Chapter 2
MOVEMENT OF PERSONNEL

Chapter Overview

Introduction The objective of this chapter is to provide a concise, user friendly job aid for
transferring personnel. This chapter provides checklists, guides, and
information required to complete this task.

In this chapter

Section Description See Page

A Permanent Change of Station - PCS 2-A-1
B Temporary Duty - TDY 2-B-1
C Active Duty for Training - ADT 2-C-1
D Active Duty Other than Training - ADOT 2-D-1
E Vacant

F PCS to Patrol Forces Southwest Asia 2-F-1

(PATFORSWA)
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Section A
PERMANENT CHANGE OF STATION

Section Overview

Introduction This section will guide you through the Permanent Change of Station (PCS)

process.
In this section
TopiclD Topic See Page
2.A.1 | ThePCS Transfer Process 2-A-2
2.A.2 | PCSSTEMDUINS Orders 2-A-3
2.A.3 | PCS Departing Checklist 2-A-5
2.A.4 | Overseas Transfer Checklist 2-A-9
2.A.5 | Preparation of the PCS Transfer Order 2-A-11
(CG-5131)
2.A.6 | Automatic Stops of Pay and Allowances 2-A-19
2.A.7 | How to Prepare NATO Supplemental Orders 2-A-20
2.A.8 | PCS Advance Requests (Via Fax) 2-A-23
2.A.9 | PCS Advance Requests (Via TPAX) 2-A-24
2.A.10 | Submission (or preparation) of PCS Travel Claim 2-A-34
(DD-1351/2)
2.A.11 | Submission of Personally Procured 2-A-38
Transportation Claims (aka“DITY Moves’)
2.A.12 | Reimbursement Vehicle Transportation 2-A-39
(CONUYS)
2.A.13 | Temporary Lodging Allowance (TLA) claims 2-A-41
2.A.14 | PCS Reporting Checklist 2-A-43
2.A.15 | Amendmentsto Orders 2-A-45
2.A.16 | Reimbursement for the Use of More than Two 2-A-46
POCs
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Section A
PERMANENT CHANGE OF STATION

2.A.1 The PCS Transfer Process

2A.11
I ntroduction

2.A.1.2 Process

The transfer process depends on communication between many participants.
This processis broken down into stages identifying what needs to be
completed and who is responsible.

Thisisthe process. The SPO and unit are to build arelationship that ensures
these items are completed using the most expeditious means possible.

Stage | Who Does It

What Happens

1 Member Prepares E-Resume in Direct Access.
2 PSC (EPM/ Issues transfer order in Direct Access (Airport Terminal).
OPM)
3 SPO Notifies unit when order is received. Natification includes any obligated service

requirements. Members not serving on an indefinite enlistment contract must obligate
service within 5 days of receipt of PCS orders.

4 Member/ Unit

Completes forms and worksheets for PCS departure, request for advance of travel funds,
obligated service, BAH rate protection, passports, etc.

5 Member/ Unit

If Official Passport is required, follow instructions in Passports and Visas, COMDTINST
4650.10 (series).

6 SPO

Approves and prints Direct Access orders.

7 PAO/ PPC

(tvl)

If requested, will processtravel advances 30 days prior to travel.

8 PSC (psd-fs)

If requested, will process member’s BAH rate protection request

9 |TO(TOPS

site)

Counsels member and arranges shipment of HHG.

10 Unit

Endorses order upon departure. Ensures that member checks-out with ESU/ESD for
transfer of CGSWSIII account. Ensures member’s, and dependents ID cards are up-to-date.

11 | SPO

Approves and transmits PCS Departing Transactions.

12 Member

Reports to new unit, prepares forms and worksheets for PCS reporting, travel claims(s),

housing allowances, etc.

» Updatesinformation (e.g. email address, home and mailing addresses, Emergency
Contacts, etc.) in Direct Access.

e Updatesinformation (e.g. email address, home and unit addresses, default AO, etc.) in
TPAX.

Note: Do not submit final travel claim until all member/dependent travel is completed,

when and advance of funds of taken.

13 New Unit

» Endorses order with date and time reported and messing status
(e.0. ENL BAS, ENL BASMINUSDISC MEAL RATE).

» Forwards the reviewed and signed approved travel claim(s) with original order/sto PPC
(tvl).

» Forwards worksheets to SPO w/ copy of the endorsed order.

14 SPO

Completes PCS Reporting Transactions. Files supporting documentation in SPO-PDR and
forwards copies to PSC (psd-mr) for inclusion in the EI-PDR.

15 | PPC (tvl)

Processes travel claim(s).

2-A-2
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Section A
PERMANENT CHANGE OF STATION

2.A.2 PCS/TEMDUINS Orders

2A21 This section provides an overview of entitlements and options for members
Introduction ordered PCS/TEMDUINS.

2A.22 Members ordered PCS/ITEMDUINS to an “A” school for aperiod less than 20

Household weeks are authorized to store their Household Goods (HHG) at their current

Goods Permanent Duty Station (PDS) in non-temporary storage (NTS) pending
identification of the new PDS whereupon shipment to the new PDSis
authorized.

2A.23 The following restrictions apply for members who are ordered

ﬁg{)/ment of PCS/'TEMDUINS from OUTCONUS:

» Members may elect to leave their POV at the current PDS and execute a
power of attorney allowing aresponsibleindividual to act on their behalf
once they arein receipt of ordersto their new PDS.

» Members who elect to ship their POV while in receipt of TEMDUINS
orders, will beliable for al excess costs incurred.

» Members must remit the entire cost of transportation if a PCS authorization
isnot issued later.

e The authorization is specific to the Vehicle Processing Center (VPC): the
entitlement is limited to the VPC closest to the new PDS.

e Members electing to transport their POV ICW PCSITEMDUINS to A-
School for less than 20 weeks must be counseled IAW JFTR U5440-D.

2.A.2.4 Storage  Long term storage of POVsis limited to those membersin receipt of PCS
of POV ordersto a country which excludes receipt of shipment.
Note: consult the processing VPC as to time limits applicable to pick-up

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.2 PCS/TEMDUINS Orders, continued

2A.25Trave/
Transportation
of Dependents

2A.2.6

If transporting
POV ICW
PCY
TEMDUINS

The following restrictions apply to dependents of members in receipt of
TEMDUINS orders:

» Dependents are authorized to remain in government housing pending
eventual PCS assignment.

» Dependents are authorized to remain in the vicinity of the current PDS
pending eventual PCS assignment.

» Dependent entitlement cannot exceed the entitlement from the previous
PDSto the next PDS.

» Dependent travel and transportation allowances are not authorized when
members are assigned to a school as a student if the course of instruction is
less than 20 weeks (JFTR U5201B.1.b applies).

e Dependent travel and transportation allowances commence upon member’s
receipt of PCS orders to the new PDS.

* A member authorized a housing allowance based solely for the purpose of
paying child support is not authorized PCS travel entitlements for that
dependent child(ren)..

The following statement is placed on orders by PSC-epm-2:

Members assigned to an OCONUS unit who receive PCS'TEMDUINS orders
to A-School for less than 20 weeks may €elect to transport their privately
owned vehicle (POV) under provisions of JFTR, U5440-D. U5440-D states
that POV transportation is permitted before PCS authorization/order is issued
(i.e. prior to issuance of PCS orders from A-School) provided you agree by
signing these orders that: Y ou will remit the entire cost of transportation if a
PCS authorization/order to authorize POV transportation is not issued later,
or; and that you agree to pay any additional costs for POV transportation
based upon the location of your new PDS. Should you elect to transport your
POV, your authorization is from the POV port/V ehicle Processing Center
(VPC) serving your OCONUS unit to the POV unloading port/VPC serving
the PDS that will be identified at some time during your A-School
assignment. If you receive orders back to your PDS or to another OCONUS
PDS or to a PDS where transportation charges to the POV port/VPC exceeds
transportation charges to the POV port/VPC where you shipped your POV
ICW you' re A-School assignment, you are financially liable for excess POV
transportation charges.

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.2 PCS/TEMDUINS Orders, continued

2A.27 See Coast Guard Pay Manual, COMDTINST M7220.29 (series), Section
BAH for 3.G.5 (BAH-Assignment Situations, Members in transit) for guidance on the
memberswith  payment of BAH for members with dependents assigned PCS/TEMDUINS.
dependents
» The rules applicable to members en route PCS apply to members assigned
TEMDUINS.
e These memberswill continue to receive BAH at the locality rate for their
old PDS while TEMDUINS, unless the member had a previously approved
BAH-rate protection request in place, in which case they would continue to
receive BAH at the locality rate for their dependent’ s location/previous
PDS.
* BAH is not payable while the member’ s dependents occupy government
guarters at the old PDS.
e A BAH rate protection request must be submitted and approved by PSC
(psd-fs), per Section 3-C (PAYMAN), in order for the SPO to effect BAH
payment for any locality other than the member’s old PDS or as provided or
in apreviously approved BAH rate protection request.

