it is the user's responsibility to exercise discretion when transmitting such information. 

10.  The unauthorized disclosure of FOUO records does not constitute an unauthorized disclosure of national defense information classified for security purposes.  Appropriate administrative action shall be taken, however, to fix responsibility for unauthorized disclosure whenever feasible, and appropriate disciplinary action shall be taken against those responsible.  Unauthorized disclosure of FOUO information protected by the Privacy Act may also result in criminal sanctions against responsible persons.  The originator of the FOUO information shall be informed of its unauthorized disclosure. 

d.  Criminal Penalties:

1.  Any officer, member, or employee of the Coast Guard who by virtue of the individual's official position, discloses individually identifiable information in violation of the Act, in any manner to any person or agency not entitled to receive it, shall be guilty of a misdemeanor.  He/She will be fined not more than $5,000. 

2.  Any officer, member or employee of the Coast Guard who willfully maintains a system of records without meeting the notice requirements shall be guilty of a misdemeanor and fined not more than $5,000. 

3.  Any person who knowingly and willfully requests or obtains any record concerning an individual from an agency under false pretenses shall be guilty of a misdemeanor and fined not more than $5,000.

APPENDIX 15:  TRAINING PROGRAM

Ref:  (a) Training Program, ESUNOLAINST 1500.1 (series)

1.  Purpose:  Provide guidance to ESU/ESD personnel concerning the Training Program. 

2.  Policy:  All personnel shall follow guidance provided in reference (a), as well as any local directives on a not to interfere basis with established CG policy.

APPENDIX 16:  CORRESPONDENCE TRACKING

1.  Purpose: To track all administrative correspondence throughout the ESU staff.

2.  Action:  All personnel shall use the matrixes in Tabs A and B.

TAB A TO APPENDIX 16 INCOMING CORRESPONDENCE MATRIX
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TAB B TO APPENDIX 16 OUTGOING CORRESPONDENCE MATRIX
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ANNEX D.  OPERATIONS

APPENDIX 1:  MOTOR VEHICLE USE 

Ref:  (a) Motor Vehicle Procedures, ESUNOLAINST 11240.1 (series)

1.  Policies, procedures, and responsibilities governing the use of ESU New Orleans’ General Services Administration Motor Vehicle Usage Policy shall be carried out in accordance with reference (a). 
APPENDIX 2:  TELECOMMUNICATIONS SERVICES

1.  General: The ESU Telecommunications Branch orders telecommunications services for the Eighth Coast Guard District Gulf Coast Region.  The branch chief has been designated as the Telecommunications Certification Officer (TCO) for ordering commercial service.  As the FTS20010 Designated Agency Representative (DAR), the branch chief can order FTS2001 services directly from the current contractor.

2.  Responsibilities:  The TCO/DAR is the only individual within the D8GCR authorized to order telecommunication services from local vendors and the FTS2001 contract.  Procurement of services must be in accordance with the guidelines set forth in the Federal Information Resource Management Regulation (FIRMR), COMDTINST M2000 (series), and COMDTINST 2060.4 (series), and MLCLANT SOP.

3.  Telecommunication Certification Officer (TCO):  The TCO is assigned to the Telecommunications Branch of ESU New Orleans as an extension of the Maintenance & Logistics Command Atlantic (t) for ordering telecommunication services within the D8GCR.  Various types of service can be ordered by the TCO.  D8GCR units requesting changes to their telecommunication service must submit official correspondence to the TCO.  These services are described below.

a.  Telephone Service:  Telephone service is ordered by one of two methods from a local telephone company or the General Services Administrative (GSA). 

b.  Communications Service Authorization (CSA):  This form is the only authorized method for ordering government procured telephone service from a local telephone vendor.  Purchase Orders are NOT authorized as an alternative for ordering telecommunications service. 

c.  Telecommunications Service Request (TSR):  This form is used for submitting orders to GSA for telephone service provided by a GSA consolidated switch; usually referred to as Centrex service.

4.  Designated Agency Representative (DAR) - FTS2001 services:  The DAR function is delegated to the Telecommunications Branch of ESU New Orleans by the Telecommunications & Information Systems Command as designated by the Department Of Transportation for ordering FTS2001 telecommunications services within the D8GCR.  A variety of FTS2001 services are available, of which a few are listed below.  Most of the services offered, with the exception of switched voice and Federal Calling Cards, require funding by the requesting command.

a.  Federal Calling Cards:  Requests for these cards are to include the rank/rate, first and last name, and justification why a Federal Calling Card is required.  All cardholders MUST be individuals who are required to travel on a continual basis.

b.  Inward Station Access or 800 Service:  TISCOM procurement approval is extremely difficult to obtain for this service.  Units requesting this service are required to submit a letter to TISCOM via CGD8 and ESU New Orleans stating justification.  Included in the documentation should be a copy of a funds transfer to TISCOM for the estimated usage for the fiscal year.  This cost will be determined between the requesting command and the DAR. 

c.  Switched Voice Service:  This is a T1 service which is terminated into a PBX, for units with high volume long distance calls. 

d  Switched Data Service:  This service is installed in the New Orleans area supporting two-way video and voice utilizing Integrated Service Data Network Primary Rate Interface (ISDN- PRI) service.  With this service, the full bandwidth could be utilized for full motion video.

TAB A TO APPENDIX 2

TSR FEEDER - REQUIRED INFORMATION

(Complete a form for each required circuit)

Note:  The normal time-line for installation of a DITCO circuit is 90-120 days.  There are procedures/regulations to be used and followed when ordering circuits; please plan appropriately.

	MLCA Project Number:
	   -  -    

	MLCA Project Name:
	     

	Circuit Use:
	 FORMDROPDOWN 


	Affected Units:
	     

	OPFAC Number(s):
	     

	Address Change:
	 FORMCHECKBOX 
 YES  FORMCHECKBOX 
NO


GENERAL INFORMATION:
	(103)  Type of Action:
	 FORMDROPDOWN 


	Affected Ckt Number(s) if applicable:
	     

	(104) Type of Service:
	 FORMDROPDOWN 


	(105) Network Requirements:
	 FORMDROPDOWN 


	(106) Required Date - Primary:

                                   - Secondary:
	     
     

	(110) Type of Operation:
	 FORMDROPDOWN 


	(111) Modulation Rate
	

	(112) Service Availability:
	FULL PERIOD

	(115) Signaling Mode:
	


PRIMARY CONTROLLER SITE LOCATION INFORMATION:
	(124A) Site Address:
	     

	
	     

	
	     

	(125A) Demarc Location (Bldg #, Room #, etc.):
	     

	(126A) Terminal  Equipment:

(GFE-Motorola Transceiver; GFE-Comms Console, etc.)
	     

