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COMDTINST M5440.3A
16 May 13

COMMANDANT INSTRUCTION M5440.3A

Subj:  OPERATING FACILITY CHANGE ORDER (OFCO) MANUAL

Ref: (a) Operating Facilities of the Coast Guard, COMDTNOTE 5440

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

(c) Information and Life Cycle Management Manual, COMDTINST M5212.12
(series)

(d) National Environmental Policy Act Implementing Procedures and Policy for
Considering Environmental Impacts, COMDTINST M16475.1 (series)

(e) Communications Procedures Teletypewriter Procedures, ACP-126 (series)

(F) United States Coast Guard Regulations 1992, COMDTINST M5000.3 (series)

PURPOSE. This Manual outlines the process for preparing and executing Operating Facility
Change Orders (OFCO).

ACTION. All Coast Guard unit commanders, commanding officers, officers-in-charge,
deputy/assistant Commandants, and chiefs of headquarters staff elements shall comply with
the provisions of this Manual. Internet release is authorized.

DIRECTIVES AFFECTED. Operating Facility Change Orders (OFCO) Procedures,
COMDTINST M5440.3 is canceled and renamed the Operating Facility Change Order
(OFCO) Manual. Operating Facilities of the U.S. Coast Guard, COMDTINST M5440.2N is
cancelled and portions are incorporated into this Manual. The authoritative source for Coast
Guard organizational elements with an Operating Facility Address Code (OPFAC) is
reference (a).

AUTHORITY. The Commandant has broad authority under 14 USC 93 to establish,
disestablish, and change shore facilities. The Commandant may also assign vessels, boats,
and aircraft as needed. However, the authority to acquire and dispose of vessels is vested in
the Secretary under 14 USC 92. Since commissioning and decommissioning cutters is
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closely linked to their construction and disposal costs, the Secretary’s direction is usually
communicated via the budget.

5. DISCUSSION.

a. The OFCO is the directive to Headquarters staff elements and operational and support
commanders that affects a change to an operating facility and specifies and assigns the
administrative tasks necessary to implement the change. It is a baseline resource
allocation document that details the allocation, removal, and redirection of resources.
OFCOs only apply to organizational elements with an OPFAC.

b. The OFCO has enough information about the operational facilities affected to fully
describe their organizational placement, key identity elements, and operational scope to
serve as a self-contained historical record of changes to Coast Guard units.

c. The OFCO is the standard means to notify the Administration, Congress, and the public
when there is a change of program, location, or major equipment that may be of public
interest. This notification is not required under any law or statute except when the
change triggers a budgetary reprogramming notification.

d. Whether external notifications are made is the only aspect of the general OFCO process
outlined in enclosure (2) that may not be applicable to all OFCOs. The highly
interconnected nature of Coast Guard programs that rely on timely notifications of
changes to units and detached units rules out an abbreviated or administrative OFCO
review process.

e. An OFCO is required to implement changes to operating facilities (also known as units)
involving any one, or a combination of, the following actions after proper approval has
been obtained.

(1) Initial designation, changes to a cutter's homeport, or changes to its commissioning
status.

(2) Establishment or disestablishment of a shore facility, including those of a
temporarily staffed nature such as seasonal Search and Rescue Stations.

(3) Change of name, geographic location, administrative control (ADCON),
operational control (OPCON), or organizational placement of an operating facility
(a change requiring an Organization Modification Request (OMR) as outlined in
reference (b)).

(4) Change of unit type (e.g. Station to Station (small)) or functional responsibilities of
an operating facility.

(5) OPFAC and/or Administrative Target Unit (ATU) assignment or reassignment.
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f. The OFCO is not a policy document. Policy and management decisions shall be
finalized before the OFCO is prepared. The Originator is required to include the
approved decision document(s) with the OFCO package when submitted for signature.
An exception to this is during concurrent clearance, when certain individual decisions
require further independent study (e.g., billet reductions or reprogramming, or disposition
of excess property), and their resolution is not central to the change proposed. In such
instances, the matter(s) not yet resolved shall be identified in the OFCO.

g. Decision documents come in a variety of forms for many reasons, so no attempt is made
to discuss every possible type. In general, OFCOs are preceded by an Organization
Modification Request (OMR), as described in reference (b). Only decision documents
approved by the Office of Resource Management (CG-83), the Office of Planning and
Performance (CG-81), the Assistant Commandant for Resources (CG-8), the Vice
Commandant (VCG), or the Commandant (CCG) can change the Personnel Allowance
List (PAL).

h. An OFCO shall express a clear description of the budgetary effects of the change, as well
as the effect on aircraft, boat, vehicle, and personnel allowances. Where a need for
additional funds or resources is generated, the source of those funds or resources is to be
explicitly identified. In the event savings will be generated, their disposition will be
detailed.

i. Information in a pending OFCO shall normally not be disseminated with the exception of
information pertaining to compliance with the National Environmental Policy Act
(NEPA) and other laws requiring public participation and consultation with other Federal
or state agencies as necessary.

J- An OFCO shall be produced for each unit unless the actions are closely related (i.e.,
disestablish a sector and establish a station). This facilitates management, tracking, and
auditing of the changes. Any questions regarding whether an OFCO is required should
be addressed to the Personnel Allowance and Pay Division, Commandant (CG-833).

