UNIT REPORTING GUIDE

(And common pitfalls to avoid) 

This document provides prospective crewmembers and their spouses answers to some frequently asked questions regarding PCS assignment to CGC MUNRO.  It is recommended that prospective crewmembers print this document and fill in the remaining fields with the help of their designated sponsor.

	(1) Name:
	(2) Unit:  USCGC MUNRO (WHEC 724)

	(3) Transfer Date:
	(4) Reporting Date:


Prior to reporting, it is very important to contact the ship and establish a point of contact, especially if you have not received a Welcome Aboard message or have not been assigned a sponsor.

	(5) Unit phone number(s)
	(6) Who are my points of contact?

	(510) 437-3451
	(Sponsor)

	(510) 437-3182 fax
	(Supervisor)

	
	(Alternate)

	(7) Unit email address/web site:  postmaster@munro.uscg.mil  
                                                      http://www.uscg.mil/pacarea/munro/ 

	(8) Regional Work-Life relocation manager:  CJ Johnson – (510) 437-5920


	(9) Unit’s address
	
	(10) What is my new Chain of Command?

	
	
	CO/OinC:  CAPT Bret McGough

	COMMANDING OFFICER
	
	XO/XPO:  CDR Thomas Combs III

	USCGC MUNRO (WHEC 724)
	
	Division Officer/Dept. Head: 

	FPO AP  96672-3917
	
	Leading Chief or Petty Officer:

	
	
	Immediate Supervisor:


	(11) When do I report?    

	

	(12) Where do I report?  CGC MUNRO.  If ship is underway, report to ISC Alameda PERSRU, Bldg 21.

	

	(13) To whom do I report?  Quarterdeck watchstander.  PERSRU Yeoman if ship is underway.

	


What do I do if my unit will be underway when I am supposed to report?

	(14) Can the unit be reached if U/W? (Iridium)
	Yes
	(808) 865-3800 Official Use Only

	

	(15) Unit Ombudsman
	Contact PERSRU YN
	(Phone) (510) 437-3710

	


Where do I report if the unit is underway?

	(16) Reporting/support command 

(If vessel is underway)
	(17) Phone number(s)

(Reporting/support Command)
	(18) Point(s) of contact

(Reporting/support command. Get a specific name of a person)

	ISC Alameda, CA
	(510) 437-3710
	Munro PERSRU Yeoman

	
	
	


Questions to assist you in planning your trip to your new unit.

	(19) Into which airport should I fly?  Oakland International Airport (OAK).  

	

	(20) How can I get from the airport to the unit?  Ship’s van, if available, or taxi.  You will be reimbursed for taxi expenses when you submit your travel claim.  Get a receipt from the driver.

	

	(21) How much will a taxi cost?   Approximately $20.00  Get a receipt from the driver

	

	(22) How do I report once I arrive?  Check in with the quarterdeck.  The watchstander will contact your sponsor.

	


What will I be doing at my new unit?

	(23) What is the unit’s primary mission?  Search and Rescue and Enforcement of Laws and Treaties (primarily fisheries in Alaska & Counter Narcotics Detection/Interdiction during south patrols).  See various job descriptions on our Website’s “Departments” page.

	

	(24) How many people are assigned to the unit?  20 Officers and 150 Enlisted.

	

	(25) How many people are in my division/duty section?

	

	

	(26) What type of duty will I be standing?

	

	

	(27) What will my duty rotation be breaking in?  Break-in watchstanders begin with a 1-in-3 rotation.  You will stand 24-hour shift every three days.  You have up to six months to qualify.

	

	(28) How long does it typically take to get qualified?  Normally around 3-4 months, although some qualify in only two months and some take the entire six months.

	

	(29) What will my duty rotation be after getting qualified?  E-5 and below stand 1-in-5.  E-6 and above depend on the number of qualified people in their section.  Rotations can range from 1-in-5 to 1-in-9.


	 (30) What are the “striking” opportunities at the unit?  Due to the diversity of rates on board, all of these rates are available.  A non-rate can strike Boatswains Mate (BM), Damage Controlman (DC), Electricians Mate (EM), Food Service Specialist (FS), Machinery Technician (MK), Quartermaster (QM), Store Keeper (SK), or Yeoman (YN).  