	(128A) Interface:
	600 Ohm, 0 dB, -10 dB

	(129A) Termination (2W, 4W, etc.):
	     

	(130A)  Site POC - Primary:
	     

	                                Address:
	     

	
	     

	
	     

	                                Phone:
	(   )    -    

	                                Fax:
	(   )    -    

	                              - Alternate:
	     

	                                Address:
	     

	
	     

	
	     

	                                Phone:
	(   )    -    

	                                Fax:
	(   )    -    

	(139A) Site Area Code:
	   

	(139A) Site Local Telco Exchange:
	   


TRANSCEIVER SITE LOCATION INFORMATION:
	(124B) Site Address:
	     

	
	     

	
	     

	(125B) Demarc Location (Bldg #, Room #, etc.):
	     

	(126B) Terminal  Equipment:

(GFE-Motorola Transceiver; GFE-Comms Console, etc.)
	     

	(128B) Interface:
	600 Ohm, 0 dB, -10 dB

	(129B) Termination (2W, 4W, etc.):
	     

	(130B)  Site POC - Primary:
	     

	                                Address:
	     

	
	     

	
	     

	                                Phone:
	(   )    -    

	                                Fax:
	(   )    -    

	                              - Alternate:
	     

	                                Address:
	     

	
	     

	
	     

	                                Phone:
	(   )    -    

	                                Fax:
	(   )    -    

	(139B) Site Area Code:
	   

	(139B) Site Local Telco Exchange:
	   


SECONDARY CONTROLLER SITE LOCATION INFORMATION INFO (If Applicable):
	(124C) Site Address:
	     

	
	     

	
	     

	(125C) Demarc Location (Bldg #, Room #, etc.):
	     

	(126C) Terminal  Equipment:
(GFE-Motorola Transceiver; GFE-Comms Console, etc.)
	     

	(128C) Interface:
	600 Ohm, 0 dB, -10 dB

	(129C) Termination (2W, 4W, etc.):
	     

	(130C)  Site POC - Primary:
	     

	                                Address:
	     

	
	     

	
	     

	                                Phone:
	(   )    -    

	                                Fax:
	(   )    -    

	                              - Alternate:
	     

	                                Address:
	     


	
	     

	
	     

	                                Phone:
	(   )    -    

	                                Fax:
	(   )    -    

	(139C) Site Area Code:
	   

	(139C) Site Local Telco Exchange:
	   


TERTIARY CONTROLLER SITE LOCATION INFORMATION (If Applicable):
	(124D) Site Address:
	     

	
	     

	
	     

	(125D) Demarc Location (Bldg #, Room #, etc.):
	     

	(126D) Terminal  Equipment:

(GFE-Motorola Transceiver; GFE-Comms Console, etc.)
	     

	(128D) Interface:
	600 Ohm, 0 dB, -10 dB

	(129D) Termination (2W, 4W, etc.):
	     

	(130D)  Site POC - Primary:
	     

	                                Address:
	     

	
	     

	
	     

	                                Phone:
	(   )    -    

	                                Fax:
	(   )    -    

	                              - Alternate:
	     

	                                Address:
	     

	
	     

	
	     

	                                Phone:
	(   )    -    

	                                Fax:
	(   )    -    

	(139D) Site Area Code:
	   

	(139D) Site Local Telco Exchange:
	   


OTHER PERTINANT INFORMATION (Include PLAD for units to receive message copies):
	     


APPENDIX 3:  HURRICANE PLAN

Ref:  (a) Severe Storm Procedures, ESUNOLAINST 3140.1 (series)

1.  Refer to reference (a) for hurricane and other severe storm policy procedures.  The Command Duty Officer (CDO) shall be responsible for implementing this plan.  Reference (a) shall be verified each year at least one month prior to the start of seasonal alert. 

APPENDIX 4:  PROCUREMENT PROCEDURES

Ref:  (a) Fincen SOP Manual

         (b) Simplified Acquisition Procedures Handbook, COMDTINST, M4200.13  (series)

         (c) Supply Policy and Procedures Manual, COMDTINST, M4400.19 (series)

1.  Procurement Procedures:  This section prescribes policies, procedures and guidance to ESU 

New Orleans and Detachment personnel for the acquisition of supplies and services. 

2.  Procurement Requests:  Procurement requests will be submitted for all requisitions pertaining to commercial purchases, services, contracts and MIPRS. 

3.  Approval Authority:  Before items can be purchased, approval signatures must be obtained.  

ESU New Orleans will keep on file letters of designation of fund certification authority and procurement authorization for all personnel and ESD’s personnel as designated by ESD 

Supervisors. 

4.  Document Numbering:  ESU New Orleans and subordinate units will follow procedure established in reference (a) concerning document numbers.  Standard DAFIS document numbers are to be used for all document types.  ESU New Orleans will utilize GE001 through 

GE999; GE documents are issued only for AFC-30 funds.  ESU New Orleans will utilize TE001 through TE999 for procurements using AFC-42 funds.

5.  Document numbers GEA01 through GEA99, GEB01, etc. will be issued for AFC-30 Travel Only.  Before the beginning of the fiscal year, ESU New Orleans will issue document numbers to ESU Detachments.

a.  The standard DAFIS document numbers consists of the following 16 characters. 

1.  Sample 11022923GEAXXX000 

2.  Position - 1 11 document type 

3.  Position - 2 02 Fiscal year (funding year) 

4.  Position - 3 29 Procurement site - 29 identifies ESU New Orleans

5.  Position - 4 2 Fiscal year - Last digit for fiscal year. 

6.  Position - 5 3 Region/District - 3 identifies MLC. 

7.  Position - 6 GC Program Element - Identifies unit to an account assigned by MLC or the source of funds for a procurement. 

8.  Position - 7 001 Document number sequence 

9.  Position -8 XXX Suffix 

10. Position -9 beginning with 001 through 999. A list of document types can be 

found in APPENDIX G of reference (a).

6.  Accounting Procedures:  ESU New Orleans maintains a target unit ledger for each Program 

Element assigned.  Program Element "GE" is assigned to AFC-30 funds, Operating Expense; Program Element "TE" is assigned to AFC-42 funds, Electronic Supplies and Maintenance. 

7.  Each detachment is responsible for keeping a day-to-day ledger either manually or automated, for AFC-30 funds. Unit will forward a copy of the ledger to ESU New Orleans weekly.  No detachment authorized to use AFC-42 Funds.  ESU NEW ORLEANS will process all requisitions concerning this fund.

a.  Accounting Data- Accounting Data for ESU New Orleans’s two program elements are 

AFC-30-2/3/201/132/30/0/GE/54300/XXXX. 

AFC-42-2/3/201/132/42/0/TE/54300/XXXX.

b.  Accounting data for the Detachments utilizing AFC-30 funds, 

2/3/201/132/30/0/GE/543XX/XXXX. 

c.  Each Detachment has an assigned Cost Center.

d.  All object classes can be found in APPENDIX F of reference (a).

1.  Accounting Line: The first position of the accounting line is the Agency Code. This one digit field is always "2" for COAST GUARD.

2.  The second position of the accounting line is the Region/District Code this is a one digit field.  “3” identifies MLC. 

3.  The third position of the accounting line is the Appropriation Code this is a three-digit field.  "201" identifies Operating Expense for Fiscal year 02. 