Movement of Personnel 2-A-5



Section A
PERMANENT CHANGE OF STATION

2.A.3 PCS Departing Checklist

2A31 This checklist is provided as ajob aid to assist the member, unit and SPO in

Introduction completing all necessary tasks required for departing PCS. Use this checklist
in conjunction with the Overseas Transfer Checklist (see section 2-A-4) for
members transferring OUTCONUS.

2A32 (& Military Assignments and Authorized Absences, COMDTINST M1000.8
References (b) Coast Guard Weight and Body Fat Standards Program Manual, COMDTINST
M 1020.8(series)
(c) Enlisted Accessions, Evaluations, and Advancements, COMDTINST M1000.2
(d) Joint Federal Travel Regulations (JFTR), Vol | (Military)
(e) Coast Guard Pay Manual, COMDTINST M7220.29(series)
(f) Personnel and Pay Procedures Manual (PPPM), PPCINST M1000.2(series)
(g) Identification Cards for Members of the Uniformed Services, their Eligible
Family Members, and other Eligible Personnel, COMDTINST M5512.1(Series)
(h) Coast Guard Personal Property Transportation Manual, COMDTINST M4050.6
(i) Coast Guard Servicing Personnel Officer (SPO) Manual, PPCINST M5231.3
(i) Government Travel Charge Card (GTCC) Program, COMDTINST
4600.14(series)
(k) Enlisted Accessions, Evaluations, and Advancements, COMSTINST M1000.2
(I) Personnel Security and Suitability Program, COMDTINST M5520.12(series)
(m) Military Personnel Data Records (PDR) System, COMDTINST

M1080.10(series)
2A.33 Follow these steps when a member receives a PCS transfer order.
Checklist
Step | Action Reference Date
1 | Ensure member iséeligible for transfer. Ref (a) 1.B
Ensure member meets weight standards Ref (b)
Ensure member meets obligated service requirements for transfer. Ref (a) 1.B.6

Complete CG-2045, Career Intentions Worksheet and forward to SPO if
member needs to extend enlistment. Members not serving on an
indefinite enlistment contract must obligate service within 5 days of
receipt of PCS orders.

Counsel member on SRB entitlement if additional obligated serviceis Ref (c) 1.B
required.

2 | Complete member screening for assignment to semi-isolated units (if Ref (a) 1.E
applicable) and administrative assignments.

3 | Complete Coast Guard Sponsor Notification Form CG-6058, and send it | Ref (a) 1.A.14
to the member’ s destination.

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.3 PCS Departing Checklist, continued

2.A.3.3 Checklist (continued)

Step | Action Reference Date
4 | Counsel member on PCStravel entitlements, and complete PCS Ref (d), Chap 5
Entitlements Worksheet (CG-2003). Gov't Travel Charge
Note: AMHS Ferry tickets for transfers to and from Alaska shall be Card Web Page

charged against the Government Travel Charge Card (GTCC)
Centrally Billed Account (CBA) and not the member’'s
individually billed GTCC. Airlinetickets for PCStravel may be
charged against the CBA only if the PCS delay exceeds 15 days or
the member does not possess a GTCC.

Note: A member authorized a housing allowance based solely for the
purpose of paying child support is not authorized PCS travel
entitlements for that dependent child(ren).

5 | Verify member’s entitlement to FSH and/or FSA-R and BAH allowances. | Ref () 3.C

e Complete Basic Allowance for Housing Rate Protection Worksheet
(CG-2025A) if member iseligible for, and desires to apply for, BAH
Rate Protection. Forward completed worksheet to Commander, PSC
(PSD-FS) for approval.

6 | Complete PCS Departing Worksheet (CG-2000), and, if applicable, a
PCSITEMDUINS to “A” school worksheet (CG-2001). Forward to SPO
for data entry.

If applicable, complete request to COMDT (CG-1222) for travel by more
than 2 POC's IAW Sec. 2.A.16 of this manual.

7 | Review Unit Audit Report (http://cgweb.PPC.uscg.mil/travel/audits) or | Ref (f) 2.B.17
Individual Audit Report (https:.//mwww.fincen.uscg.mil/TVS_Aux2/)

If member has any outstanding Audit requests, gather audit
information befor e member departs and mail to PPC (tvl).

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.3 PCS Departing Checklist, continued

2.A.3.3 Checklist (continued)

Step | Action Reference Date
8 | Ensure Common Access card for member and ID cards for dependents are Ref ()
valid (Note: Ensure member knows his’her PIN number).
Verify that member’ s dependents are enrolled in DEERS and instruct Ref (f) 5.B.17
member on procedure for reporting change of addressto DEERS.
9 | Ensure member has an appointment scheduled with transportation office Ref (h)
(TOPS site) to arrange shipment of HHG.
10 | If member isbeing assigned to a unit where his/her official duties are Procedures for obtaining
expected to result in international travel into or out of a country requiring that | Official (no-fee) Passports
. . . can bein Passports and
U.S. service personnel present an official passport to enter or exit that country | \/isas comDTINST
(see https://mwww.fcg.pentagon.mil/), ensure member completes application 4650.10 (series)
for Official Passport.
11 | If member and/or dependents will be required to travel outside of the U.S. in
order to reach new duty station (e. g. PDSisin Alaska and travel via
Canada), ensure member and dependents obtain passports.
12 | SPO prepares orders and completes SF-1038 for travel advances. Ref (d) 2300
Note: SPO Shall note in the remarks block of the orders if member ismarried | Ref (f) 2-A-12
to another member.
SPO Fax copy of origina order and SF-1038 to PPC (tvl) for travel advances.
13 | Prepare PCS Departing Transactions (SPO). (Note: For PHS Officers assigned to the | Ref (i) Part 1V
Coast Guard, notify PSC (OPM-2) when Officer departs, they are the SPO for PHS Officers).
14 | Transfer Government Travel Charge Card account to coordinator at the new | Ref (j)
PDS.
15 | Complete an Enlisted Employee Review (EER). Ref (k) 5
E7 and above - if on the date of detachment 184 or more days have elapsed Direct Access Guide,
since the last EER was compl eted. EER
All Others - if on the date of detachment 92 or more days have elapsed since
the last EER was compl eted.
16 | Ensure security debriefing is conducted. Ref (1)
17 | Review PDR. Ref (m)
Forward SPO PDR and Unit PDR to receiving SPO unless member is
authorized to hand-carry IAW COMDTINST M1080.10(series).
18 | Notify Health Record Custodian to forward Medical PDR to the receiving Ref (m)
medical facility.
19 | Ensure I T support staff (CG FIXIT) is notified of member’s PCS so they can

initiate an "Employee Transfer”. It isimperative that users properly check-
out with their computer support staffs prior to PCS departure to ensure that
required information is provided to process the account moves.

2-A-8
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Section A
PERMANENT CHANGE OF STATION

2.A.4 Overseas/OUTCONUS Transfer Checklist

2A4.1 This checklist is provided as ajob aid to be used when a member recelves an
Checklist order for overseas. |t must be used along with the PCS Departing
Checklist (section 2-A-3).

2A42 (& Military Assignments and Authorized Absences, COMDTINST M1000.8
References (b) Coast Guard Medical Manual, COMDTINST M6000.1(series)
Step | Action Reference | Date

1 | Ensure that message concerning overseas transfer with list of screening | Ref (a) 1.H.2
guestionsiis received from entry approval point. Member must bein
compliance with all Overseas Duty Suitability requirements as well as
the requirements listed in the Overseas Transfer Message. An Entry
Approval Request Message must then be sent IAW Step 7 below.

2 | Screen member and/or dependents to determine for suitability for Ref (a),
overseas assignment within 10 days of receipt of transfer order. Use the | Exhibit
“Command Checklist for Overseas Screening”, Exhibit 1.H.1 and 1H1

1.H.2 “Overseas Screening for Active Duty Dependents’, of Ref (a),
and the list of screening questions sent by the overseas command to
complete the interview.

3 | Ensure the servicing SPO supervisor has verified for completeness and | Ref (a),
signed the “Command Checklist for Overseas Screening” and that has | Exhibit

been faxed to Entry Approval Point within 15 days of receipt of 1H.1
transfer authority with copiesfiled in SPO and Unit PDR.

4 | Ensure the member and dependents are medically qualified for Ref (a),
overseas transfer. The member must have an approved overseas 1H.3
physical including immunizations and any essential dental treatment
completed within the last 6 months. Ref (b)

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.4 Overseas/OUTCONUS Transfer Checklist, continued

2.A.4.1 Checklist (continued)

Step

Action

Reference

Date

5

Ensure member and dependents

» havevaid CAC and ID cards

 have International Certificates of Vaccination PHS-731 (if
required)

» are provided with detailed information concerning tour length and
have elected an appropriate tour

» are counsel ed regarding overseas station allowances when member
isassigned to arestricted area and dependentsreside in an area
outside the U.S.