6. PREPARATION.

a. Format. OFCOs will be prepared using the format for a Coast Guard message. The
contents of the OFCO are specified in enclosures (1) and (3) and the format is illustrated
in enclosure (4). The checklist will be distributed by the Originator per paragraph (10) of
this manual. Enclosures (5) through (10) are sample checklists for various OFCO types.
The checklist remains a part of the formal OFCO package in sequential clearance. As
systems and organizations change, Commandant (CG-833) will update the checklists,
message format, and message addressees. Please notify Commandant (CG-833) of any
OMRs or OFCOs being drafted to ensure smoothest possible clearance process and to get
the most current supporting documents.

b. Timing. An OFCO that affects personnel allowances, requires lengthy pre-
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commissioning training, changes one ATU / OPFAC combination to another, effects
civilian bargaining units, or would cause the issuance of permanent change of station
orders shall be initiated sufficiently in advance to allow clearance and final approval well
before the effective date. Ninety (90) days in advance of the effective date is the
minimum requirement for OFCO release, but six (6) months is desired. This timeline
exists so various support and logistics processes can be finished prior to executing
missions or highly visible ceremonies. Compressing the timeline will result in mission
support gaps.

1)

()

(3)

(4)

Personnel Allowance Amendments (PAAS) are the key to the assignment process.
They are not normally issued until after the OFCO has been approved. The Coast
Guard Personnel Service Center (PSC) and the Office of Civilian Personnel (CG-
121) will not make personnel assignments or hiring actions until PAAs are issued.

(a) To allow for notification and movement of military personnel and dependents,
the normal processing time is 120 days from PSC receipt of a PAA until the
first personnel arrives at a unit.

(b) Commandant (CG-121) needs 120 days prior to decision document signature to
evaluate position description and series reclassification changes. Additionally,
once the decision document is signed but prior to implementation, allow up to
120 days for Commandant (CG-121) to make labor union notifications and
conduct bargaining. PAAs are not issued until Commandant (CG-121)
completes the labor obligation notifications and bargaining.

If a civilian reduction in force (RIF) is required, issuance of RIF notices are
required 120 days before the effective date. However, significant planning is
required for RIF to include obtaining approval of RIF, notifying DHS and
Congress, developing a communications strategy, conducting RIF briefings,
obtaining updated information from employees, notifying the union(s) if necessary
and completing bargaining, conducting the RIF, and notifying employees. This
will mean positions to be eliminated must be identified at least eight months in
advance of the 120-day notice period to allow Commandant (CG-121) time to
prepare for the RIF prior to the issuance of the RIF notices..

If the change includes civilians in a bargaining unit, the potential impacts of the
changes must be communicated to the union for comment by Commandant (CG-
121). This process generally takes between 45 and 90 days, although it can extend
beyond that for highly contentious changes.

Changes to ATU-OPFAC combinations result in modifications to the lines of
accounting used to expend funds. If an OFCO includes new or revised ATU-
OPFAC combinations for a unit, the financial and logistics systems must be
updated to account for that. In some cases, such as establishing completely new
units, this is straightforward. However when several units are being combined,
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making and executing the transition plan for credit cards, contracts, MILSTRIPS,
and all other financial vehicles can take up to six months.

(5) Shore infrastructure support projects required to support an OFCO shall be initiated
far in advance of the OFCO process to ensure adequate time for planning and
execution to establish shore infrastructure requirements to support the OFCO. This
includes shore unit relocations, change of cutter homeports, and shore unit closures.
Refer to the Civil Engineering Manual, COMDTINST 11000.11 (series) for further
guidance.

c. Responsibility. The responsibility for drafting an OFCO lies with the Headquarters
program manager which initiated the need for a change to those items in paragraph 5.d of
this Manual. That Office is the OFCO Originator. Units outside of Headquarters cannot
be the OFCO Originator; however, an impacted unit may assist the HQ program manager
in drafting the OFCO.

7. CONGRESSIONAL AND AGENCY NOTIFICATIONS.

a. The actions listed in paragraph 5.e of this Manual may require notifications. The Office
of Congressional Affairs (CG-0921) will make the final determination whether
notification is required and who will be notified.

b. Commandant (CG-0921) shall be included in the concurrent clearance process to
determine the need for notifications.

c. Congressional notification is most often completed by a letter to applicable members and
signed by Commandant (CG-0921). Depending on the action, Commandant (CG-0921)
may coordinate phone calls or personal visits to congressional members in conjunction
with the proposed action. Headquarters directorates should be prepared to support
Commandant (CG-0921) in these notifications by providing draft letters, press releases,
fact sheets, etc.

d. Notification letters:

(1) Notification letters are sent at a minimum to the Coast Guard's Oversight
Committee and Subcommittee Chairmen and Ranking Minority Members. They
are usually sent to the applicable congressional district, state representatives and
senators but are not required by law. The following committees and subcommittees
should be notified:

(a) House.
1. Appropriations Committee; Subcommittee on Homeland Security.

2. Committee on Homeland Security; Subcommittee on Border and Maritime
Security.
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3. Committee on Transportation and Infrastructure; Subcommittee on Coast
Guard and Marine Transportation.

(b) Senate.
1. Appropriations Committee; Subcommittee on Homeland Security.
2. Committee on Homeland Security and Governmental Affairs.

3. Committee on Commerce, Science, and Transportation; Subcommittee on
Oceans, Atmosphere, Fisheries, and Coast Guard.

(2) The OFCO Originator will draft the notification letter and route it through
Commandant (CG-833) to Commandant (CG-0921). The draft should include a list
of the congressional districts affected and the body of the letter. Commandant
(CG-0921) will format and address the draft letters.

(3) Commandant (CG-0921) will review and sign the notification letters.