	

	(31) What uniform should I report in?  Tropical Blue Long.

	

	(32) Can I bring firearms?  The transport of firearms into California is discouraged.  California has very restrictive laws regarding firearms.  Leave your firearms with someone your trust until you can properly research your ability to comply with applicable laws.

	

	(33) If so, where can I stow them?  The ship’s armory has VERY limited storage capacity for personal weapons.  This is another reason why bringing firearms is discouraged.

	

	(34) What is the unit’s policy for privately owned vehicles?  Must have state registration, insurance, and registered on base.  Parking on Coast Guard Island is scarce.  Many crewmembers ride bicycles from their homes.  The ride is only 5.5-miles.


Where am I going to live?

Questions to ask if you are single…

	(35) Is housing aboard the unit or off?  Single members will live onboard the ship initially.  You will be allowed to move into Unaccompanied Personnel Housing (UPH) after qualifying at your watchstations.  UPH is off base, but government owned.  For E-4 & Below (single), Government quarters are mandatory.  For E-5’s (single)

	

	(36) How much space will I have for storage?  You will have approximately 24-cubic feet of storage space between your rack and your standup locker.  You can easily bring a packed seabag and a hanging bag and still have room leftover.  It’s best to bring additional items after evaluating your total space available.  MUNRO also has a seabag locker for the stowage of off-season items such as Service Dress Coat and seldom-used items.

	

	(37) What personal gear can I bring?  This depends on how MUCH other gear you bring.  Some crewmembers have their portable computers, PlayStations, extra food, etc.  However, you may have to sacrifice the amount of clothing you bring to make room for such items.  Feel free to ask your sponsor about specific items.


Questions to ask if you have dependents or getting married enroute…

NOTE: Make sure the Ship’s Office knows if you plan to get married while on leave as soon as possible.  The sooner this information is shared, the sooner they can address pay issues and potential travel problems.

	(38) What type of quarters will I be assigned?  For E-6 & Below (married), a Release From Mandatory Assignment is required from the Housing Office.  Assignment to government quarters is highly encouraged due to the high cost of housing.  Most units are two-bedroom townhouses, but if you have more than one child, you may qualify for more bedrooms.

	(39) What do I need to do?  Call the Housing Office at (510) 769-0831.  They will have you apply for Coast Guard Housing by faxing a Housing Application (CG-5627), BAH/Dependant Information (CG-4170A), and a copy of your orders to (510) 769-0831.


	 (40) How far is the commute in distance and time?  From Alameda Housing – 5.5-miles and 20-minutes.  From Novato Housing – 35-miles and 30 to 40-minutes, depending on traffic.

	

	(41) Housing Officer – PO Noah Bray
	(42) Phone number(s) - (510) 769-0831

	
	

	(43) How many bedrooms will I be authorized?  Depends on number of children.  See COMDTINST   for details.

	

	(44) Is there a waiting list? How long?  Yes.  Depending on how many bedrooms and time of year, the wait can vary from 0-4 weeks.

	

	(45) If I do live on the economy, what is the BAH rate for the area?  2004:  E-2 through E-4 - $1489, E-5 - $1668, E-6 - $2077, E-7 - $2185, E-8 – 2304, W-2 - $2234, O-1 - $1714, O-2 - $2068, O-3 - $2373, O-3E - $2486.

	

	(46) Additional comments:  BAH Rates supplied above are for members WITH DEPENDENTS.  If you are getting married enroute, call the ship’s office immediately.  Poor planning may result in the cost of your spouse’s move being at YOUR expense.


How will I ensure my family/children are cared for?

	(47) Daycare center(s)
	(48) Phone number(s)
	(49) References names

	ISC Alameda Child Development Center
	(510) 437-2740
	Ask for Supervisor

	

	Several residents in Coast Guard Housing are licensed in-home child care providers.  Contact the Regional Work-Life relocation manager, CJ Johnson, at (510) 437-5920 for further information.