» are counsel ed regarding requirements for the transportation of pets
and/or firearms to new PDS

Ref (8) 1.H.7

Ensure the member has made arrangements for a Passport and
Passports for dependents. If PDS is outside the U.S. or if the member
and/or the member’ s dependents will be required to travel outside of
the U.S. in order to reach new duty station (e. g. PDSisin Alaska
and travel via Canada), passports are required.

Send entry approval request message to overseas command.

Note: Ensure that the overseas command has received a copy of the
Command Checklist for Overseas Screening prior to requesting
approval.

Ref (3), LH

Ensure entry approval has been granted prior to member receiving
ORIGINAL orders or travel advances.

Ref (),
1LH.4.a

2-A-10
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Section A
PERMANENT CHANGE OF STATION

2.A.5 Preparation of the PCS Transfer Order (CG-5131)

2A51 This section provides the procedure for a user at the Servicing Personnel
Introduction Officer (SPO) to create the PCS Transfer Order

2A5.2 Start PeopleSoft, sign-in and follow the steps below to complete the PCS
Procedure Travel Orders:
Step Action

1 Access the orders:

e From your Direct Access Work list (if your supervisor routed
them to you from the Airport Termina).

Or by selecting menu itemsin the following order:

e Enterprise Menu > Administer Workforce > Track Global
Assignments (GBL) > Use > PCS Orders, or

e Enterprise Menu > Develop Workforce > Plan Careers > Inquire
> Arrivals and Departures

Y ou can also access order from the Airport Terminal. The Airport

Terminal menu path is - Self Service > Self Service for Commands

> Use > Command Information

Detailed instructions for the Airport Termina can be obtained from

the PPC website at:
http://www.uscg.mil/ppc/ps/assignment_system/airport_terminal/airportterminal .htm

2 At the Departures listing screen. Click the Process Orderstab

Gen Info Department Info \‘ Orders Info Process Orders (el

Sel |[EMPLID [Name From To
11 |oosoizs |smithHiwe 006526 ERRgEE'SBRES on 004599 |CC RUITOFF BOSTON
2| = |0000436 |suaveRico 006525 EEgL:CEISBRES oR 002208 |HRSIC ISD PROCEDURES BR
3| - |0000789 |Bos, Barbara it 006525 ESSEE'SBRES or 006530 |HRSIC 0SD MIL ACCT SUP BR

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.5 Preparation of the PCS Transfer Order (CG-5131),

Continued

2.A.5.2 Procedure (continued)

Step Action
3 Click the Route/Work button of the Employee ID for the Orders
you wish to complete.

| e This button can also be used for Supervisors routing
work to personnel within the SPO.

Notes Status of Orders:

Status Meaning

Apvd Mtual An approved mutual exchange of station.

Apvd Std An approved set of regular orders.

Apvd Unlat An approved order for a unilateral.

Cancel Canceled orders

Enroute Enroute (based on estimated departure date)

Finished The member has departed the old unit and has
reported into the new unit (JUMPS 8C's have
processed).

Proposed Orders in a proposed status

Ready Indicates the orders have been worked (member
specific changes have been made to the orders)
and the orders are now 'Ready' for the member to
travel.
Note: Orders for extensions and fleet ups will not
change to a ready status because travel
entitlements are not applicable.

X Ord/TONO | Cancel the orders but keep the TONO active.

4 If you began in the Airport Terminal, a new window will open. The
path in the window is now the PCS Orders menu.

5 Click in the Authorizing Official (Name, Rate/Rank) field. Enter
the Name and Rate/Rank of the Official signing the Orders:

Authorizing Official I
(Name, Rate/Rank):

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.5 Preparation of the PCS Transfer Order (CG-5131),

Continued

2.A.5.2 Procedur e (continued)

Step Action
6 Nature of Duty Section: For Assignment Officer issued orders this field
will already be set. For a Nature of Duty listing, click on the drop down
button.
Mature Duty
[Duty =1

Further Assignment
Home awaiting order status

Inactive to Active Status

Inpatient

Instruction

Inter Office Transfer

Medical Leave TOMNOS

Outpatient Medical Treatment
Reserve PCS wio Duty

Separation hd

Note | Steps 7-9 must be completed for each type of delay, such as Authorized
Travel Time, and Authorized Proceed Time. Add a Delay Period by

clicking on the button.

7 Scroll down to the Authorized Delay Enroute Section. Click in the Begin
Date field :] and enter a date in MMDDYYYY format. OR Click
the Choose a Date to select a Begin Date. This is the leave date the
member is planning on departing his current unit, normally taken
from the \members PCS Departing Worksheet. (The actual dates
will be entered upon departing member and reporting member.)

To toggle through months and years click

8 Click in the End Date field l—l and enter a date MMDDYYYY
format, OR Click the Choose a date to select an End Date. Click the
Choose a date button =l to select a Date.

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.5 Preparation of the PCS Transfer Order (CG-5131),

Continued

2.A.5.2 Procedur e (continued)

Step Action
9 Click the Delay Enroute dropdown button to view and select from the list.  Select the type of
delay authorized for the dates entered.
Delay Use
Travel Time If member is authorized travel time, enter the inclusive dates (in steps
7 and 8) for the number of days the member is authorized
Proceed Time If member is authorized proceed time, enter the inclusive dates (in

steps 7 and 8) for the number of days the member is authorized.
Leave INCONUS If member is authorized leave INCONUS, enter the inclusive dates (in
steps 7 and 8) for the number of days the member is authorized.
Leave OCONUS If member is authorized leave OUTCONUS, enter the inclusive dates
(in steps 7 and 8) for the number of days the member is authorized.

Compensatory If member is authorized compensatory absence, enter the inclusive
Absence dates (in steps 7 and 8) for the number of days the member is
authorized.
Non-Chargeable If member is authorized non-chargeable absence, enter the inclusive
Absence dates (in steps 7 and 8) for the number of days the member is
authorized.

Dateline Adjustment | If the member crossed the international dateline, enter the inclusive
date (in steps 7 and 8), normally 1 day. For members traveling West to
East use the same date as the reporting date. For members traveling
East to West, use the date the member departed their PDS. The
United States is in the West. If crossing was West to East, the total of
all delay entries including DA should equal authorize delay total. If
crossing was East to West, add all delay entries other than DA, then
subtract 01. The balance must equal authorized delay total.

Example PCS Delay With Dateline Adjustment (West to East):

Authorized Delay Enroute First (4] 1-a ofa [*] Last

Begin Date End Date Delay Enroute Days

0710612006 [ 0770812006 [ | Leave INCONUS ~ [
0710912006 |5l [07/12/2005 ] | Proceed Time 3 EE
0711312006 il [0711412006 3] | Travel Time ~ 2+

(671572006 |E2) [0711572005 |E3] | Dateine Adustment  ¥] 1 5] [=]

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.5 Preparation of the PCS Transfer Order (CG-5131),

Continued

2.A.5.2 Procedur e (continued)

Step Action
10 ;
Scroll down to the section and Click the Duty tab..

Field Description

Nature of Make a selection from the dropdown menu.
Duty

Per Diem This button is not Active (nothing happens when clicked) for PCS

Orders. Enter Per Diem entitlement in Notes (remarks)

11 | Select primary mode(s) of travel. When an item(s) is selected, anitemin Primary Mode
of Transportation must also be selected.

¥ commercial Carrier (own expense subject to reimbursement)
[~ Gov't Transportation Account (GTA)

" Gov't Owned Conveyance C car " Motorcycle
I Privately Owned Conveyance (POC)

" Gov't Advantageous " Notto exceed cost of GTR § l_

" Air " Bus

" Train " Vessel

@ Commercial Carrier (own expense subject to reimbursement) is the default setting.
Desdlect if not the primary mode of travel

The sections titled Remain Over Night (RON) and Medical Travel apply to TAD travel
authorizations.

12 | If Other Authorized Expenses are authorized (normally this won't apply to PCS Orders),

Select the Magnifying glass in the Search Dialog Box Q| Enter the Misc Expense code
(if already known), or a description to lookup a specific authorization.

Click on the to view alisting of available Authorized Expenses.

13
To add additional authorized expenses, click on the Iil button. To remove expenses click

on the button. When selecting the delete button, the following window will display, click

Microsoft Internet Explorer x|
P | Delete currentfselected rows from this page? The delete will occur when the transaction
\-f/ is saved,

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.5 Preparation of the PCS Transfer Order (CG-5131),

Continued

2.A.5.2 Procedur e (continued)

Step Action

141 scroll to the bottom and dlick on the Orders Notes Button _ Order Notes |

15 | select Magnifying glass to obtain Search Dialog Box. & To obtain PCS Order notes,
select Lookup or enter PCS in the Description box and select Lookup. Orders
generated by CG PSC will have pre-filled notes. These notes should not be changed

without CG PSC approval. To add additional notes click on the button and

click on the OK button when complete. .