(4) When the OFCO is received by Commandant (CG-0921) in the sequential
clearance process, the signed original letters with blind copies to ranking
committee members will be inserted into the OFCO package and forwarded.

(5) Department of Homeland Security notifications will be handled the same way as
congressional notifications, except communications will go through Commandant
(CG-092).

e. OFCOs requiring notification must include the following paragraph:

It is highly recommended that any special ceremonies or functions planned in
conjunction with this OFCO include congressional representation with an
opportunity for the senators and/or representative to speak. When feasible, such
ceremonies should be scheduled to occur when members of Congress are in their
home district; when not feasible, it is appropriate to invite the senior member of a
local office as a guest. In any event, it is always desirable to extend an invitation to
both senators and the representative(s) of the congressional district(s) involved.
Invitations should normally be forwarded via the Congressional Affairs Staff (CG-
0921). Contact Commandant (CG-0921) to obtain names, addresses, telephone
numbers, member's background, or other information.

8. CONCURRENT CLEARANCE.

a. Headquarters staff clearance of an OFCO is accomplished by distributing a draft of the
OFCO (along with the pertinent checklist, decision document, a billet map if needed, and
drafts of required congressional and secretarial notifications) under a Concurrent
Clearance Form CG-4590. Concurrent Clearance Form CG-4590 is the routing sheet and
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only initials are required on that form. Office specific routing forms shall not be used for
routing between signatories.

. The review provides the opportunity to address administrative issues related to
implementing the change and reviewers should not provide comments on the decision
itself.

Concurrent clearance distribution can be done via email or physical copies. Commandant
(CG-833) has and maintains an email distribution list for Originator use that covers most
recipients. Non-standard recipients must be added by the Originator.

.. The minimum routing for OFCO concurrent clearances is listed below. In general,
routing shall include those staff elements in which programs, facilities, and/or support
activities are affected by implementation of the OFCO. Those staffs listed below shall
coordinate the Directorate or Office input with their respective Offices or Divisions.
Selection of additional staff elements to which OFCOs should be routed for clearance is
the responsibility of the Originator. Minimum concurrent clearance routing consists of:

(1) Office of Planning and Performance (CG-81) — reviews for organizational and/or
field planning impacts.

(2) Office of Budget and Programs (CG-82) — reviews for compliance with budget
authorities and ascertains budget impacts.

(3) Office of Resource Management (CG-83) — ensures all impacts to appropriations
and personnel resources have been addressed. Makes appropriate changes in
Source of Funds (SOF) and/or the Budget Models.

(4) Office of Financial Policy and Systems (CG-84) — reviews for compliance with
financial policy and ensures appropriate changes to entries in financial systems are
made.

(5) Finance Center (FINCEN) - reviews for financial system impacts to changes to
lines of accounting such as updates to ATU and Cost Center values associated with
the OFCO.

(6) Office of Congressional Affairs (CG-0921) — reviews for necessity of
Congressional and Agency notifications. Reviews and distributes congressional
notifications.

(7) Office of General Law (CG-0944) and Office of Regulations & Administrative
Law (CG-0943) — reviews for legal implications or impacts.

(8) Deputy Commandant for Operations Administration and Coordination Staff (CG-
DCO-A) — distributes to DCO organization and coordinates responses. The
concurrent clearance package should be sent to HQS-DG-Ist-CG-DCO-A-
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(9)

(10)

(11)

(12)

(13)

(14)

(15)

(16)

(17)

(18)

SP@uscg.mil.

Operations Resource Management Directorate (CG-DCO-8) — reviews for resource
implications within the directorate.

Assistant Commandant for Prevention Policy (CG-5P) — reviews for alignment
with prevention policy.

Assistant Commandant for Response Policy (CG-5R) — reviews for alignment with
response policy.

Assistant Commandant for Capabilities (CG-7) — reviews for impacts to specialty
forces.

Mission Support Resources Directorate (DCMS-8) — reviews for resource
implications within the directorate.

Assistant Commandant for Human Resources (CG-1) — further distributes within
Commandant (CG-1), including sub commands such as the Personnel Services
Command (PSC), to review for personnel implications, and consolidates
comments. OFCOs that may impact Reserve positions should also be directly
cleared through Commandant (CG-131).

Assistant Commandant for Engineering and Logistics (CG-4) — further distributes
within Commandant (CG-4) and collects comments. CG-4 places emphasis on the
impact OPFAC changes have on facilities support changes and activity address
codes, i.e. Department of Defense Activity Address Codes (DoDAAC), Requisition
Address Codes (RAC), and Routing Identifier Codes (RIC).

Office of Information Management (CG-61) — further distributes within
Commandant (CG-6) / subunits and consolidates comments. Reviews OFCO
content where it affects policies and procedures from the Printing (distribution, unit
address assignment), Directives, Postal, Forms, and Privacy programs as units
establish/disestablish or change scope/mission. One key function of note is
maintaining the Standard Distribution List (SDL). The SDL is used to transmit
current addresses, phone numbers, and instructions for correspondence handling
through the Coast Guard.

Director of Operational Logistics (DOL) — further distributes to DOL organization
and consolidates comments.

Force Readiness Command (FORCECOM) — review for readiness reporting and
Mission Essential Task List (METL) impacts and implications to the training
community.

e. Draft OFCOs shall also be routed to the following staff elements as indicated:
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Office of Financial Transformation and Compliance (CG-85) — when the change
affects a unit with procurement authority vested in a warranted contracting officer
at the activity.

Office of Public Affairs (CG-0922) — when the change is politically significant
and/or has potential public interest.