4.  The fourth position of the accounting line is Appropriation Limitation Code.  This is a three digit code which identifies the type of funding (direct or reimbursable) and the Administrative target unit which has the funding.  “132" identifies direct funds from MLC.

5.  The fifth position of the accounting line is the Allotment Fund Control Code "30" identifies Operation and maintenance.  "42" identifies Telecommunications. 

6.  The sixth position of the accounting line is Allotment Level Indicator.  This field will always be zero. 

7.  The seventh position of the accounting line is the Program Element.  This identifies unit of an account assigned by MLC or the source of funds for a procurement. 

8.  The eighth position of the account line is the Cost Center, which identifies the unit for cost collection. 

9.  The ninth position of the accounting line is the Object Class which identifies what was purchased. 



NOTE: CASREPS - ESU NEW ORLEANS WILL FUND CASREPs OVER 



$500.00.  ESU NEW ORLEANS WILL RESPOND TO INITIAL CASREP 



REQUESTS ONLY.

8.  Credit Cards:  Each branch will have no more than two card holders, with a spending limit of $2500.00 for a one-time purchase and a monthly limit of $10,000.00.  All applications for impact cards will be completed by ESU New Orleans and submitted to MLCA.  Cardholders are not authorized to change the accounting line for credit cards without prior authorization from ESU New Orleans.

a.  All cardholders must have a letter of Designation of Procurement authorizing them to 

use their cards.  Reference (b) outlines regulations on credit cards.  All Credit Card 

transactions must be logged in the Credit Card Order Log (CG-5623). 

9.  Sources of Supply:  Enclosure (1) of section III-W:

a.  Customer Supply Center-GSA/CSC:  All detachments including ESU New Orleans were established in the CSC system.  CSC is the recommended when ordering office supplies.  CSC has a turn around of forty-eight hours after receipt of order.  Use GSA Form 3542 to order.  All forms must be signed by the Approving Official. 

b.  When placing an order, the CSC Supply Petty Officer will give an Activity code (cost center) and Access code to the customer representative.  These codes are unique for each unit.  From the CSC catalog, provide the CSC the service representative the last seven digits of the National Stock Number. 

c.  It is recommended that units use their credit cards for purchasing items from CSC.  Log the ticket number in the Credit Card Order Log (CG-5623).

APPENDIX 5:  MANAGEMENT INFORMATION FOR CONFIGURATION AND ALLOWANCES (MICA)

Ref:  (a) Supply Policy and Procedures Manual, COMDTINST M4400.19 (series)

1.  Purpose:  Management Information for Configuration and Allowances (MICA) establishes the unit material support for installed and portable equipment, and provides a listing of the equipment, parts, and supplies required for a unit to perform its operational mission.  Each MICA document is tailored to a specific unit or unit class, and provides that unit with a predetermined level of support for it's equipment.

2.  Authority:  The MICA is published under the authority contained in reference (a).

3.  General:  What is Management Information for Configuration and Allowances (MICA)?

a.  The MICA is an allowance document prepared for, and "tailored" to, a specific, individual unit or unit class, that lists:

1.  the equipment, components, and equipage verified as being on a unit to perform its operational mission;

2.  the parts, special tools, and supplies required for the operation, maintenance, overhaul, and repair of equipment/components; and

3.  the miscellaneous portable items, operating space items, and consumables necessary for the safety, care, and upkeep of the unit itself.

b.  Configuration is a compilation of specific, detailed information on each and every component, and it's function, within a given system or platform (unit/unit class).  It includes detailed information such as Nomenclature, manufacturer's name, part number, model number, the design and operating characteristics, and a description of the function performed for each equipment and component that makes up that system or platform.

1.  The MICA document is a direct result of the initial establishment and subsequent maintenance of an accurate configuration database.  Prompt reporting by the unit of changes resulting from additions, deletions, or modifications of equipment directly impact its accuracy.  The quality of the MICA is only as good as the equipment configuration data available to Engineering Logistics Center (ELC).  Since the MICA provides the unit with guidance for determining the items, and quantities, that should be stocked by supply or other departments, it is essential that changes be incorporated promptly and properly upon receipt.  Corrective actions should be taken as soon as it is determined that any part of the MICA is inaccurate or incomplete.  An accurate MICA, used correctly, helps guarantee successful logistics support for Coast Guard units.

a.  The MICA provides technical and supply information, which makes it an Integrated Logistics Support (ILS) document.  It is a technical document to the extent that nomenclatures, operating characteristics, technical manuals, etc. are identified in Allowance Parts Lists (APLs) and Allowance Equipage Lists (AELs).  It is a supply document in the respect that it provides a complete list of all parts required to operate and maintain the unit and it's equipment, and to achieve maximum, self-supporting capability for extended periods of time.

b.  The content of the MICA encompasses Electronic and Hull, Mechanical, and Electrical (HM&E) equipment.  It does not contain information relative to provisions (foodstuffs), recreational equipment, printing equipment, medical material, hydrographic charts, resale clothing, ship's store merchandise, bulk fuels and lubricants, or ammunition.  Allowances for these items are published in unique lists prepared by the appropriate activities.

c.  The following paragraphs illustrate the processes involved in producing the MICA:

1.  Provisioning Technical Documentation (PTD):  Provisioning Technical Documentation (PTD) is a generic term used for the technical information (drawings, schematics, parts lists, illustrated parts breakdowns, operators and technical manuals, etc.) provided by, or obtained from, contractors, manufacturers, and/or vendors of the equipment onboard a particular unit.  The depth of information available to the Coast Guard varies by degrees depending on the contract, the equipment, the manufacturer, the vendor, etc.  In some instances, this information is proprietary and therefore is not available to the government.

2.  Provisioning:  The Coast Guard is constantly procuring new platforms, systems, equipment, and components.  These must be supported with items such as spare and repair parts, special tools, test and support equipment.  The process of provisioning determines parts, supplies, tools, etc., required to support the equipment for an initial period of service, and to develop an APL if necessary.  Demand and usage throughout the initial support period will be a driving factor for the levels of additional or follow-on support throughout the equipment’s life cycle.

3.  Maintenance Support Outline (MSO), Maintenance Support Guide (MSG), Boat Class Maintenance Plan (BCMP) and the Cutter Class Maintenance Plan (CCMP):  The MSO, MSG, BCMP and the CCMP all provide varying degrees of guidance concerning the requirements of maintenance and the ability of a specific unit class to perform that maintenance.  This guidance is provided by the Program Manager, and takes into consideration such things as the unit's mission, unit design, the number of required operational days, the number of maintenance days available, watchstanding requirements, crew size, and billet structure.  The MSO and MSG are "living" documents, and are constantly being updated throughout the construction and testing periods to reflect changes or new developments.  Eventually the MSG is incorporated into the CCMP or the BCMP.  Presently, very few units or unit classes have this level of guidance in place.