Note: The order note “PCS’ contains standard remarks, applicableto all PCS orders,
which may be edited as necessary by the SPO.

I< (4 1084 [F] >
*Order =*Sequence Number: il ILHE—I
Hote - =
Iﬁﬂ IF .?Cl;I:ESSTi?ER}FJERS COMSTITUTE A PC3 MOVE FM (CITY, STATE) TO ﬂ
Gam EEE R e s e s
C 0K | Cancel |

Reminder: Standard Remarks/Orders Notes entered by the CG PSC (opm/epm)
Assignment Officer shall not be modified or deleted by other users. Always add a new
order note entry to add remarks to orders. These notes should not be deleted or
modified without CG PSC approval.

16 | scroll down to the bottom of the page and click the [ Dependents Autto Travel | 1 o

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.5 Preparation of the PCS Transfer Order (CG-5131),

Continued

2.A.5.2 Procedur e (continued)

Step

Action

17

The field “Dependents Accompanying Member will appear blank.

Dependents auth to travel

EmpliD: 1059524 Parks,Donald M. Empl Rcd#: 1]

Sequence: 164862

Dependents Accompanying Member Find | View All |= [ 1 0r1 O] =|

) Name Relationship | Birthdate ';";;':L:Z' stgsgt[?éte student 2:::’:sm[)ate
[ | | | | ] | (CDetste |
Members Dependents I_
[ Ok ] [Cancel]
18 | Click the Member's Dependents button, LMembers Dependenis | v o wif| see alisting of

Dependents for the member.
Member Dependents Find | View All First [4] 1-4 ora [®] Last
selected |Name Relationship | Birthdate ':g':;g' Efatlt}asl Student :::?:smnate

[ Fizh, Wanda €. Spouse 6/10/1964  |Married

| Fizh, lezzica L Daughter 0741986

- Fizh, Hacre I. Daughter 1041988 | Single

— Fizh, Scale K. Daughter 03M7/M1982 |Single
| CK | | Cancel |
®Dependents must be already in direct access as dependents to appear on this screen.
Dependents not appearing on this screen must first be added in Direct Access. BAH
eligible dependents are defined in Chapter 3-D of the Coast Guard Pay Manual,
COMDTINST M7220.29(series) A member authorized a housing allowance based solely
for the purpose of paying child support is not authorized PCS travel entitlements for that
dependent child(ren).

19 | To Select members authorized to travel on the Travel Orders, click the Selected option.

. Once selected, a check mark will appear next to the Dependents Name. W
Click the Ok button.

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.5 Preparation of the PCS Transfer Order (CG-5131),

Continued
2.A.5.2 Procedur e (continued)
Step Action
20 The Dependent selected now appears on the Dependents auth to travel screen as below. Click
the Ok button.
Depende.nts auth to travel
EmpliD: 1234567 FISH_HICRO D. Empl Rod#: a
Sequence: 164862
Dependents Accompanying Member Find | View All |= [ 101 [¥] =|
I} Hame Relationship | Birthdate ';Itaﬁl;ll.tjzl Sta'.:sls_lt[i)a;te Student g::?:;n:)ate
| o1 | FISH, WANDA C. | SPOUSE |s,fw,flss4 |Hnnm:n |s,fw,f1”3 |
Members Dependents I
| ok ] [Cancel |
21 | Click the Save button.
| ﬁ Save:l
22 | Scroll down to and Click the Route For Approval button.
| Route For Approval ||
23 | Only a CGHRSUP (SPO Supervisor) can approve these orders. Enter the Employee 1D
of the Supervisor who will be approving these orders in the Route to field. Click Enter
You can also click on the Bl button to look up the Approvers Employee ID
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Section A

PERMANENT CHANGE OF STATION

2.A.6 Automatic Stops of Pay and Allowances

2A.6.1
I ntroduction

Certain pay entitlements are automatically stopped when the departing or
reporting endorsement on orders transaction processes.

2.A.6.2 (8 Coast Guard Pay Manual, COMDTINST M7220.29 (series)
References Chapter 3, Allowances
Chapter 4, Special Pay
Chapter 5, Incentive Pay
(b) JFTR, para. U9100, Housing and Cost-of-Living Allowances
2A.6.3 Auto This table shows pay entitlements that automatically stop when a PCS transfer
Stopson PCS  occurs. No pay transaction data entry (other than the PCS transaction) is

required to stop these entitlements. However, data entry is required if the
member’ s entitlement period ends prior to the day/date shown below.
Note: Automatic stopswill not occur on interoffice transfers.

Entitlement Description

When the Entitlement Auto-Stops

Basic Allowance for Housing - Child (BAH Diff)
(Codes P or Q)

On the day prior to PCS departure.

Basic Allowance for Housing (BAH)-Without
Dependents

On the PCS departure day.

Basic Allowance for Housing - Partial (BAH
Partial)

On the day prior to PCS departure.

Enlisted Discount Meal Rate deduction

On the day prior to PCS departure.

Enlisted Basic Allowance for Subsistence (ENL
BAS)

On the effective date of reporting PCS.

Career sea pay/time and premium

On the PCS departure day.

Combat SGLI Allowance

On the last day of the month of the
effective date of PCS departure.

Combat Tax Exclusion

On the last day of the month of the
effective date of departure.

CONUS Cost of Living Allowance (CCOLA)

On the day prior to the effective date of
PCS reporting.

Continued on next page
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Section A

PERMANENT CHANGE OF STATION

2.A.6 Automatic Stops of Pay and Allowances, Continued

2A.6.3 Auto Stops on PCS (continued)

Entitlement Description

When the Entitlement Auto-Stops

OUTCONUS-Cost of Living Allowance
(OCOLA), with or without dependents
and partial

If dependents are delayed (see note below)

On the day prior to PCS departure.

Date last dependents departs within 60 days.

Crew flight pay (enlisted only)

On the PCS departure day.

Diving Pay

On the PCS departure day.

Family Separation - Housing (FSH)

On the day prior to PCS departure.

Family Separation Allowance

On the day prior to reporting, less any leave,
proceed time or compensatory absence.

Hardship duty pay-location

On the PCS departure day.

Hostile Fire, Imminent Danger Pay

On the last day of the month of the effective date of
PCS departure.

Noncrew flight pay

On the PCS departure day.

Overseas Housing Allowance (OHA),
with and without dependents

If dependents are delayed (see note below)

On the day prior to PCS departure.

Date last dependent departs (Delay not to exceed 60 days).

Responsibility Pay

On the day prior to departure.

Diving Duty Pay

On PCS departure day.

Specia Duty Assignment Pay (SDAP)

On the day prior to PCS departure.

Flight Deck Hazardous Duty Incentive
Pay

On the day prior to PCS departure.

Foreign Language Proficiency Pay

On the day prior to PCS departure.

Hazardous Duty Incentive Pay for Visit,
Board, Search & Seizure

On the day prior to PCS departure.

Exclusion from State Income Tax
Withholding (SITW)

Member’s exclusion from SITW ends the day prior
to PCS reporting if member is assigned to unitin a
state that taxes military pay while member is
stationed within the state (See Chap. 8-B)

Note: Member must obtain authorization to continue OHA/OCOLA from COMDT (CG-1222) prior to PCS
departure. CG-1222 will forward approved requests for continuation of OHA/COLA to PPC (mas) for payment.)
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Section A
PERMANENT CHANGE OF STATION

2.A.7 How to Prepare NATO Supplemental Orders

2A7.1
Introduction

2A7.2
References

2.A. 7.3 Format
for order

A NATO order, along with proper identification, allows an individua to pass
without difficulty from one NATO nation to another. This order isonly for the
movement of military personnel, their persona baggage, individua weapons,
and official documents. The NATO Travel Order Statement may be placed on
the back of the PCS or TDY order or as a separate sheet to accompany the
TDY/PCS order.

(a) Military Assignments and Authorized Absences, COMDTINST M1000.8
(series), 1-A-17

The below table describes how to complete aNATO order.

Step Action

1 Top of letterhead/page type:
Grading of Form: NATO UNCLASSIFIED

2 Include in the heading: country of origin, employee ID and the
date the order is prepared.

3 In the first paragraph include:
e Name, rank, grade and ID card number
e Destination, within NATO country.
e Date of departure from original country.
e Number of days member will remainin NATO country, if

PCS, so indicate.

4 In the second paragraph include:
Authorization for member to possess and carry firearms.

5 In the third paragraph include:
The number of official dispatches and that they are official
documents.

6 In the fourth paragraph include:

A certification that the travel is under the provisions of the NATO
Status of Forces Agreement.