Director, International Affairs Staff and Foreign Policy Advisor to the Commandant
(CG-DCO-I1) — when the change affects an overseas unit or is a cutter that could
possibly be transferred to a foreign government. Commandant (CG-DCO-I) will
prepare required Department of State notifications.

Office of Aviation Forces (CG-711) — when the change affects any aircraft or air
station.

Office of Boat Forces (CG-731) — when the change affects a small boat station,
Sector, Activities, Aids to Navigation Team or National Motor Lifeboat School
activity.

Office of Shore Forces (CG-741) — when the change affects a small boat station,
Sector, Activities, Aids to Navigation Team or National Motor Lifeboat School
activity.

Office of Cutter Forces (CG-751) — when the change affects a cutter.

Office of Counterterrorism and Defense Operations Policy (CG-DOD) — when the
change affects a Port Security Unit.

Director of Contracting and Procurement (CG-91) — when the change affects
procurement and contracting personnel or functions, or requires the transfer of
contract administration and/or oversight between directorates, offices, service
centers, or logistics centers.

Office of Acquisition Management (CG-924) — when the change affects a unit
associated with a Vice Commandant chartered acquisition project.

Community Services Command (CSC) — when commissioning or decommissioning
any unit with an MWR Program or Coast Guard Exchange System program.
Provides commissioning and decommissioning guidance for the Morale, Well-
Being, and Recreation (MWR) Program (establish/disestablish morale fund
accounts, establish or disestablish Navy Motion Picture Service (NMPS) accounts,
etc.). Also provides guidance, for the Coast Guard Exchange System, especially
afloat Satellite Exchanges.

Contentious issues and discrepancies must be resolved before the OFCO is routed for
sequential clearance. A summary of all comments received in concurrent clearance and
an indication of how the comments were resolved shall be made part of the final approval
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routing.

9. SEQUENTIAL CLEARANCE AND APPROVAL.

a.

Following concurrent clearance, once all updates are made to the OFCO and supporting
documents, they shall be forwarded as a package to the Office of Resource Management
(CG-83) for final approval and signature. The paper package shall be routed sequentially
through the following staff elements, in the following order, at a minimum:

(1) Originator's Office Chief.
(2) Program Review Division (CG-821) for final budgetary check.

(3) Personnel Allowance Division (CG-833) for OPFAC issuance, PAL equities, and
adherence to the OFCO formatting and content as outlined in this instruction.

(4) Office of Congressional Affairs (CG-0921) for notification letter signature.
(5) Office of Resource Management (CG-83) for final OFCO approval.
The sequential clearance package shall consist of, at a minimum:

(1) Routing sheet on cover. Use the Coast Guard Headquarters Routing Slip Form
CGHQ-6046. The only places signatories should sign or initial are on the routing
sheet and the approval digest.

(2) Right hand side. A digest summarizing the package for signature, the draft OFCO,
and Congressional notification letter content.

(3) Lefthand side. The billet map (if applicable), required checklist(s), original
Concurrent Clearance Form CG-4590, summary of concurrent clearance comments
/ resolutions, decision memo, OMR approval, and other supporting documentation.

Corrections to notifications should normally be made by Commandant (CG-0921) during
sequential routing.

When the OFCO creates a new commanding officer position with military justice
authority and the decision document is not signed by the Vice Commandant or
Commandant, the Assistant Commandant of Resources (CG-8) will forward the package
to the Vice Commandant or Commandant for signature.

When the OFCO does not create a new commanding officer position with military justice
authority or the decision document authorizing a new commanding officer comes from
the Vice Commandant or Commandant, the Office of Resource Management (CG-83)
will sign the OFCO.

Once the OFCO has been approved, Commandant (CG-833) will return the notification

10
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letters to Commandant (CG-0921) for delivery to Senate and House members and the
Department of Homeland Security, as necessary. To ensure that no final Congressional
objections or concerns have been raised, Commandant (CG-833) will normally wait
before releasing the message. If formal notification to the Secretary of the Department of
Homeland Security is required, it will be done before the congressional notifications
through Commandant (CG-092).

(1) When Congressional reprogramming notifications are not required, the OFCO
release delay for Congressional review is 10 working days.

(2) When Congressional reprogramming notifications are required, the OFCO release
delay for Congressional review increases 15 working days.

10. DISTRIBUTION AND RECORD KEEPING.

a.

C.

d.

Upon receipt of the approved OFCO with no Congressional objections, Commandant
(CG-833) shall verify with the Originator that nothing needs updating and then shall
release the message to the recipients listed in enclosure (3).

If Congress has objections, they will be addressed prior to OFCO release. Approval of
the OFCO after making changes satisfying Congress will be handled on a case-by-case
basis.

Commandant (CG-833) will maintain copies of approved sequential clearance packages.

Maintain and dispose of records within the system in accordance with reference (c).

11. EXECUTING AN OFCO.

a.

b.

The implementing unit is required to complete all checklist items within the timeframe
listed for each item.

The implementing unit shall notify the Originator via an OFCO completion message
(enclosure (4)), with info addressees as listed in enclosure (3), once all action items in the
checklist are completed and the changes outlined in the original OFCO message are
effective.

If effective date notification is not made within two weeks after the published effective
date, the OFCO Originator shall contact the unit via message with a copy to Commandant
(CG-82) and Commandant (CG-833) to ascertain the status of the outstanding directed
action(s).

12. OFCO CHANGES.

a.