4.  Lead Allowance Parts List (LAPL):  For Hull, Mechanical, and Electrical (HM&E) equipment, the Lead Allowance Parts List (LAPL) reflects the requirements of a generic unit equipment maintenance plan and is a guide used in the preparation of APLs.  The LAPL for each equipment category lists those types of items determined by the Coast Guard to be maintenance significant, e.g., the LAPL for a centrifugal pump might show that all shims, seats, sleeves, seals, etc., are considered to be maintenance significant.  The LAPL, in conjunction with available PTD, guidance provided by the MSO/MSG and/or BCMP/CCMP and other criteria, is used to develop the APL.

c.  The MICA Master File (MMF) is the Coast Guard's central Electronic (ELEX) and Hull, Mechanical, and Electrical (HM&E) equipment configuration database.  It contains the technical characteristics and logistic data on equipment in the Coast Guard's HM&E and ELEX inventory as well as the maintenance worthy parts and equipage associated with that equipment.  The MMF maintains technically oriented configuration and logistics data as well as supply support information.

1.  The technical characteristics provided on the APL and AEL describe the form, fit, and function of the equipment.  Technical characteristics may include drawing number(s), operating characteristics such as speed and pressure, the manufacturer’s name and part number, technical manual and plan number, and other information needed to identify, maintain, or procure the item.

2.  The MMF also contains similar information on all parts needed to maintain the equipment.  Typical data found in the MMF includes the maintenance philosophy for each equipment and component, guidance for anticipated failure and replacement, unit locations, related APL or AEL numbers, quantity per application, and other logistics information.  The file also includes supply support information such as stock numbers, unit prices, unit of issue, source of supply, and part number to stock number cross reference information.

a.  Allowance Parts Lists (APLs):  Allowance Parts Lists (APLs) are developed using information obtained from manufacturers and vendors of the applicable equipment or components.  Part II, Sections A and B of the MICA contains all of the ELEX and HM&E APLs associated with a unit.  APLs specify all maintenance significant parts associated with the equipment, in accordance with the units' MSG or BCMP/CCMP.

b.  Allowance Equipage List (AEL):  Allowance Equipage Lists (AELs) are prepared under the direction of the Program Manager and/or Sponsor, as well as with information obtained from manufacturers and vendors.  Part II, Section C of the MICA contains all of the AELs associated with the unit.  AELs describe a component or system, such as damage control, and supports that component or system with a range of Operating Space Items (OSIs), and lists the required allowances.  This material falls into the general category of tools and equipage, which are retained in the custody of the user department.  In some cases, parts that are intended to be kept in the same compartment with the installed equipment are found in AELs instead of in APLs.

4.  MICA Formats:  The MICA consists of a User Guide and five parts.  Hard copy MICA documents are produced for Electronic (ELEX) and Hull, Mechanical, and Electrical (HM&E) equipment.  Major cutters will receive one master MICA consisting of ELEX and HM&E for their supply department.  In addition they will receive an ELEX only MICA for their ET’s and a HM&E MICA for their MK’s, EM’s, etc.  Electronic Support Units (ESU)/Electronics Support Detachments (ESD)/ Electronic Support Detachment Details (ESDD), LORAN and Communications Stations will receive an ELEX only MICA representative of the units under their area of support.  On the other hand, Groups and Small Boat Stations will receive a HM&E only MICA representative of the units under their area of support.  Your type of unit determines which sections in the MICA you will receive.  For example, PART III of the MICA, the Stock Number Sequence Lists, contains five sections.  Your unit will only receive the sections that apply to you.  Newly constructed cutters will not receive the supply aids (PART V) with their initial MICA.  The supply aids will be incorporated in follow on MICA’s for those units.  An explanation of the sections of the MICA are listed below:

a.  MICA User Guide:  The MICA User Guide (MUG) describes the MICA data elements, notes, and codes.  It contains samples of each page type and is a valuable reference for finding information throughout the MICA.

b.  Part I.  MICA Part I contains the four index sections and is sorted by discipline:

Section A:  Equipment Nomenclature Sequence – Is a listing of all APLs/AELs in unit’s configuration sorted by Equipment nomenclature.

Section B:  HSC DESCRIPTION Sequence – Is a listing of all APLs/AELs in unit’s configuration sorted by Hierarchical Structure Code (HSC) or Extended Ships Work Breakdown Structure (ESWBS) Description.

Section C:  HSC CODE Sequence – Is a listing of all APLs/AELs in unit’s configuration sorted by Hierarchical Structure Code (HSC) or Extended Ships Work Breakdown Structure (ESWBS) Code.

Section D:  APL/AEL Sequence – Is a listing of all APLs/AELs in unit’s configuration sorted by APL/AEL sequence.

c.  Part II.  MICA Part II is divided into the three sections:

Section A:  APLs – Electronics (ELEX) – Is a copy of all Electronic APLs listed under unit’s configuration.  These APLs list the parts breakdown of each electronic APL.  Some may exist with no central support, but are listed for configuration purposes only.

Section B:  APLs - Hull, Mechanical, and Electrical (HM&E) – Is a copy of all Hull, Mechanical and Electrical APLs listed under unit’s configuration.  Most APLs list the parts breakdown of each Hull, Mechanical and Electrical (HM&E) APL.  Some are listed as locally supported, while others may exist with no support, but are listed for configuration purposes only.

Section C:  AELs - Hull, Mechanical, and Electrical – Is a copy of all AELs stating the Equipage/Outfit of a unit’s configuration.  This listing provides a breakdown of all Equipage/Outfit required by the unit to perform a mission.  This list does not include General Use Consumable items.

d.  Part III.  MICA Part III contains up to five sections:

Section A:  Stock Number Sequence List (SNSL) Electronics Items (ELEX) - This list provides a listing of all National Stock Numbers of spare parts required in unit’s storeroom for support of the Electronics APLs

Section B:  Stock Number Sequence List (SNSL) GROUP - This list provides a listing of all National Stock Numbers in NIIN sequence of spare parts required at the GROUP in support of the HM&E APLs
Section C:  Stock Number Sequence List (SNSL) Storeroom Items (SRI) - This list provides a listing of all National Stock Numbers in NIIN Sequence of spare parts required in the unit’s storeroom for support of HM&E APLS.

Section D:  Stock Number Sequence List (SNSL) Operating Space Items (OSI) - This list provides a listing of all National Stock Numbers in NIIN sequence on all Equipage/Outfit required by the unit to perform a mission 

Section E:  Stock Number Sequence List (SNSL) STATION - This list provides a listing of all National Stock Numbers in NIIN sequence of spare parts required at the STATION in support of the HM&E APLs.
e.  Part IV.  MICA Part IV contains up to six sections:
Section A:  Part Number Cross Reference (ELEX) - This section lists all the Part Numbers associated with the units ELEX repair parts.  It is sorted by Part Number sequence to corresponding NIIN/ACN, APL/AEL number and Item Name.

Section B:  Part Number Cross Reference (HM&E) - This section lists all the Part Numbers associated with the units HM&E repair parts.  It is sorted by Part Number sequence to corresponding NIIN/ACN, APL/AEL number and Item Name.