Note: Officer authorizing the NATO travel will sign the order.

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.7 How to Prepare NATO Supplemental Orders, Continued

2A.7.4 Here is arecommended format for NATO travel orders. Another exampleis

Recommended  gvailable online at https://secureapp2.hqda.pentagon.mil/passportmatters/Visas/VislER/NATO_order.htm.

format Note: NATO travel orders will be prepared in English and French. Any
instructions printed on the reverse of the orders will appear in English
only.

Grading of form: NATO UNCLASSIFIED

NATO TRAVEL ORDER ORDRE DE MISSION OTAN
Country of Origin: Employee ID Number
Pays de provenance: Date order issued

1. The bearer (and group as shown heron or on attached list)
Le porteur (et personnel porte ci-dessus ou sur la list jointe)

Personal/ldentity Card No. (if any) Name: Rank/Grade
No Mle/de la cazrte d’identite Nom:
(il yalieuy)

will travel to:
fera mouvement a:

Date of departure
Date du depart, le (ou versle):

___For aperiod of approximately days For permanent change of station,
Pour a peu pres jors Pour changement permanent de garnison.

2. Authority (is)(is not) granted to possess and carry arms.
Autorisation dep port d'armes (accordee) (non accordee).

3. The person named in paragraph 1 is authorized to carry sealed dispatches.
La personne indequee au paragraphe 1 est authorisee a porter plis scelles.

a. These dispatches contain only official documents.
Ces plis ne contiennent que des documents officiels.

4. | hereby certify that thisindividual/group is/are member(s) of a Force as defined in the NATO Status of Forces Agreement,
and that this is an authorized mover under the terms of this agreement.

Je soussigne certifie que le personnel vise appartient a une armee telle definie dans I’ Accord OTAN sur le statu des Forces
Armees et que ce deplacement est officiel selon les termes de cet accord.

Signature of Officer
Authorizing Movement
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Section A
PERMANENT CHANGE OF STATION

2.A.8 PCS Advance Requests (Via Fax)

2A.81 This section provides the procedure for requesting advances of PCS travel
Introduction funds via Fax to PPC (tvl).

2.A.8.2 Fax Fax the following documents for PCS Advance:
Request for

PCS Advance: - A fax cover sheet that identifies the originator, the member’s full name

and Employee ID number (EMPLID), authorizing officia’s name, and
unit name with phone number.

e A completed origina PCS Travel Order signed by the authorizing
official. Ensure PCS travel advance entitlements are authorized on
orders.

e A completed original SF-1038 “ Advance of Funds Application and
Account” with the authorizing official’ s signature (Origina signaturein
ink, not stamped). Blocks 1 through 10 on the SF-1038 must be
completed. A traveler who submits a command approved PCS Departing
Worksheet or PCS Advances Worksheet requesting an advance does not
need to sign the SF-1038. Their signature is on the Worksheet; type
“Sgnature on File” in the signature block of the SF-1038.

e Payment must not be made more than 30 days before the member
detaches from the old PDS.

2.A.8.3Where Fax #. (785) 339-3775
to Fax:

2A.84 Status  Members may check the status of their advance of funds regquests and

of Advanceof  payment summariesin TPAX.
Funds Requests
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Section A
PERMANENT CHANGE OF STATION

2.A.9 PCS Advance Request (Via TPAX)

2A91 This section provides the procedure for a user at the Servicing Personnel
Introduction Office (SPO) to submit requests for travel advances via TPAX.

2.A.9.2Getting  Advance Signature Proxy (ASP) — Thisfunction isfor SPOs. This
accessto the permission/designation is granted after the completion of anew form
ASPfunction  CG-7421A (http://www.uscg.mil/ppc/forms/).

Complete the form, have it signed by the SPO supervisor and fax it to the
number on the form. Y ou will be contacted, viae-mail, after your account has
been modified to allow access to the ASP function.

2.A.93 Follow these stepsto request atravel advance as an ASP.
Procedure

Step Action
1 Signinto TPAX and select “Proxy” from the View menu bar.
2 Hover over Create New and click on Advance.

T} equest Status Inbon - Windows Inbermet Euplorer provided by U

I a— i@
am il | ks [ htesTppems wettpa e _menu. ase =

[ 7767 s consrovees 1o = Rsewen - A B R W o [ % 1 Tooke

ks ] Chstomice Links ] defak shim ] Windows 45 Windows Marbetzlsce & Comert - [ Sekect

' stant] || wentRAx - o | o Webbssed T8 | )My Boaments | S reemeoate (@) mequest state 2 10 B O1 4 EE0 - @ e Ty 19w

3 Type the traveler’ s name/ID number and click Search for Name.
Once the fields populate, click OK

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.9 PCS Advance Request (Via TPAX), Continued

2.A.9.3 Procedure (continued)

Step Action

4 Click on the relevant Travel Order Number or use the Create this
order featureto add the Travel Order. If the order must be
created, TPAX will direct you through the steps to add the order
(enter correct TONO and click Create this Order).

2R Travel Dirdder Sabus b - Windows Tndernet Fplores provided by UMNCLASSIFIED =g x|
Fie ESt e Fawdes Took  Hep @

[ [ ] P ey re————— =] B

- | [ senren - v | @B G R | 2pcoa - A1 Toots -

el shim 8] Windows 85 Windows Masketplace F ot - [oeka

Travel Order Selection

Orgers snesdy enlersdl it 1-FRX

I the travel order number your are [ooking for dogs not sppear in the list above then it has not
yul b ntened into T-FAX o Enter the {raeaed order nurnbies
(TOHT) you have been assi fick the Create button. You will be
dirizctid thrawgh the steps b

Create this cednr |

Carrcel Helg

i stort] | 5] inbov - Meroscft.. | i webrbased b |[E7 travel tnder s LIty booumerts | B rwsseenater. | 0] 4@ B0 RO B @S sz

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.9 PCS Advance Request (Via TPAX), Continued

2.A.9.3 Procedure (continued)

Step

Action

5

Verify the address and click Continue.
3 0vc et Wiaed Windows itenetolrerprondediy___UNCLASSIFIED

Fin Bl em  Favetes Took  belp

=101 21
o

Bk - 7 | aess [ig] betos-Tipooms-ebtpar 4 requst-nt ssp

[ 7a] s cousr oo Rl

Lnds ] Customezn ks 2] default shom

DUNNY, UG
1IN 00

Type of arder

Type of Advarstt:

| (B sowren - B

£ Wndows 5 Windows Marketplace

Advance Request

Coveend fom 1271472009
|

G B P oo [ =

& cont - [seat

1 [FF=lFi ]

Please review your maling ddress 5 & sppears in your traveler profile. You can
change your address below for the purposes of this one travel request. Anry changes
1o your addeass apply anly 10 This travel raquest and will not change your peofds
[ st oy st
City: [FoeERa
Eres 1 oy e I fhe Irsverier's sk

* Couttry/State: [WS ransas -
Tip: [eEe

vstart] | inbo - mcroscit,.| | wetrbased Thm... |[8] Travel Regues— | I My Docmerts | ) iaseraeoatin..| 5] 0] 468

o

B

S[EOEND T SWnTy pma

Click Add this entitlement.
3 1o s - Voo ot expoees proided vy UNCLASSIFIED =

Fle Edt Vew Favoebes Took  bel

[ [ F T —

|y St -

ks @] Qustomen ks @] defoulshon ] Windows 15 Winows Marbetzlace

srovas Rl

B 6 B [fetee | =

& Cot = [T Snlnct

Tywo of order

Type of Advance

Advance Request

Corved e
e —

Wiew:  Proxy

You may row sntar all 1he el sxpenass that you sapect 10 imeur Suning your ing
Sedoct now entitfernnts from the drop down st and click the batien 1o add them
You wil ba lead through the Spproprate screens to collect all the Recessany
infarmation. Aftar an entitkemunt has buen entered you may edit or delete i by
clicking on the appropeiate nke

I Frtitloment Type Datres Encompanned St

T— -

When you are Sneshed addmg all your expecled lravel expenses you can chck on the
Vitw BUlton b0 se0 your aatimatnd travel mimBursseint

Canfinu 1o view computation

O back.

i start] | 5] tbar - Morosot.. | | Webrbased T[] traved Rogques. | I MyBooments | ] nasmaeoates. | ol 4G

BAO B, sam

Continued on next page
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Section A
PERMANENT CHANGE OF

STATION

2.A.9 PCS Advance Request (Via TPAX), Continued

2.A.9.3 Procedure (continued)

Step

Action

7

Select vehicle options and traveling dependents. Then press

Continue.