An OFCO may be changed up to one year past the release date. The change should
address only those items being altered. The change will be clearly indicated in the
subject line as CHANGE NO. ## TO OFCO NO. ###-YY. For clearance, approval, and

11
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notification purposes, the change will be processed through the sequential clearance
process only.

b. Changes to the unit after the one-year period that meet OFCO issuance requirements will
necessitate a new OFCO.

c. OFCO change messages shall be sent when updating the following elements of the
OFCO:

(1) The name of the unit(s) affected.

(2) The chain of command or any administrative data elements such as ATU, OPFAC,
etc.

(3) The physical, mailing, or shipping address.

(4) The expected effective date when it exceeds 30 days past the original effective date.
Earlier OFCO finalizations do not require an OFCO Change message, just the
OFCO Completion message.

(5) Personnel allowance, funding, or property changes.

13. RECORDS MANAGEMENT CONSIDERATIONS. This Manual has been thoroughly
reviewed during the directives clearance process, and it has been determined there are no
further records scheduling requirements, in accordance with Federal Records Act, 44 U.S.C.
3101 et seq., National Archives and Records Administration (NARA) requirements, and
reference (c). This policy does not have any significant or substantial changes to existing
records management requirements.

14. DISCLAIMER. This Manual is intended to provide operational requirements for Coast
Guard personnel and is not intended to nor does it impose legally binding requirements on
any party outside the Coast Guard.

15. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS.

a. The development of this Manual and the general policies contained within it has been
thoroughly reviewed by the originating office in conjunction with the Office of
Environmental Management and the Office of Environmental Law.

b. Where NEPA is applicable to the provisions of this directive, these provisions are
categorically excluded under current USCG Categorical Exclusion (CE) # 33 from
further environmental analysis, in accordance with Section 2.B.2. and Figure 2-1 of
Reference (d). Because this Manual contains guidance on, and provisions for,
compliance with applicable environmental mandates, Coast Guard categorical exclusion
#33 is appropriate.

12
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c. Where NEPA is applicable to the provisions contained in this directive, these provisions
will not have any of the following: significant cumulative impacts on the human
environment; substantial controversy or substantial change to existing environmental
conditions; or inconsistencies with any Federal, State, or local laws or administrative
determinations relating to the environment.

d. All future specific actions resulting from the general policies in this Manual must be
individually evaluated for compliance with NEPA, DHS and Coast Guard NEPA policy,
and compliance with all other environmental mandates. Due to the administrative and
procedural nature of this Manual, and the environmental guidance provided within it for
compliance with all applicable environmental laws prior to promulgating any directive,
all applicable environmental considerations are addressed appropriately.

16. FORMS / REPORTS. The forms / reports referenced in this Manual are available in USCG

Electronic Forms on the Standard Workstation or on the Internet:
http://www.uscg.mil/forms/.

Enclosures: (1)
(2)
3
4)
)
(6)
(7)
(8)
9

/sl
S. P. METRUCK
Assistant Commandant for Resources

Instructions for Preparing an OFCO
OFCO Process Flow Chart

OFCO Message Elements Table

OFCO Message Templates and Examples
Cutter Commissioning Checklist

Cutter Decommissioning Checklist
Establish Shore Unit Checklist
Disestablish Shore Unit Checklist

Cutter Change of Homeport Checklist

(10) Change Administrative and Operational Control Checklist
(11) Definitions

(12) OPFAC and ATU Issuance Guidance

(13) OPFAC Listing Data Elements

13


http://www.uscg.mil/forms/

COMDTINST M5440.3A

THIS PAGE LEFT BLANK

14



Enclosure 1: Instructions for Preparing an OFCO

1. FORMAT. All OFCOs are to be prepared in message format in accordance with reference
(e). The message shall be addressed to the appropriate units per enclosure (3).

a.

h.

Use the CGMS Bulletin functions that identify the message as an OFCO. Within the
CGMS 4.0 Help Library, see the Bulletin section in Message Composition.

The subject line begins with "OFCQO”, the index number, and a brief description of the
change.

The OFCO index number will be sequentially issued in the order they are released within
each calendar year, just like all other bulletin messages. The first OFCO of a particular
year is number 001.

Every OFCO will contain a reference to the decision memo or policy directive that
approved the directed changes the OFCO is to convey.

References to forms, manuals, and other resources available online should include a URL
to the specific resource as a best practice.

OPFAC listing data elements shall be in alignment with the authorized data element
tables in enclosure 13 and maintained by Commandant (CG-833). Change requests to the
lists should be made via email to the data element manager(s) listed in enclosure (13).
Change requests should include the desired abbreviation, long description, and brief
explanation why the change is needed.

All changes in address or location should be coordinated with Commandant (CG-611) to
ensure proper procedures are performed for updating mailing / freight / shipping
address(es) with USPS and commercial carriers / accounts.

OFCOs are NOT internet releasable.

2. MANDATORY TOPICS. All OFCOs must include the following, otherwise they are

considered incomplete and will be rejected:

a.

A declaration of the unit responsible for ensuring the OFCO is implemented and checklist
items are completed.

A statement of the change being ordered, accompanied by any necessary amplifying
information, e.g., shifts of operational or administrative control. A list of authoritative
cutter statuses can be found in Chapter 10 of reference (f).

A date or period of time in which the change is to be effected, expressed as precisely as
possible, e.g. NLT 30JANOO.

A requirement to notify the message addressees of the actual completion date of the
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e.

directed action. The action should not be completed until all checklist items have been
addressed.

