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FM COGARD TQC CHESAPEAKE VA

TO COGARD PSU THREE ZERO FIVE

COGARD PSU THREE ZERO SEVEN

COGARD PSU THREE ZERO EIGHT

COGARD PSU THREE ZERO NINE

COGARD PSU THREE ONE ONE

COGARD PSU THREE ONE THREE

COGARD MSST NINE ONE ONE ZERO ONE

COGARD MSST NINE ONE ONE ZERO TWO

COGARD MSST NINE ONE ONE ZERO THREE

COGARD MSST NINE ONE ONE ZERO FOUR

INFO COGARD PSU TRADET CAMP LEJEUNE NC
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COGARD AIRSTA SAN DIEGO CA//ADMIN//

COGARD BASE GALVESTON TX//ADMIN//

COMDT COGARD WASHINGTON DC//G-OPD/G-WTT//
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UNCLAS //N01500//

SUBJ: TQC TRAINING ADVISORY 004-02, MSST/PSU "C" SCHOOL TRAINING

A. COMDTNOTE 1540, FY03 CLASS A & C SCHOOL SCHEDULE FOR COAST

GUARD RESIDENT AND EXPORTABLE TRAINING COURSES DTD 23AUG02

B. ALCOAST 402/02

1. BACKGROUND:  IN AN EFFFORT TO GAIN EFFICIENCY, PROPERLY

DOCUMENT AND ACCOUNT FOR TRAINING AND RELIEVE ADMINISTRATIVE

BURDEN TO THE FIELD, TQC IS NOW CENTRALLY MANAGING TRAINING

QUOTAS FOR ALL MSST/PSU RELATED CLASS C SCHOOLS.  THIS INCLUDES

COMDTNOTE 1540 TRAINING PREVIOUSLY MANAGED BY CG SPECIAL MISSIONS

TRAINING CENTER LOCATED AT CAMP LEJUNE, NC.

2. WE REQUEST UNIT TRAINING COORDINATORS FOR EACH MSST/PSU TO

CONTACT PO HARRIS VIA EMAIL OR PHONE SO WE CAN DEVELOPE AN

ACCURATE UNIT POC LIST.

3. WEBSITE: THE TQC WEBSITE <HTTP://WWW.USCG.MIL/HQ/TQC/> CONTAINS

INFORMATION TO ASSIST UNIT TRAINING COORDINATORS WITH THEIR UNIT

TRAINING NEEDS TO INCLUDE:

A. TRAINING OFFICERS HOW-TO GUIDE

B. CURRENT CLASS A & C SCHOOL SCHEDULES

C. TQC COURSE POC LISTS WITH PHONE NUMBERS AND E-MAIL ADDRESSES.

D. STEP BY STEP INSTRUCTIONS ON FILLING OUT THE CG 5223 SHORT TERM

TRAINING REQUESTS.

E. SAMPLE MESSAGES FOR REQUESTING/SUBSTITUTING AND CANCELING

TRAINING.

F. INSTRUCTIONS FOR THE ELECTRONIC TRAINING REQUEST(ETR)

4. ELECTRONIC TRAINING REQUESTS (ETR): REF B ANNOUNCED THE

IMPLEMENTATION OF THE ETR MODULE OF CGHRMS. THE ETR ALLOWS UNIT

TRAINING COORDINATORS TO ENTER REQUESTS FOR CLASS A AND C SCHOOLS

ONLINE.  THIS NEW TOOL MAKES THE TRAINING REQUEST PROCESS MORE

EFFICIENT FOR THE UNIT AND TQC.  UNIT TRAINING COORDINATORS WILL

FIND USER TUTORIALS ON THE CGHRMS WEBSITE AT

<HTTP://WWW.USCG.MIL/HQ/HRSIC/CGHRMS/INDEX.HTM>. REF B ALSO

PROVIDES PROCEDURAL GUIDANCE ON SUBMITTING ETR'S TO TQC. THE

ETR IS THE PREFERRED METHOD FOR REQUESTING TRAINING; HOWEVER,

TQC WILL CONTINUE TO ACCEPT AND PROCESS STTR REQUESTS VIA

MESSAGE OR FAX.  REFER ALL QUESTIONS ON USE OF THE ETR TO TQC.