2 Frronal e Trigs - Winnchivers. Trikerred Expilorer prosisded by nited SLe

Fie Ed  View Favoribes Took Help

UNCLASSIFIED =lol x|

@

OM 1 W TOS——E—— F———

5 T
ks & Custormize Links 8] defaul.shim 8] Windows 50 Winduwes Mirkstplace

Enroute PCS Travel

el - ’ﬁl’énﬂm -

8«
[CRECR mrmv’_— 41 Toolz -

& Conert + [ Select

TOMG! 12091241241 24000

Typeoforder [ PEs |

Covered from: 12A 472002
to; [Ta/zaes |

The first 2tep to cresting & tip is to determine what has been authorized. This might
inchuele the number of cars allowed, any restictions on transpanatian, and who is Boing
paid while traveling. Pleaze complete the information below, then continue to the next
stop, Mobe that if yau dreve your awn car you shaukl make sure that the Chmer Operatar
of POV ig checked. Hyou traveled a3 & passenger in that option should be unchecked.

W Crwmier operator of POV T Mo MALT - Murnber of cars suthorized |1

RS (M )

PEGSY BUNNY (Spouss]
[LOLL'Y COLRN'Y (Dependent)

Select 41
Unpelect A1

;fsml | inboy: - Mrosoft... | -] Web-based T-Fa... || & Enroute Trip- . L) My Documents

e

|'+BHOMAD = B S We Ty saram

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.9 PCS Advance Request (Via TPAX), Continued

2.A.9.3 Procedure (continued)

Step Action
8 Choose Duration of Travel and press Continue. Remember that
duration of your travel determines entitlements.

9 The itinerary may be created or altered using the Add/Edit Trip
Itinerary seen below. Press Continue when satisfied.

2 Frouil Trigs - Winduwes, Tnberret Fuplores provided by Doited Sk UNCLASSIFIED o =
| Fe ES Vew Faodes Todk Hel P
{_)m | | address [ @] nttpssiopans rreblpas-t ik s =] B

i ¢ - = | [ Senrcn - M v | @B G R | 2pcoa - A1 Toots -~

|Links ] Customizn Liks ] delltshim 8] Wirdows 55 Wndowes Mshetplace F ot - [oeka

Enroute PCS Travel

TONG: 12091241241 24000 Covered from: 12A 472002

Type of order: PCS

i i st of rendiors; trivel erxpe
e rip and you have reimbu
n the Add Button below  Wh all the
u wigh to claim you may click on the Continue buttan to move to the

Date: Deseription Claimed

coriine. | Aukd FEdl Trp Erperises

rawa |

@stort| | 5] tnbox - Marosoft.. | | Webrbased Tra... [E nroute trip- . Lty bocumerts | ] rasempentes. | 4[5 4GB0 MA@ B o @ e Ty saan

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.9 PCS Advance Request (Via TPAX), Continued

2.A.9.3 Procedure (continued)

Step Action

10 | The orders may now be particularized to the Traveler and the
attendant entitlements using the Add/Edit Trip Expenses button.
Follow the drop-down menu to complete the expenses and press
Continue to proceed.

2 Frouil Trigs - Winduwes, Tnberret Fuplores provided by Doited Sk UMNCLASSIFIED =g x|
| Fla ER View Favordes Took  Help i

| Om 1 W TOS——E—— F——— =] B

w5 G il - | [ senren - v | @B G R | 2pcoa - A1 Toots -~

|Links ] Customizn Liks ] delltshim 8] Wirdows 55 Wndowes Mshetplace F ot - [oeka

Enroute PCS Travel

TONG: 12091241241 24000 Covered from: 12A 472002

Typeoforder [ PEs |

Beseriptian
A2HARN0  DEPN PER DEM 11 YRS AND YOUNGER
12N42003  ACTUAL EXPENSE FOR DEFCNDENTS
12MA2008  DEFT PER DEM 12 YIS AND CLDER

Auid { Edl Trip Experres:

rawa |

i stort] | 5] inbov - Marosch..| | wetrbased 1... [ erroute 1o — |ty booments | B twsenpoate. | [0 0] 2@ B0 MAOC B o @S s

11 | When complete, click the Save this Trip button to return to the
Advance Request screen. Note: choose DLA if applicable.

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.9 PCS Advance Request (Via TPAX), Continued

2.A.9.3 Procedure (continued)

Step

Action

14

Many of thefields are filled with zeros, do not change this default
line of accounting. Sincethisis an advance, TPAX will process
properly through FINCEN. Click on Accept Changes.

A Loast Guard Accounting - Windows Internet Explorer provided by UNCLASSIFIED =181 x]
Pl ESR Vew Favirtes  Tods b &
(oo » ™| s [] b flopine webtoatagsccounting. sz e
[ J75/us corsrance Rl [y @ 6 B mowe [ @ 1 Todds =
Unks ] Customize Unks ] defauk.shim ] Windows 53 Wirdkows Marketpioce & jCormvert ~ [0 Selnct

CG Accounting

PragF
ADV

et Save AcceptCrages | Cancel Cnanges |

=1
[ 2 B e Ty 131 Em

o start | Byruwseouter. |[Ecomt uard a1 B O 403

,w:nwmt-ncm...l | ‘Webrbased T-Pa... | ) My Doqumenks

15

The correct accounting string will appear on the next screen.
Click Continue on that screen.

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.9 PCS Advance Request (Via TPAX), Continued

2.A.9.3 Procedure (continued)

Step Action
16 | A remarks screen will appear. This may used to enter comments
specific to the travel period. Press Continue.

J Travel Boguest Wecard - Windusrs Internet Bplurcr prosided by UNCLASSIFIED E i [=E]

Hin B Vew  Fevates Tk heb i

RO - =] (B Search - M @ 6 A  Incos | = | [muAAREs| ) Tols -

ks ] Costomize ks ] defauk shim ] Windows: 5 Windowss Marketplaca - et

Advance Request S g Rt

Trpe of order. PCS ] Comediom [IZN8200 ] 1o [FFr]
Type of Advance |

Ocessnunally there will be special cucumstances surounding parslar irsvel
expenses or dthor Stustions U should be explanid to your Approving Offcial or the
travel office. Yau may eskor commants in the space provided below,

Sidh Comearts hare]

istan| [ 5] tmbox - Merosot...| | webbarea 1., [[ @] travel reques.. iMyDooments | s mwsaroate, | ] 10 A0 E O MO B @ T muan

17 | Therequest is complete. Press Save.

W Travel Bequest Wieard - Winduers Internet Baplorer prosided by =lgi=]
Hin B Vew  Fevates Tk heb i
@8

F Commt = [T Select

Advance Request

Trpe of onder. FCE 1 Covered hum [ VZN40003
Type of Advance i |

¥ou have successtuly completad your fravel rRQUEE!  YOu T8 now ready bo save this
request and retum bo lhe mam meou. I you beel thal #ll your mdeemabion b been
antered comectly then please chck on the Seve button 1o uwe 1he request

| Start, Inicee - Microsal. _immﬁ‘l‘..,’qjluummu- L] My Documents a.:mmm'z..| LAl DO MDD E SWETy s

Continued on next page
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Section A
PERMANENT CHANGE OF STATION

2.A.9 PCS Advance Request (Via TPAX), Continued

2.A.9.3 Procedure (Continued)

Step

Action

18

The claim may now be released by selecting the claim viathe
check mark and clicking on Releaseto AO.

3 Roepuemst Shabus Tebers - Widenws Trernet Esplares provided by | UNCLASSIFIED =19 x|
| o B ew Favudes Took  Hep i |
Ow |ma» Iﬂ [T ——— 18«
| W/ETE I I [ zewen - Merige | @ G P | Spcoe = |[meva)

| Links Q]c..mmuw ﬂa«’mm ] Wirdows D Windows Markstplacs ] & Conert + [ Select

@istart| | 5] inbos - Morosct...| | Webrbased T2, |[&] Reuest statu.. )by boouments | ) twspeoate. | [ 4@ B AL B o @ s
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2.A.10 Submission of PCS Travel Claim (DD-1351/2)

2A.101

This section provides the procedure for the traveler to properly complete the

Introduction PCS Travel Claim

2.A.10.2
Procedure

Follow these steps to complete the PCS Travel Voucher (DD-1351/2)

Block

Action

1

Payment. Place an X in the block that appliesto member. Note: Active Duty
Coast Guard members should choose EFT

Name. Typelast, first and middleinitial

Grade. Typerank/rate or grade (CDR, ENS, YNC,E6,GS-12,€etc)

SSN. Type Social Security Number or EMPLID

gh|w|IN

Type of Payment. Place an X in boxes that apply to member. If the member is
authorized DLA and received it in an advance, the traveler must check DLA. Note:
If dependent travel isinvolved and Dislocation Lodging Allowance (DLA) is
claimed, all applicable boxes must be completed. Each applicable block must be
checked to process the claim.