A new OPFAC listing for each affected facility in the format as it will be printed in
reference (a). A change affecting a number of units identically may be summarized by a
statement of the change and an updated OPFAC Listing of affected units instead of
separate OFCOs. An example is changing the ATU of a set of units or unit types.

The Department of Defense Activity Address Code (DoDAAC) and associated authority
code as determined by Commandant (CG-441). Per the Supply Policy and Procedures
Manual, COMDTINST M4400.19 (series), Commandant (CG-441) is the office
responsible for logistics identification code policy that is applied by designated mission
support agents.

Under each OPFAC listing will be a Basic Identity Data Elements (BIDE) listing for Joint
Operations purposes, as required. In accordance with Force Readiness Reporting,
Chairman of the Joint Chiefs of Staff Instruction 3401.02 (series), the Coast Guard is
required to maintain a registration of units the Commandant has agreed may be
reasonably deployed to support operation plan execution orders (OPLAN EXORD) and
units designated in the Department of Defense (DOD) Forces for Unified Commands
memorandum.

(1) The current unit registration database, Global Status of Resources and Training
System (GSORTY), is expected to be replaced by the Defense Readiness Reporting
System (DRRS). When the unit registration functionality is transitioned, the BIDE
entry will be made into DRRS.

(2) The following data elements are to be listed for each unit when required. This list
includes a brief description of the data elements and the office responsible for
ensuring they meet DOD standards.

(@) Unit Identification Code (UIC) — the unique identifier for the unit in joint systems.
Commandant (CG-833)

(b) Unit Name (long) — the descriptive name of the unit, 55 characters or less.
Originator

(c) Unit Name (short) - the descriptive name of the unit, 30 characters or less.
Originator

(d) Primary Unit Type Code (UTC) — this DOD code associates a unit with a generic
unit type classification. DOL-4

(e) Homeport — City, State Abbreviation. Originator
() GEOCODE - this is a DOD code that aligns with lat/long and standardizes
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location information throughout the DOD. DOL-4
(g) Parent Unit — the UIC of the parent unit. Originator

For all OFCOs except OFCO modifications not dealing with a location change, provide
the physical address of the unit including zip code. Commandant (CG-612) maintains
mailing address information, which is updated with the Change of Mailing, Freight, and
Billing Address, Form CG-4183.

A statement indicating the environmental analysis (National Environmental Policy Act
[NEPA] and/or National Historic Preservation Act [NHPA] analysis, as applicable) that
has been completed (pursuant to reference (d)) for the action or change about to be
ordered, and a brief description of the findings of those analyses.

A statement indicating the amount of funding and / or financial management changes
required. Coordinate changes to accounting data, such as lines of accounting, with the
appropriate Budget Officer, Appropriation Manager, Commandant (CG-83), and FINCEN
(SA). If no funding changes are anticipated, a statement to that effect is required.

If an OFCO that changes the PAL affects personnel costs, i.e., adds, deletes, or changes
the ranks of billets or grades of positions, a brief statement indicating the amount of
Standard Personnel Costs (SPC) required or whether the changes are resource neutral.

State all unit personnel allowance changes (i.e., "add", "delete”, "move" as applicable for
each billet) explicitly or by reference, with sources and dispositions. In all OFCOs a total
of the number of positions (military, reserve, and civilian) being directly impacted,
including the total SPC cost must be included. In most cases, the personnel allowance
changes should be captured in a separate billet map showing the current state and future
state. Unit establishment OFCOs must have an accompanying billet map. Contact
Commandant (CG-833) for a template. A complete billet map should be forwarded to
Commandant (CG-83) in order to make the billet changes on PAL. When a unit is
decommissioned or moved, reserve billets are retained in the Chain of Command of that
unit and must be included in the OFCO billet map.

State when an allowance change has not been resolved.

State all requirements for pipeline training billets.

CHECKLISTS. The checklists list the minimum set of tasks that the unit or originator must

complete prior to the event.

a.

In addition to the items listed in the checklists, include any other pertinent information
that may not be contained in the checklist in the body of the OFCO. Examples include
points of contact for a particular item and the unit that the checklist applies to. Editable
templates are available from the Commandant (CG-833) intranet portal for easier
customization.
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b.

The checklist shall be routed with the OFCO during the clearance process and is part of
the formal tasking for the OFCO.

4. NON-MANDATORY TOPICS. When applicable, OFCOs should also include the following

information.

a.

The establishment of, or changes to, a Plain Language Address (PLA) used in the Coast
Guard Messaging System, if known.

OFCOs that require facility actions to support, such as a relocation of unit, growth of unit
PAL, change of homeport, etc. should all include a line item indicating the status of the
facility support project. As noted previously, facility support projects should be initiated
far in advance of the OFCO due to the possibility of extended review and execution
timelines for civil engineering projects.

When a unit is reorganized under a new name or a new unit is established using the
personnel from various commands that are being disestablished concurrently with the
establishment, there are frequently questions about the succession to command. Usually
the questions relate to the applicability of military justice and administrative actions that
may have happened at the former unit. An example of this is a pending military justice
action that is in progress at unit Delta when new unit Alpha formed and units Bravo,
Charlie, and Delta are disestablished.