Section C:  NSN/ACN Cross Reference (ELEX) - This section lists all the NSNs and ACNs associated with the units ELEX repair parts.  It is sorted by NIIN sequence to corresponding part number, APL/AEL number and Item Name.

Section D:  NSN/ACN Cross Reference (HM&E) - This section lists all the NSNs and ACNs associated with the units HM&E repair parts.  It is sorted by NIIN sequence to corresponding part number, APL/AEL number and Item Name.

Section E:  MMF APL to WSF APL Cross Reference - This is a cross reference listing of MICA Master File APL numbers to Navy Weapon Systems File numbers by discipline; ELEX and HM&E.

Section F:  WSF APL to MMF APL Cross Reference - This is a cross reference listing of Navy Weapon Systems File APL numbers to MICA Master File APL numbers by discipline; ELEX and HM&E.

f.  Part V.  MICA Part V contains up to twenty two (22) sections:
Section A:  NSN change list - Listing of all applicable ELEX NSN changes since the units last allowance document.

Section B:  NSN change list - Listing of all applicable GROUP HM&E NSN changes since the units last allowance document.

Section C:  NSN change list - Listing of all applicable HM&E NSN changes since the units last allowance document.

Section D:  NSN change list - Listing of all applicable Operating Space Items (OSI) NSN changes since the units last allowance document.

Section E:  NSN change list - Listing of all applicable Station level HM&E NSN changes since the units last allowance document. 

Section F:  Addition List - Listing of new ELEX OBRPs as a result of a revised MICA.

Section G:  Addition List - Listing of new GROUP HM&E OBRPs as a result of a revised MICA. 

Section H:  Addition List - Listing of new HM&E OBRPs as a result of a revised MICA.

Section I:  Addition List - Listing of new Operating Space Items (OSI) as a result of a revised MICA.

Section J:  Addition List - Listing of new STATION HM&E OBRPs as a result of a revised MICA.

Section K:  Monetary List - Listing of the dollar value of deficient ELEX items.

Section L:  Monetary List - Listing of the dollar value of deficient GROUP HM&E items. 

Section M:  Monetary List - Listing of the dollar value of deficient HM&E items.

Section N:  Monetary List - Listing of the dollar value of deficient Operating Space Items (OSI).

Section O:  Monetary List - Listing of the dollar value of deficient STATION HM&E items.

Section P:  Deletion List - Listing of ELEX OBRPs no longer required to remain in inventory.

Section Q:  Deletion List - Listing of GROUP HM&E OBRPs no longer required to remain in inventory.

Section R:  Deletion List - Listing of HM&E OBRPs no longer required to remain in inventory.

Section S:  Deletion List - Listing of Operating Space Items (OSI) no longer required to remain in inventory

Section T:  Deletion List - Listing of STATION OBRPs no longer required to remain in inventory

Section U:  Mandatory Turn-in - Listing of ELEX Repairable items that must be returned to cognizant repair facility or OGA. 

Section V:  MAMS Listing - Listing of ELEX Maintenance Assist Modules 

In addition to the above, the following Supply Aids may be provided:

DD-1348-1A for each item on the Deletion List.  These are to be used when an item is to be returned to the Source of Supply utilizing excess procedures in the Comptroller Manual.

STAR File: (ELEX ONLY)  Formerly the ARMS File, the STAR File consists of partially pre-filled MILSTRIP (1348-M) requisitions for use in requisitioning deficiencies (Monetary List items).  The STAR file should be processed by the MLC Requisitioning Process Point (RPP) in accordance with COMDTINST M4400.19 (series).

COSAL Requisition File: (ELEX ONLY)  Requisitions for deficient Navy Type/Navy-Owned OBRPs will be processed through the ELC to FISC Puget Sound.  Units will receive a letter that lists the Document Numbers of the requisitions.  Units are responsible for tracking status.

APPENDIX 6:  PROPERTY
Ref: 
(a) USCG Property Management Manual, COMDTINST M4500.5 (series)

   
(b) USCG Comptroller Manual, COMDTINST 4600.11 (series)

   
(c) USCG Electronics Manual, COMDTINST M10550.25 (series)

   
(d) USCG Regulations, COMDTINST M5000.3  (series)

1.
Purpose:  To provide guidance on ESU local policies and procedures for maintaining

accountability of unit property.  

2. Action:  All ESU/ESD Property Officers and unit custodians shall be familiar with the contents of references (a) through (d) and shall at all times maintain proper accountability of all unit property.

3. Responsibilities:

a.
Command Property Officer:  The ESU New Orleans Command Property Officer will be designated in writing by the Commanding Officer.  The Command Property Officer is responsible for:

(1) Acting as a command liaison to ESD Property Custodians to ensure effective oversight, administration and maintenance of general purpose (GP) and electronics inventory report (EIR) property accountability and control within the Electronic Support Unit and its detachments.

(2) Supervising all ESD Property Custodians regarding all property issues.

(3) Ensuring current and accurate records of all unit property are maintained and readily accessible if the need arises.

(4) Ensuring survey reports for lost, damaged or destroyed property are promptly prepared and processed when required.

(5) Working with unit Property Custodians on case-by-case basis to develop solutions to uncertain property issues. 

(6) Ensuring physical inventories are conducted at required intervals and/or at the discretion of the Commanding Officer.

(7) In accordance with chapter 9 of reference (a), compiling and submitting annual year-end personal property reports supplied by ESD Property Custodians.

b. Property Custodian:  At least one (1) unit Property Custodian will be designated in writing by the Property Officer.  Like the ESU New Orleans Command Property Officer, each unit Property Custodian will be guided in his/her duties by references (a) through (d) and will report, via their Supervisor, to the ESU New Orleans Command Property Officer in conjunction with their duties.  The unit Property Custodians will be responsible for:

(1) Maintaining local property records of all MICA and General Purpose Property accountable under the unit’s OPFAC. 

(2) Conducting and submitting reports on any special property inventories as may be directed by the Commanding Officer or ESU New Orleans Command Property Officer.

(3) Ensuring survey reports for lost, damaged, and/or destroyed properties and are promptly, prepared, processed and submitted to the ESU Command Property Officer.

(4) Conducting required annual surveys and submitting the results as necessary (in time to meet deadlines for reporting) to the ESU Command Property Officer.

(5) Ensuring all property paperwork (e.g. DD-1149s, SF-120s, DD-1348s etc.) is accurate and properly prepared in accordance with reference (a). 

4.
Required Property Reports:

a. ESU New Orleans:  In accordance with chapter 9 of reference (a), the ESU Command Property Officer will consolidate the annual property reports for the ESU and all ESD’s and will submit the consolidated report to MLCLANT prior to the deadlines stated in reference (a).

b. Detachments:  Each ESD Property Custodian will provide the following reports to the ESU command property by the following deadlines indicated.