Address. These blocks are mandatory for claiming DLA, single or married. Enter
the member's current physical residential address. If the member has not secured a
permanent residence in the vicinity of the new PDS, the duty address may be used.
Notein block 29 if member is establishing aresidence in the vicinity of the PDS
and if dependents accompanied the member to the new PDS.

a. Number and Street: house or apartment number and street name b. City: spell out
name of city or municipality

c. State: 2-digit state code (MA, KS, NH, etc.)

d. Zip code: 5 or 9 digit zip code e.

e. E-Malil Address. If not in the global e-mail address system, enter a personal e-
mail address that is checked often.

\‘

Daytime Telephone Number and Area Code

Travel Order/Authorization Number (TONO) —found on PCS orders (will begin
with a12)

Previous Gover nment Payments/Advances

10

For D.O. Use Only. Note: the member should enter nothing here: this sectionis
reserved for Disbursing Offices only

11

Organization and Station. Note: thisisthe command to which the member is
currently attached (new PDS).

Continued on next page
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2.A.10 Submission of PCS Travel Claim (DD-1351/2), Continued

2.A.10.2 (continued)

Block Action

12 Dependents. Type an (X) in Accompanied if dependents traveled to the member’s
new duty station or in Unaccompanied if dependents chose not to relocate.
a. Name—lagt, first, middle initial
b. Relationship (son, daughter, husband, mother, father, etc.)
c. Date of Birth (DOB) or Date of Marriage. Date of Marriage
applies to spouse, DOB applies to children.
Note: if member issingle, N/A may be entered

13 Dependents Address on Receipt of Orders. Enter the complete dependents
address (es) while attached to last command or duty station.

14 Have household goods been shipped? Check applicable block.
Note: If the answer is no, enter explanation in remarks (block 29)

15 Itinerary.
a. Date. Indicate current year (month/day will be listed below)
b. Place. Enter City/State and zip code from which member departed and to
which member arrived
c. Means/Modes of Travel. See 2-digit codes on reverse
d. Reason for stop. See 2-digit codes on reverse (pg2 of 1351-2)
e. Lodging Cost. Not applicable for PCS travel (pg2 of 1351-2)
f. Privately Owned Conveyance (POC) miles. Indicate total
mileage.
Note: Member need only list arrival site (new duty station). Itis
not necessary to list each stop and departure.

16 POC Travel. Member must indicate whether an owner/operator or a passenger if
private auto is listed in the itinerary.

17 Duration of Travel. Type (x) in appropriate block. Typically, More Than 24
hours will be checked.

18 Reimbur sable Expenses. Enter Temporary Lodging Expense (TLE), tolls, etc.
here.

19 Government Deductible Meals. Not applicableto PCS travel.

Continued on next page
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2.A.10 Submission of PCS Travel Claim (DD-1351/2), Continued

2.A.10.2 (continued)

Block Action )
20 a. Claimant signature—origina hand written signature in blue ink oflthe traveler
b. Date— date member signsthe claim
c. Reviewer’sprinted name
d. Reviewer signature
e. Telephonenumber (where the Reviewer may be contacted)
f. Date— date reviewer signed clam
21 a. Approving Official’s (AO) Printed Name.
b. Approving Official’s Original Hand Written Signaturein blueipk, (the
travel claim 1351-2 cannot be a copy or certified to be a true copy, must be an
original)
c. Telephone number (where AO may be contacted)
d. Date claim approved
Note: On final PCS the following statement may be entered block 21aor block 21b
—Fina PCS, AO not available
22 Accounting Classification. N/A
23 Collection Data. N/A
24 Computed By. N/A
25 Audited By. N/A
26 Travel Order/Authorization Posted By. N/A
27 Recelved. N/A
28 Amount Paid. N/A
DD The following instructions are for the Continuation Sheet.
1351-2C | List page number in upper right portion of form (Page 2 of 2, etc.)
4 Name. Last, First, Middleinitial
15 Itinerary. See block 15 above
3 For D.O UseOnly. N/A
18 Reimbur sable Expenses. See block 18 above
19 Government/Deductible Meals. N/A
29 Remarks. Member may enter al required/pertinent remarks here. Claiming TLE
(M&IE only) while staying with family/friends within the local area of the PDS,
provide their name, residential address, and contact number.
Continued on next page
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2.A.10 Submission of PCS Travel Claim (DD-1351/2), Continued

2A.103 Submit (viaUS Mail) the completed Origina DD Form 1351/2 (and 1351/2C
Submission if necessary), along with the original ordersand all original receipts to the
Guidelines following address:

Commanding Officer (TVL-PCS)
Coast Guard Pay & Personnel Center
444 SE Quincy Street

Topeka, KS 66683

Note: Keep a completed copy of your travel voucher, original orders (these
may be certified as atrue copy if lost) and receipts. Members are reminded
that they must keep these copies for six years and three months.
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2.A.11 Submission of Personally Procured Transportation
Claims (AKA DITY Moves)

2A111
I ntroduction

This section will guide you towards properly submitting your claim for
Personally Procured Transportation

2A11.2 CompleteaDD 1351/2 (Travel Voucher) from departure to arrival.
Procedure Note: Thisisaseparate claim specific to your transportation of household
goods. For guestions concerning the particulars of this claim, contact CG
FINCEN Customer Service Team at (757) 523-6940.
2A.113 Send PPT/DITY claim(s) to the following address:
Submission
Guidelines Commanding Officer
U.S. Coast Guard Finance Center
1430A Kristina Way
Chesapeake, VA 23326
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2. A.12 Reimbursement of Vehicle Transportation within
CONUS

2A.121 This section will guide you through the process of receiving reimbursement
Introduction for the shipment of your Privately Owned Vehicle (POV) should you avail
yourself of the opportunity to personally procure transportation (JFTR, par.

u5417).
2A.12.2 Keep in mind the following procedural items when applying for
Procedure reimbursement:

* Member must receive approval for shipment prior to detachment from the
old Permanent Duty Station (PDYS)

» Requests to ship avehicle will be made on the PCS Departing/Separation
Worksheet (CG-2000)

» The Servicing Personnel Office (SPO) must determine eligibility, do the
computations and counsel the member concerning entitlement and
reimbursement limitations.

» PCS orders must be annotated to authorize transportation to include the
maximum reimbursement computation.

* Reimbursement is limited to the transportation of one (1) authorized POV

e Thisis a member-with-dependents entitlement

» Member and/or €ligible dependent(s) must possess more than one POV to
be relocated to the new PDS

» Member and dependents must travel at one time in one POV

» Transportation costs should not exceed the remainder of the MALT-Plus for
driving two POVsto the new PDS

» Member isfinancially responsible for all excess costs/additional expenses
associated with POV transportation

e Commercial travel at Government expense is not authorized for the member
or any dependent if reimbursement for vehicle transportation within
CONUS is authorized.

Continued on next page
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2. A.12 Reimbursement of Vehicle Transportation within
CONUS, continued

2A.123
Submission
Requirements

To properly facilitate the processing of your claim, submit the following
documents:

e Travel Voucher (DD-1351/2) for commercia vehicle shipment

e Receipt for commercia vehicle shipment

» Copy of signed PCS travel orders annotated with the vehicle shipment
authorization to include the maximum reimbur sement computation.

e Copy of the vehicle registration

2A.124 e Ensure member’s name and EMPLID are on al documents
Reminder » Retain acopy of all documents/receipts
2A.124 Mail all documents to:
Where to
Submit? Commanding Officer
U.S. Coast Guard Finance Center (opb-1a)
1430A Kristina Way
Chesapeake, VA 23326
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2. A.13 Temporary Lodging Allowance (TLA) claims

2A.13.1 This section will provide guidance for submitting Temporary Lodging

Introduction Allowance (TLA) claims. TLA isan allowance intended to (partially)
reimburse a member and/or dependents for expenses incurred while
occupying (temporary) lodging outside the continental United States.

2.A.132 (a) Joint Federal Travel Regulations (JFTR), Chapter 9, Temporary Lodging
References Allowance
http://www.defensetravel.dod.mil/site/travelreg.cfm
(b) U. S. Coast Guard Finance Center SOP
http://www.fincen.uscg.mil/sop.htm

2.A.133 TLA claims are completed by the OCONUS unit: Follow submission
Procedure guidelines listed in reference (b).

2.A.134 Units processing TLA claims may now utilize aweb-based application on the
Web-based Coast Guard Finance Center (FINCEN) Intranet. Thefollowing

Application restrictions apply:

« Prior to acquiring access, a signed request assigning the Payment
Authorizing Official (PAO) must be submitted by the Unit Commander.

e PAOs must be E6 and above or GS7 and above.