(1) Include wording in paragraph 1 of the OFCO such as, “ALPHA IS THE
SUCCESSOR IN COMMAND TO BRAVO, CHARLIE, AND DELTA.” Language
must also be included in the OFCO that clearly designates the authority to convene
a court-martial, as well has those designated to administer non-judicial punishment.
Include wording in paragraph 1 of OFCO such as:

THE COMMANDING OFFICER OF UNIT ALPHA IS DESIGNATED A
(GENERAL) (SPECIAL) COURT-MARTIAL AS PER (ARTICLE 22)(ARTICLE
23) OF THE UCMJ. THE (COMMANDING OFFICER)(CO OF MILITARY
PERSONNEL) (CO OF ENLISTED PERSONNEL)(PRINCIPAL ASSISTANT) OF
UNIT ALPHA IS VESTED WITH AUTHORITY TO EXERCISE NON-JUDICIAL
PUNISHMENT AS PER ARTICLE 15 OF THE UCMJ AND IN ACCORDANCE
WITH PART V OF THE MANUAL FOR COURTS-MARTIAL.

(2) Also include a paragraph near the end of the OFCO that reads the following:

X. ACTIONS AND RIGHTS. NOTHING IN THIS OFCO SHALL
APPLY TO ANY MILITARY PERSONNEL RELATED ADMINISTRATIVE
FINAL ACTIONS OR ANY MILITARY JUSTICE DECISIONS THAT
WERE MADE OR IMPOSED BEFORE THE DATE OF ENACTMENT OF
THIS OFCO. PROCEEDINGS THAT BEGAN BEFORE THE DATE OF
ENACTMENT OF THIS OFCO, EXCEPT AS PROVIDED BY THIS
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OFCO, SHALL BE ADMINISTERED PURSUANT TO THE LAW,
REGULATION OR POLICY APPLICABLE ON THE DATE PRIOR TO
THE DATE OF THE ENACTMENT OF THIS OFCO. TO ENSURE
CONTINUITY OF ACTION WITH REGARD TO MILITARY JUSTICE
MATTERS, RELEVANT UNITS SHOULD CONSULT WITH THEIR LEGAL
SERVICING OFFICE AND CG-0946 TO ENSURE RECOMMENDED
COURSE OF ACTIONS MATCH THE SPECIFIC NEEDS, LEGAL
AUTHORITY, AND FACTUAL SCENARIOS OF A PARTICULAR CASE.

When an organization transfers responsibilities it must transfer all records to the
successor organization to preserve their administrative origin. When an
organization is not transferring responsibilities, destroy records as permitted by
reference (c), or transfer records to the appropriate Federal Records Center (FRC).
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Enclosure 2: OFCO Process Flow Chart
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Key

M — Mandatory

A — As Applicable
blank — Not required

Enclosure 3: OFCO Message Elements Table

Cutter

OFCO Type
Shore Unit

Either

Commissioning

Decommissioning

Change of Homeport

Establish

Disestablish
Relocate

Change Unit Type

Organizational Change

OFCO Change

OFCO Complete Message

Message: To Addressee

Implementing Unit

Originator

Message: Info Addressee

COMDT (CG-81)

COMDT COGARD WASHINGTON DC//CG-81/...//

>

>

>

>

>
>

>

>

>

COMDT (CG-82)

<

<

<

<

<
<

<

<

<

COMDT (CG-83)

COMDT (CG-84)

COMDT (CG-85)

COMDT (CG-0921)

COMDT (CG-0922)

COMDT (CG-09224)

> > 22 5L

COMDT (CG-0944)

COMDT (CG-0948)

COMDT (CG-095)

COMDT (CG-DCO)

COMDT (CG-DCO-8)

COMDT (CG-DCO-I)

COMDT (CG-1)

COMDT (CG-4)

COMDT (CG-43)

COMDT (CG-612)

TSP 2L

TEEEPEPPESIS PR

TSP »22L

COMDT (CG-711)

COMDT (CG-731)

>

>
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> PPIfE»IZEL
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Message: Info Addressee, Continued

Commissioning

Decommissioning

Establish

Disestablish

Relocate

Org Change

OFCO Change

COMDT (CG-741)

>

>

>

> | Change Unit Type

COMDT (CG-751)

COMDT (CG-924)

COMDT (CG-91)

Pay and Personnel Center (PPC)
COGARD PPC TOPEKA KS

CG Institute
COGARD INST OKLAHOMA CITY OK

Personnel Service Center (PSC)
COMCOGARD PSC ARLINGTON VA

Director of Operational Logistics (DOL)
COGARD DOL NORFOLK VA

Shore Infrastructure Logistics Center (SILC)
COGARD SILC NORFOLK VA//PLD//

< £ £ £ £ [» >

< £ £ £ £ » >

< £ £ £ £ [» >

< £ 2 £ £ » >

Surface Forces Logistics Center (SFLC)
COGARD SFLC BALTIMORE MD

Awviation Logistics Center (ALC) IT Service Div (ISD)
COGARD ALC ELIZABETH CITY NC//ISD//