(1) ANNUAL REPORT OF SURVEY ACTIVITY.  Draft a memorandum FROM: ESD/ESDD, TO:  Commanding Officer, Electronic Systems Support Unit New Orleans SUBJ:  Annual Report of Survey Activity.  Your memo will contain all six lines as listed in paragraph 9.C.4 of reference (a).  If there was no report of survey activity for the fiscal year being reported, then "no report of survey activity for fiscal year 20xx" will be listed on the report.  Negative activity still requires a report.   The report is due to ESU by September 30th of each year. 
(2) REPORT OF UTILIZATION AND DISPOSAL OF EXCESS AND PERSONAL PROPERTY.  Fill out DOT form 4400.1 per paragraph 9.C.1 of reference (a) and the instructions listed on the form itself.  Negative activity still requires a report.  The report is due to ESU by September 30th of each year.
(3) SUMMARY REPORT OF PERSONAL PROPERTY EXCHANGE/SALE TRANSACTIONS.  Fill out DOT form 4410.6 per paragraph 9.C.2 of reference (a). Negative activity still requires a report.  The report is due to ESU by November 8th of each year.

(4) PERSONAL PROPERTY PROVIDED TO NON-FEDERAL RECIPIENTS.  Draft a memorandum FROM:  ESD/ESDD, TO:  Commanding Officer, Electronic Systems Support Unit New Orleans, SUBJ:  Personal Property Provided to Non-Federal Recipients.  The memo should contain the information required by paragraph 9.C.3 of reference (a).  If there were no exchange or sales transactions during the fiscal year being reported, then "no exchange or sales transaction activity for fiscal year 20xx" will be listed on the report.  Negative activity still requires a report. The report is due to ESU by November 15th of each year.

APPENDIX 7:  CMPLUS REQUIREMENTS

Ref:  (a) Configuration Management Plus (CMPLUS), COMDTINST 4400.2 (series)

1.  Reference (a) shall be used to manage parts inventory, unit allowance information, and preventative and corrective maintenance tracking.

APPENDIX 8:  HAZARDOUS WASTE RESPONSIBILITIES

Ref:  (a) Hazardous Waste Management Manual, COMDTINST 16478.1 (series).

1.  ESU New Orleans shall comply with those Federal, state, and local laws and regulations 

applicable to the management of hazardous wastes, as well as procedures and requirements in accordance with reference (a).

APPENDIX 9:  TEST EQUIPMENT CALIBRATION

Ref:  (a) Volume VI to MLCLANT SOP

         (b) Hazardous Waste Management Manual, COMDTINST 16478.1 (series).

1.  Services:  Most electronic test equipment requires periodic calibration to ensure accuracy.  

Calibration philosophies vary within the Coast Guard.  Options for calibration currently 

include contracts with commercial facilities, or ISSAs with DOD of other government 

calibration facilities.  While calibration of electronic test equipment remains a command 

responsibility for all units, MLCLANT (te) will assist in identifying suitable calibration 

service facilities to meet area and district needs. 

2.  Calibration Intervals:  The standard maximum calibration intervals used within the 

Atlantic Area are published in an MLCLANT NOTICE. 

3.  Test Equipment Calibration Funding:  Reference (b) specifies that electronic calibration is appropriately charged to AFC-30 (Object Class 2542) funds, since it is routine maintenance of electronics equipment.  MLCLANT does not receive AFC-30 funds for this purpose.  Operational commanders and Commanding Officers must budget AFC-30 funds for electronic test equipment calibration.  Additionally, field units are responsible for initiating logistics procedures for transporting electronic test equipment to and from the calibration facilities. 

APPENDIX 10:  CASUALTY RESPONSE GUIDELINES 

Ref:  (a) Volume IV to MLCLANT SOP

         (b) COMDTINST M4400.13 (series)

         (c) Casualty Reporting Guide, COMDTINST M3501.3 (series)

1.  Purpose:  To provide guidance and direction to the ESDs on managing CASUALTY repair. 

2.  Chain of Command:  The Commander, Maintenance and Logistics Command Atlantic, 

(MLCLANT) operational and administrative control as the Facility Coordinator.  The chain of command extends from the Commandant to the Commander, MLCLANT; Deputy Commander, MLCLANT; Chief, Command Control and Communications (t) Branch; Assistant Branch Chief, MLCLANT (td), to the Commanding Officer, ESU New Orleans.  Within the ESU organization, the chain of command extends from the Commanding Officer through the Executive Officer to the ESU Department Head and/or ESD Operations Department Head, then to the Supervisor’s of the Electronic Support Detachments.  See references (a) and (b) for additional details.

3.  Discussion:  ESU New Orleans is responsible for electronics and telecommunications 

maintenance oversight within its Area Of Responsibility (AOR).  This AOR is commonly the geographic boundaries of the Eighth Coast Guard District Gulf Coast Region (D8GCR).  A Casualty is defined as an equipment malfunction or deficiency.  Casualty Management (Corrective Maintenance) is the process of restoring defective electronics equipment to operational condition.  A highly responsive support chain is the key to the success of the Coast Guard since it has a direct impact on unit operational readiness.  The primary mission of the ESU and the ESD is casualty management, which supersedes all other mission areas. 

4.  Mission:  ESU New Orleans provides maintenance of electronics and telecommunications systems and equipment for units in the D8GCR, focusing primarily on assisting the field units and electronics shops in maintaining electronics and telecommunications systems and equipment necessary to continue operations.  ESU provides MLCA (t) presence within the district, serving as their eyes and ears, and occasionally as their hands, performing installations on a time available basis.  In those situations where maintenance support is provided by a contractor, ESU New Orleans serves as the Quality Assurance Representative (QA).  Within this area of responsibility, ESU New Orleans monitors and coordinates all electronics work and ensures all C4 systems are maintained in a constant state of readiness. 

a.  Priorities:  Priorities for response to electronics and telecommunications needs are established as follows: 

1.  CASREP Response

2.  Corrective Maintenance (CM)

3.  Preventive Maintenance (PM)

4.  Contract Management and Quality Assurance

5.  MLCA Project

6.  Technical Assistance Visits

7.  Electronics Program Management (EIR, EEIS,ERPAL, test equipment)

8.  District/Unit work orders

5.  Action:  All units in ESU New Orleans’s AOR without ET/TT/ISMs shall notify their local 

ESD whenever an electronic equipment casualty occurs.  ESDs shall assist units that they have primary support responsibilities   for with drafting CASREP messages in accordance with references (c) and (d).  Units which have ETs/TTs and ISMs assigned assume their own organizational maintenance responsibility, and as such are the front line support for their own units.  Units providing their own organizational level support shall fulfill CASREP submission requirements in accordance with references (c) and (d).  ESU New Orleans is responsible for coordinating on-scene technical support for either type of unit.

a.  ESU New Orleans’s Command Duty Officer is available 7x24 to provide support and guidance to the ESDs and to coordinate CASREP assistance.  See reference (e).  The CDO provides courtesy calls to the pertinent Branch Chief when CASREP support issues are beyond the ESDs capability.  The Branch Chiefs in turn determine if the XO and CO should be contacted. 

b.  ESDs are staffed to provide 7x24 CASREP support.  The ESD customer response standard is telephone contact presence, when required, within 3 hours, weather and operations permitting.  This standard of customer support will be followed in ALL circumstances.  Technicians will make every effort to correct casualties as soon as possible.  Supervisors and Branch Chiefs will keep abreast of the status of CASREPs in their AOR and will intervene when necessary to expedite casualty resolution.  For all casualties, ESU technicians will remain on-scene until the CASREP is resolved or they are relieved from further responsibility by the ESU Commanding Officer. 

c.  All CASREP messages requesting ESU assistance will be responded to by message, normally the same day as they are received.  Insure MLCA (t) is always included in the address of the message.  The CASREP Response message should contain as much information as available concerning the shipping documentation and estimated delivery for requested parts, parts availability, shipping mode, all POCs involved in processing the parts and or technical assistance.  During working hours CASREP response messages are released by the Branch Chiefs.  In their absence, the senior person in the department can release the message. 