5. TRNG ADMIN:

A. OFFICIAL NOTIFICATION OF TQC ISSUED ORDERS IS THROUGH THE UNIT

AIRPORT PANEL. ALL MSSTS/PSU TRAINING COORDINATORS WILL REQUIRE

ACCESS TO CGHRMS. IF YOUR UNIT NEEDS ACCESS CONTACT HRSIC AT

HRSIC-CGHRMS(AT)HRSIC.USCG.MIL. THE CGHRMS HELP DESK PHONE NUMBER

IS (785) 339-3540.

B. IT IS IMPERATIVE UNIT ADMIN PERSONNEL CHECK THE AIRPORT PANEL

FREQUENTLY TO ENSURE VALUABLE TRAINING OPPORTUNITIES ARE NOT

MISSED. ALSO, WE ASK UNITS WHO RECEIVE ORDERS FOR A MEMBER WHO

HAS TRANSFERRED TO ANOTHER UNIT FORWARD THE ORDERS TO THE

MEMBER'S NEW PERSRU. CGHRMS DOES NOT PERMIT ISSUED ORDERS TO BE

SEEN AT BOTH THE OUTGOING AND INCOMING UNITS. ATTENTION TO

AIRPORT TERMINALS WILL GREATLY REDUCE LOST TRNG DUE TO LACK OF

AWARENESS.

C. TO RECEIVE A PERSONAL COPY OF ORDERS THROUGH E-MAIL, MEMBERS

MUST ENSURE THEIR EMAIL ADDRESSES LISTED IN CGHRMS IS

CORRECT. MEMBERS CAN UPDATE CGHRMS EMAIL ADDRESSES WITHIN CGHRMS

AT /SELFSERVICE/EMPLOYEE/VIEW/PERSONAL INFORMATION. MBRS ARE

REMINDED TO CONTACT THEIR UNIT ADMIN PERSONNEL FOR ORDER

AUTHENTICATION/APPROVAL WHEN ORDERS ARE RECEIVED VIA E-MAIL

OR THE SELF-SERVICE MODULE.

6. RESERVE MEMBERS ATTENDING CLASS C TRAINING:

A. RESERVE MEMBERS THAT ARE NOT ORDERED TO ONE YEAR OR MORE OF

EXTENDED ACTIVE DUTY ARE NOT ELIGIBLE TO RECEIVE AFC 56 FUNDING

TO ATTEND TRAINING. IN THIS CASE, TQC WILL STILL ASSIGN THE

QUOTAS, BUT UNITS ARE REQUIRED TO OBTAIN FUNDING FROM THEIR

RESERVE FORCE OPTIMIZATION AND TRAINING BRANCH. UNIT TRAINING

COORDINATORS ARE REQUIRED TO MAKE SURE FUNDS ARE AVAILABLE FOR

MEMBERS TO ATTEND TRAINING PRIOR TO SUBMITTING A TRAINING

REQUEST.

B. UNIT TRAINING COORDINATORS ARE ALSO DIRECTED TO VERIFY WITH

THEIR RESERVE MEMBERS TO MAKE SURE THEY ARE AVAILABLE TO ATTEND

TRAINING PRIOR TO SUBMITTING A REQUEST TO PREVENT UNNECCESARY

CANCELLATIONS.

7. TQC POC FOR INQURIES REGARDING MSST/PSU TRAINING IS PO HARRIS

AT (757) 366-6574 OR VIA EMAIL FHARRIS(AT)TQC.USCG.MIL.

8. TQC FAX NUMBERS ARE (757) 366-6575/6576.

9. INTERNET RELEASE AUTHORIZED.
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