CG Finance Center (FINCEN)
COGARD FINCEN CHESAPEAKE VA

Community Services Command (CSC)
COGARD CSC CHESAPEAKE VA

Operations Systems Center (OSC)
COGARD OSC MARTINSBURG WV

FORCECOM
COMCOGARD FORCECOM NORFOLK VA

CA4IT Service Center
COGARD C4ITSC ALEXANDRIA VA

Command, Control, & Comms. Eng. Center (C3CEN)
COGARD C3CEN PORTSMOUTH VA

Servicing SPO
COGARD XXXXX

Servicing Electronics Support Unit (ESU)
COGARD ESU XXXXXXXXXX XX

Servicing Civil Engineering Unit (CEU)
COGARD CEU XXXXXXXXXX XX

TISCOM
COGARD TISCOM ALEXANDRIA VA

Facilities Design and Construction Center (FDCC)
COGARD FDCC NORFOLK VA

> £ £ £ £ £ £ » 2 £ £ £

> £ £ £ £ £ £ » 2 £ £ £

> £ £ £ £ £ £ » 2 £ £ [

> £ £ 2 £ £ £ » 2 £ £ £

CG Yard
COGARD YARD BALTIMORE MD

> >» £ £ £ £ 2 2 | 2 £ £ 2 » 2 2 2 2 £ > >>

> >» £ £ 2 £ £ £ @ 2 £ £ 2 P 2 B 2 2 x>

> > £ £ £ £ £ 2 » £ £ £ £ » £ £ £ £ £ | |»|>» | HomeportChange

> >» £ £ £ £ 2 2 | 2 £ £ 2 » £ £ 2 2 £ > >

> >» 2 2 2 £ £ 2 2 » £ £ 2 P 2 2 2 2 2>

> >» £ £ £ E 2 2 » 2 2 £ » 2 2 £ g £ »>»|»>» OFCOComplete
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Commissioning

Decommissioning

Homeport Change

Establish

Disestablish

Relocate

Change Unit Type

Org Change

OFCO Change

OFCO Complete

Affected Unit & Chain of Command
COMLANTAREA COGARD PORTSMOUTH VA
COMPACAREA COGARD ALAMEDA CA

<

Others

Subject: OFCO No. ###-YY - OFCO Type and Unit affected

References: Decision Memo/Message & OFCO Manual w/ links

References: Other, w/ links (billet map, prev. OFCOs, checklist,
etc.)

Summary of change(s) and effective change date

Planned timeline leading to finalized change

2> 22> L

2> 22> L

2> 22| LZ

2> 22> L

T 2> 22> L

2> 22> L

2> 22> L

< 2> 22| LZ

> 2> 22> L

New OPFAC Listing Data

ADCON Chain of Command - ELEMENT OF [UNIT CHAIN]
(DEPT ID)

<

Unit name

<

> >

Unit Type

Congressional District

ATU-OPFAC / DoDAAC / SDL Symbol

LT 2L L

<

T 2L L

T 255 L

Functions

Boat & Aircraft Allowance

> > > >

> > > > > > >

DOD Basic Identity Data Elements (BIDE)

Addresses (Physical / Mailing / Parcel / Billing)

Funding / Accounting changes

Facility and Property changes / hand-off

Personnel allowance changes

Congressional Notification statement

National Environmental Policy Act (NEPA) Statement &
Findings

National Historic Preservation Act (NHPA) Statement &
Findings

LT £ B>

< £ 2L

T £ 2L

<L £ EE>»2EE>»222EEL

< £ 5L

< £ 5L

T 2 > >»>

< £ P22

> > > > 2>
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Enclosure 4: OFCO Message Templates and Examples

Minimum paragraph requirements for all OFCO types except OFCO Changes and OFCO
Completion. Bold text is required and text inside square brackets describes what Originators
should put in that part of the message. For all examples in this enclosure, remove the extra
lines between paragraphs for the actual message. This was done to help make the message
content easier to understand. The Coast Guard Messaging System (CGMS) will not accept
messages formatted with these extra lines between paragraphs.

For multiple-unit OFCOs with duplicative unit administrative data elements the listing
paragraphs can be summarized by the common elements, where practical. See the Complex
OFCO Example at the end of this enclosure for a model for summarizing.

For multiple-unit OFCOs with a combination of updates, establishments, and
disestablishments, group units doing the same action together in the Unit Information section
in the following order: updates, establishments, disestablishments. See the Complex OFCO
Example at the end of this enclosure for a model for grouping.

Please note that CGMS 4.0 does not allow the following commonly used characters: $ ;  &.
The following are allowable characters: “ . , : () ? -/

FM [HQ Originator Office & CG-83]

TO [Implementing Unit]

INFO [Info Addressees]

BT

UNCLAS //Ne5449//

OFCO XXX-YY [Entered as part of bulletin functions in CGMS]
SUBJ: OFCO NO. XXX-YY - [OFCO Type & Unit Affected]

A. [Decision Memo/Message - linked]

B. OPERATING FACILITY CHANGE ORDERS (OFCO) PROCEDURES, COMDTINST
M5440.3 (SERIES) [linked]

C. [Other references like previous OFCOs, or other COMDT
Instructions - linked when available]

1. IAW REF A, YOU ARE AUTHORIZED AND DIRECTED TO [perform OFCO type
on Unit affected]. [Summary of changes and effective date, may take
several paragraphs to describe. Additional topics include
ADCON/OPCON/TACON].

2. UNIT INFORMATION. [Unit affected] [“EXISTING ADMINISTRATIVE DATA
ELEMENTS REMAIN AS PREVIOUSLY ASSIGNED AND ACTIVE” / “WITH THE
EXCEPTION OF” element name(s):, or “REMOVE affected unit FROM OPFAC
LISTING, GSORTS, AND STANDARD DISTRIBUTION LIST. CURRENT LISTING
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INFORMATION IS:”, or “Affected Unit’s ADMINISTRATIVE DATA ELEMENTS
ARE:”]

[ Note: Always list ALL data elements; future ones if they are changing and existing if not.
This ensures nothing has changed at a particular unit between on OFCO and another. For
OFCOs with multiple units with the same type of change (update, establishment, or
disestablishment):

List each group as 2.a, 2.b, & 2.c (as necessary),

List each unit as 2.x.1, 2.x.2, 2.X.3, etc. and

List the three subsecti