1.  Per references (a), (b) and (c) ESU New Orleans is responsible for funding NON-MICA Items over $500.  See page K-b-B- (1)-7 in reference (a) for clarification. 

2.  AFC-30, AFC-42 and AFC-77 funds are provided to ESU New Orleans to support Navy equipment.  Annually, COMCOGARD MLCLANT NORFOLK VA//FPB// provides a message to all LANTAREA units which have valid Navy supported equipment installed.  This message distributes money in the following categories; NAVSEA (ASR), NAVSEA (ESM), NAVAIR, and SPAWAR.  See COMDTINST 7100.2 (series) to determine which category should be used to support specific Navy-type, Navy-owned equipment. 

3.  ESD supervisors are responsible for taking action on CASREPs in their AOR and ensuring that Branch Chiefs are given status updates as necessary.

6.  Standard/Non-Standard Equipment:  ESU/ESDs will provide standard replacements for 

failed NON-standard equipment at our cost.  If a unit wants the same non-standard equipment as the replacement, then the unit is obligated to pay for it. 

7.  Supported/Non-Supported Equipment:  ESU/ESDs will provide standard replacements for failed NON-supported equipment at our cost.  If a unit wants the same non-supported 

equipment as the replacement, then the unit is obligated to pay for it. 

TAB A TO APPENDIX 10:  CASUALTY RESPONSE FLOWCHART
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APPENDIX 11:  SSMR/ElectronAlt/CSMP PROCESS

Ref:  (a) Volume VI to MLCLANT SOP

         (b) Coast Guard Radio Frequency Plan, COMDTINST M2400.1 (series).

1.  General:  Flow charts outlining routing of CSMPs, SSMRs, ElectronAlts, and the electronics change approval process can be found on page K-7-5 and K-7-A-3 of Appendix 7 to Annex K to reference (a).

2.  Current Ships Maintenance Project:  CSMPs (CG-2920) are used to request shipboard electronics work beyond the capacity of the ships electronics force.  CSMPs should be 

submitted to the ship's Engineering Officer and copies of electronics related CSMPs should be sent to ESU.  For ships without an assigned ET, ESDs will work with the ship's EO to develop, review, and update the cutters electronics CSMPs well in advance of any dry-dock or dockside availability periods. 

3.  Shore Station Maintenance Report:  SSMRs (CG-4094) are used to request shore side 

maintenance work beyond the capacity of the unit’s work force.  Electronics related SSMRs should be submitted to MLCA(t) via ESU New Orleans. For units without an assigned ET, ESDs will work with the unit to develop a clear problem statement and description of work required. 

4.  Electronics Alteration Request/Authorization:  E-ALTs (CG-3439) are the basic document 

used by Commandant to initiate modifications to electronic systems and by districts, MLCA and headquarters units to request authorization for alterations. 

5.  Electronics Change Requests:  Operational and engineering approvals are required to make changes to the electronics suite on Coast Guard units.  ElectronAlts, SSMRs, CSMPs, or Coast Guard letters may be used to request a change.  ESDs will provide their local customers technical assistance in preparing change requests.  Requests should include a clear problem statement or operational requirement, and should address availability of funding, training, and maintenance support.  Change requests should be routed from the originating unit to MLCA (t) via: the Group Commander, D-8 program manager, and ESU New Orleans.  Changes involving radio transmitters also require frequency assignment authorization from Commandant (G-SCT).  Frequency assignment request letters should be routed from the Group Commander to Commandant (G-SCT) via D-8 (dt), with a copy to ESU New Orleans. Information required for the frequency assignment request letter is outlined in chapter 4 to reference (b).

APPENDIX 12:  TOWERS 

Ref:  (a) Coast Guard Tower Manual; COMDTINST M11000.4 (series)

1.  Introduction:  ESU New Orleans adheres to policies set forth in reference (a).  This instruction provides policy, procedures, and technical guidance for the inspection, maintenance, repair, and climbing of towers.  All personnel responsible for the maintenance of towers of any height, serving any purpose, shall comply with this instruction.  A primary concern when climbing towers is safety.  All Coast Guard personnel must devote complete attention to safety when climbing a tower or when in the immediate vicinity of a tower of any height.  The hazards associated with tower maintenance and inspection require adoption of extraordinary safety measures in order to protect the climbers and ground crew from accidents. 

2.  Maintenance: 

a.  All Coast Guard towers within ESU’s AOR that have antenna systems on them should be limited to the following maintenance:

1.  Treatment of corrosion and corrosion control. 

2.  Repair of the ground system. 

3.  Repairs to the lighting system 

4.  Installation of safety wire at anchors. 

5.  Renewal of non-structural components. 

6.  Cleaning of insulators. 

7.  Adjustment of ball gaps.

b.  Additional maintenance information can be found in page 3-7 of reference (a).

3.  Repairs:  All repairs of Coast Guard owned towers, other than the items listed above, will be referred to CEU New Orleans. 

a.  Climbing:  Reference (a) and the following information is a summary of the safety policy and requirements for ESU personnel climbing towers.

b.  The climber must be a responsible volunteer, authorized by CEU New Orleans to climb towers of equal height and similar design.

c.  Tower structures in excess of twenty feet must be equipped with a safety climb system.  Climbers must wear a full harness and belt, equipped with safety rail sleeve and two lanyards.

d.  A safety observer must be present on the ground while the climber is on the tower.  The safety observer must be qualified to climb the tower, and be outfitted with full harness and belt, safety rail sleeve, and two lanyards.

e.  The tower should not be climbed in inclement weather, at night, or when winds exceed 

15 MPH.

f.  The tower will be de-energized during climbing.

g.  Two-way radios should be used at all times during a tower climb, with radio checks every five minutes.

h.  Hardhats will be worn by the climber and also by any ground crew personnel working within 100 feet of the tower.

4.  Qualifications:

a.  The climber must be authorized in writing by CEU New Orleans to climb towers of a height equal to or greater than the tower to be climbed.

b.  On the first climb of towers in excess of 100 feet, the climber must be accompanied by a Coast Guard military or civilian engineer who has previously climbed a tower of similar design and height, and who is familiar with the safety requirements and hazards outlined in the tower manual.