	(50) Is there a person my spouse may contact for questions, if so whom?  MUNRO’s Ombudsman is a great resource of information for spouses.  Ask you sponsor or PERSRU Yeoman for the name and telephone number of MUNRO’s Ombudsman.

	

	(51) What type of medical care do we have, and how does it apply to my family and me?

	Most families visit local doctors using TRICARE Prime.

	

	

	

	(52) Additional notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	The Big Day - Reporting aboard…

NOTE:  Remember and use what you have learned. You have one chance to make a good first impression. Salute smartly. Use “yes, sir” and; “yes, Chief” and “Petty Officer, last name”. 

	How do I prepare to report?
	Call the ship and speak with your sponsor.

· Prior to reporting, contact the ship and speak with your sponsor.  Write down the name.

· Ask your sponsor if MURNO is going to be underway on your reporting day.  Have the day and date ready from your orders.

Have an alternate plan…

· Ask what to do if the ship is underway.  Usually you will report to ISC Alameda until the ship returns, or MUNRO will make arrangements for you to meet them at the next port of call.  Write down the name and phone number of the alternate person.  Call that person to confirm the check-in procedures.  

NOTE:  It is important that you understand the procedure that your new unit has set for you to report in upon arrival.  First impressions are everlasting.

	What do I do if MUNRO is underway?
	Plans change

· If MUNRO is currently underway, you must contact the PERSRU YN to get the necessary details to ensure your check-in goes smoothly.  

NOTE: It is not uncommon for schedules to change.  You must have the names and phone numbers for the alternate check-in procedures.

· If no contact is made prior to departing your current unit, keep trying while on leave.

	Where am I going to live?


	· Your sponsor should explain to you MUNRO’s housing/berthing policies and availability.

· You should know this before you arrive for your first day of work.

· If you are single and plan on getting married while on leave, you must inform the Ship’s Office. What size and type of housing is based on the number of dependents, children’s gender and age and availability.  Also, it imperative that this information is disclosed so the shipment of your spouse’s household goods can be included in your orders.

	What can I bring aboard?


	Available space is the key.

· When you talk to your sponsor ask what, besides your full sea bag, you should bring with you to the ship.  

· MUNRO is limited on available storage space, and may not have room for you to bring a lot of personal belongings.  You may bring a reasonable amount of civilian clothing, a small portable stereo, etc., depending on storage space. Ask if in doubt!  Don’t assume.

Firearms.

· If you are authorized to bring firearms to your unit, ensure that you understand the unit’s policy on storage of your firearms in the unit’s small arms safe (if necessary), and the local laws governing personal firearms.

· Contact your airlines carrier to get their policy for checking firearms in baggage.

	Reporting to you new unit
	The Big Day

· If you plan to drive, insure you have your vehicle registration, insurance, and valid driver’s license.

· Upon arriving you should be in an inspection ready DRESS uniform, as appropriate, as you will only get one chance to make a good first impression.  You can change into work uniform after initial check-in.

	Check-in sheets
	Your sponsor will get you a unit check-in sheet.  The check-in sheet lists personnel and their duties that are important to you. At a minimum you should understand….

Travel Claim:  Submitted within 03 days after arriving at your new unit. Your Yeoman will assist you in filling out and submitting the required forms.  Save receipts for all travel related expenses in excess of $75.00 and all lodging.  Retain a copy of your claim and all receipts.  90% of the work is good record keeping.

Educational Services Officer (ESO):  Course materials for advancement are ordered through the ESO.  Has info on College Level Entrance Program (CLEP), DANTES program and the Coast Guard Institute. 

Medical:  The Health Benefits Advisor (HBA), unit’s medical personnel or XO will assist you.  For dependents, the HBA has a list of local physicians and dentists that have been pre-approved for Tricare.

Supervisors: Your chain of command will sit down with you and discuss what their expectations are for you.

· If you are unsure of anything, now is the time to ask. 

· If you have career goals, make them known. 

· Ask your supervisor to help you map out a course of action that will allow you to accomplish your goals.  

Note: A good work ethic, positive attitude and military bearing will serve you well.  

	Bottom line
	Check in, qualify for duty, qualify for watch, and qualify for advancement, then focus on off-duty education.