APPENDIX 13:  PROJECT MANAGEMENT 

1.  Definition:  Project management is the planning and control of all technical and business aspects of a project.  It includes definition, planning, implementation and conclusion.

a.  Definition phase:  The purpose and requirements are clarified.  This section requires knowing who the customer is, and what the operational and resource requirements are. 

b.  Planning phase:  The planning phase assigns responsibility and schedules work. 

c.  Implementation phase:  This phase involves the following:

1.  Control and manage the project.

2.  Execute the tasks through the ESU/contractor.

3.  Document and periodically test assumptions.

4.  Measure progress toward and/or deviation from project’s goals.  Update progress, and keep baseline figures for comparison.

5.  Keep customer (Area, District, Unit) and MLC/ESU informed.

6.  Take corrective action concerning deviations from expectations as needed.

7.  Meet milestones and report if missed.

8.  Stay within cost estimates ($ and labor).

9.  Update project files weekly.

d.  Conclusion phase:  Involves closing out the project and all documentation. 

1.  Complete all documentation.  Project is complete when all deliverables are provided. 


Note:  It is important to clearly specify these deliverables in the project objectives. 

2.  Complete and submit as-built drawings.  Distribute to ESU, contractor, 

maintenance facility, etc.

3.  Report lessons learned. 

4.  Report actual costs.

5.  Complete initial operator and technician training.

e.  Process:  Projects may be initiated from a number of sources, including MLCA (t), D8GCR and local units.  Regardless of the source, the Operations Support Branch will initially review all project requests.  From this review, a Project Manager will be assigned, generally from the Branch that has the most at stake in the project. The Project Officer will then build a task list and enter it into Microsoft Project format.  A second review of the project will then take place by each Branch to ensure all elements of the project have been adequately identified and assigned to the correct department or individual.  From this point the Project Officer directly liaisons with all parties concerned for task deliverables until project completion.

APPENDIX 14:  HELP DESK

Ref:  (a) ESU New Orleans Information Technologies SOP

1.  Refer to reference (a) for all Help Desk procedures.

APPENDIX 15:  LOCAL CONFIGURATION CONTROL BOARD (LCCB)

Ref:  (a) Local Configuration Control Board Policy, ESUNOLAINST 5200.1 (series)

1.  Purpose.  Provide guidance to ESU/ESD personnel concerning Local Configuration Control Board policy matters. 

2.  Policy.  All personnel shall follow guidance provided in reference (a), as well as any local directives on a not to interfere basis with established CG policy.

APPENDIX 16:  AVAILABILITIES

(a) Naval Engineering Manual, COMDTINST M9000.6 (series)

1.  Purpose.  The Commanding Officer or Officer-in-Charge of a Coast Guard cutter is responsible for the readiness of the cutter to perform its assigned missions.  The most effective way to meet this responsibility is to have a well planned and aggressively pursued maintenance program with a financial program established that supports it.  For this reason the availability process was developed to ensure such maintenance could be done over a scheduled period of time.

2.  Action.  Personnel shall refer to reference (a) section 081 for drydock or dockside availability procedures.

3.  Discussion.  The following is the availability process time line:

Week 38-42 prior to start of availability – Assessment by ESU or ESD

Week 34 - MLCA (v) sends out 240 day planning message

Week 33 – Work Definition Conference (WDC)

Week 29 – First A-Team Meeting

Week 21 – Second A-Team Meeting

1st day of actual availability – Arrival Conference

During availability – Material Assessment (Q&A)

Week +4 – Post Availability Report (Lessons learned)

Week +6 – Third A-Team Meeting 

APPENDIX 17:  TECHNICAL ASSESSMENTS

(a) Volume VI to MLCLANT SOP Section 6.

1.  Purpose.  In accordance with reference (a) The ESUs and ESDs shall establish and implement a technical assessment program.  The purpose of technical assessments are to evaluate how well a unit's electronics plant is being maintained, identify problem areas and appropriate corrective action, and report the findings to the operational commander of the unit being assessed.  The assessment provides the unit CO with an independent assessment of how well his/her electronics plant is being maintained.  Technical Assessments are also an excellent training tool for Detachment Supervisors and EMOs of afloat units
2.  Action.  All personnel shall refer to reference (a) for technical assessment procedures.

APPENDIX 18: TERRORIST THREAT CONTINGENCIES

Ref: (a) Physical Security Program, COMDTINST M5530.1 (series)

1.  Purpose:  Terrorist activities are an increasingly real treat to all government installations particularly military reservations.  

2.  Discussion:  Threat Condition (THREATCON) Definitions.  Threat assessments include assigned threat levels and provide the latest details on terrorist activities for a particular location. While there is no direct correlation between threat information, (e.g., Intelligence Summaries, Warning Reports, and Spot Reports), and THREATCONs, such assessments provide information to assist commanders in determining the appropriate THREATCON to declare.  THREATCONs may also be suffixed with the geographic area deemed at risk.  Once a THREATCON is declared, the selected measures should be implemented immediately.  THREATCONs have the following associated conditional meanings:

a.  THREATCON NORMAL.  This condition applies when a general threat of possible terrorist activity exists but warrants only routine security posture.

b.  THREATCON ALPHA.  This condition applies when there is a general threat of possible terrorist activity directed against units and personnel, the nature and extent of which are unpredictable, and the circumstances do not justify full implementation of the measures of THREATCON BRAVO.  However, it may be necessary to implement certain selected measures from THREATCON BRAVO as a result of intelligence received or as a deterrent.  The measures in this THREATCON must be capable of being maintained indefinitely.

c.  THREATCON BRAVO.  This condition applies when an increased and more predictable threat of terrorist activity exists.  The measures in this THREATCON must be capable of being maintained for weeks without causing undue hardship, without affecting operational capability, and without aggravating relations with local authorities.  All previous measures remain in effect.

d.  THREATCON CHARLIE.  This condition applies when an incident occurs or when intelligence is received indicating that some form of terrorist action against units and personnel is imminent.  Implementation of this measure for more than a short period will probably create hardship and will affect the peacetime activities of the unit and its personnel.  All previous measures remain in effect.

e.  THREATCON DELTA.  This condition applies in the immediate area where a terrorist attack has occurred or when intelligence has been received that terrorist action against a specific location is likely.  Normally, this THREATCON is declared as a localized warning.

3.  Action:  All personnel shall follow the measures outlined in reference (a) for each THREATCON.
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												Cost

		Plane Ticket										$   - 0

		Taxi/bus										$   - 0

		Parking										$   - 0

		Skycaps										$   - 0

								# of Days		Amount

		Rental Car						0		$   - 0		$   - 0

		Lodging						0		$   - 0		$   - 0

		Meals						0		$   - 0		$   - 0

						# of Miles

		POV Mileage				0						$   - 0

		Total Estmated Cost										$   - 0
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