» Request (via signed memo) must be routed through Commandant (CG-
1222) who will forward the request to the FINCEN (OPA-MT).

e FINCEN Comptroller will issue the authorization.

e The PAO will not need a password.

e There must be (at a minimum) one PAO/DEO from a qualifying unit

Continued on next page
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2. A.13 Temporary Lodging Allowance (TLA) claims, Continued

2.A.135
DEO specific
information

2.A.13.6
Submission
Guidelinesfor
Fax/Email

e The PAO will assign the Data Entry Operator (DEO) for the respective unit
e DEO passwords will be assigned by FINCEN

Fax or email to FINCEN for processing to:
e Fax: (757) 523-6734
e Email: FIN-DG-TAC@uscg.mil
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2.A.14 PCS Reporting Checklist

2A.14.1 This checklist has been provided as ajob aid to assist the unit in completing
Introduction all necessary tasks for reporting in from PCS. Thisjob aid is to be reproduced
locally, and modified as necessary to unit unique regquirements.

2A.142 (a) Personnel and Pay Procedures Manual (PPPM), PPCINST M1000.2(series)
References (b) Coast Guard Pay Manual, COMDTINST M7220.29(series)
(c) Personnel Security and Suitability Program, COMDTINST M5520.12(series)
(d) Government Travel Charge Card (GTCC) Program, COMDTINST
4600.14(series)
(e) Direct Access (DA) Online Help http://www.uscg.mil/ppc/ps/index.htm
(f) Military Personnel Data Records (PDR) System, COMDTINST
M 1080.10(series)

2.A.14.3 Action upon member reporting.
Reporting
checklist
Step | Action Reference Date
1 | Endorse orders (Note: For PHS Officers, notify CG PSC (OPM-2) Ref (a), 2.A.2
when Officer reports, they are the SPO for PHS Officers).
Verify member’s entitlement to FSH and/or FSA-R, and BAH Ref (b), 3.H
allowances.
3 | Complete PCS Reporting and BAH/Housing Worksheets and forward | CG-2005
to SPO with copy of endorsed order. CG-2025
4 | Update addressin DEERS. Ref (a), 5.B.17
5 | Ensure member hasavalid ID card. Ref (), 5.D.6
6 | Update emergency contacts, e-mail, mailing address, and allotment Ref (@), 5.D.11
addresses in Direct Access.
7 | If member isunable to complete address changes in Direct Access, CG-2040
ensure member completes CG-2040, Allotment Worksheet.
8 | If member isfrom one of the states that stops taxing when amember is | Ref (a), 8.B.3
no longer stationed in the state or starts taxing again when stationed
back in the state, ensure member submits state tax withholding form.

Continued on next page
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Section A
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2.A.14 PCS Reporting Checklist, continued

2.A.14.3 Reporting checklist (continued)

Step | Action Reference Date

9 | Ensure member completestravel claim for self and dependents, if Ref (@), 2.B.4
applicable.

10 | Ensure the Authorizing Official signsthetravel claimin blueink, Ref (@), 2.B.4
block 21a, within 2 working days.

11 | Ensurethe original travel claim and original order are forwarded to Ref (@), 2.B.4
PPC (tvl) for processing (Note: If member received advance for dependent travel, do
submit travel claim until dependent(s) complete relocation. Submitting the claim without
dependent travel information will result in collection of the dependent portion of the advance
travel and per diem.)

12 | Conduct security briefing. Ref (c)

13 | If applicable, ensure Government Travel Charge Card account was Ref (d)
transferred from old PDS.

14 | For Reservists, check and update member’s Training/Pay codein DA | Ref (€)

15 | Update Family Member/Beneficiary/SGLI/FSGLI Information in Ref (a), 5-A-2
Direct Access.

16 | Review PDR and file supporting documentation. Ref ()
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2.A.15 Amendments to Orders

Reference Please see section 2.B.12 of this chapter for guidance on amendmentsto
orders.
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2.A.16 Reimbursement for the Use of More than Two POCs

2.A.16.1
Introduction

2.A.16.2
Conditions

2.A.16.3 Travel
by More Than
2POCs
Authorization
Request
Procedure

This section lists the conditions for which payment of Monetary Allowancein
Lieu of Transportation (MALT) for PCS travel by more than two privately
owned conveyances (POCs) may be requested in accordance with JFTR, Par.
U5150-B.

One or more of the following conditions must be met before requesting
authorization for PCS travel by more than two POCs.

A. Morethan eight family members travel together by POC, including the
member.

B. Because of age or physical condition, a dependent needs specid
accommodations in one vehicle and the second and third vehicles are
required for other family members.

C. A member must report to a new duty station in advance of travel by
dependents who delay travel for acceptable reasons (school term
completion, property sale, settlement of personal business, HHG
transportation, non-availability of adequate housing at the new PDS) and
five or more dependents travel by POC later.

D. Five or more dependents travel unaccompanied by POC between
authorized points other than those for the member’stravel (e.g., travel to a
designated place or to the new PDS when member has TDY en route).

E. Five or more dependents travel unaccompanied by the member to the new
duty station in advance of the member’ s reporting for acceptable reasons
(to enroll children in loca school). or

F. Specia circumstances such astravel via ALCAN Highway where extra
gpare tires, parts, and tools are to be carried.

The command from which the member is departing from shall submit
requests for approval of PCS travel by more than two POCs to Commandant
(CG-1222) well in advance of the member’s (or dependent’s) planned
departure date. Requests shall be submitted by memo (Fax to (202) 475-592),
record message traffic, or email to compensation@comdt.uscg.mil. Additional
contact information is available at www.uscg.mil/hg/cgl/cgl22/contact.asp.
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Section C
ACTIVE DUTY FOR TRAINING

Section Overview

Introduction Active Duty for Training (ADT) includes:

e Active Duty for Training for Annual Training (ADT-AT)
e |nitial Active Duty for Training (IADT)
e Active Duty for Training - Other Training Duty (ADT-OTD)

ADT isatour of Active Duty used for training members of the reserve
components to provide trained units and qualified personsto fill the needs of
the Armed Forces during war or national emergency and such other times as
national security requires. Chapter 3-A of the Reserve Policy Manual,
COMDTINST M1001.2 (series), defines these duty typesin detail. This
section will focus on the procedures and processes governing ADT.

In thissection
TopiclD Topic See Page
2C.1 The ADT Process 2-C-2
2.C.2 The ADT-OTD Process 2-C-7
2.C.3 Amendmentsto ADT Orders 2-C-12
2.CA4 Preparation of Annual Screening Questionnaire 2-C-13
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2.C.1 The ADT Process

2C.11 This table describes the stages of ADT order processing. The following

ADT order entities own the ADT process: Member; Supervisor; Reserve Force Readiness

processing System (RFRS); Servicing Personnel Office (SPO); District (dxr); Permanent
Unit.

2C.12 The following web pages and directives provide additional procedural and

Reference regulatory information on the ADT process.

(a) Direct Access Online Guide (http://www.uscg.mil/ppc/ps)
1. Request for Reserve Orders (Self- Service)
2. Request for Reserve Orders Supervisor Approval Process
(b) Reserve Policy Manual, COMDTINST M1001.28 (series), Chap. 3
(c) Coast Guard, Servicing Personnel Office (SPO) Manual, PPCINST
M5231.3 (series), Part VI, Reserve Unique Transactions, Chap. 4,
Reserve Active Duty Orders
(d) Military Personnel Data Records (PDR) System, COMDTINST
M1080.10 (series)

2.C.1.3Process Thisisthe process.

Stage | WhoDoeslt | When What Happens

1 Member At least 45 » Negotiates duty dates with unit.
working days |« Complete the Request for ADT Orders through Direct
prior to the Access (DA), Reserve Orders module per reference
date of ADT (al)

2 Supervisor Within5days |« Complete the Request for ADT Orders through DA if
of receipt of member does not have computer accessibility per
request reference (a.2)

e Veifiesal readiness requirements (ASQ, medical,
dental, security, current enlistment/contract, weight
standards, etc.) per reference (b).

* Veifies Personal Information is current.

e Verifies no other duty/drills are scheduled in DA during
timeframe desired.

» Forwards to SPO for orders completion.

Continued on next page
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2.C.1 The ADT Process, Continued

2.C.1.3 Process (continued)

Stage |Who DoesIt | When What Happens
3 |SPO Within 2 e Completes the Reserve Orders Manager portion of
Days of the Request for ADT in DA per reference (c).
receipt of « Completes Per Diem Entitlements (if
request applicable).
e Completes Other Authorized Expenses (if
applicable).

e Completes Partial Entitlements Tab.
e Completes Order Notes tab.

e If member is performing IADT Phase Il and
attending class “A” School, complete the Departing
for TDY or PCS/TEMDINST to “A” School
Worksheet (CG-2001).

e Forwardsto District (dxr).

4 | District (dxr) |Within2 e VerifiesADT order request for accuracy.

days of « Approvesthe request for ADT orders in Direct
receipt of Access per reference (C)
request

Continued on next page
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Section C

ACTIVE DUTY FOR TRAINING

2.C.1 The ADT Process, Continued

2.C.1.3 Process (continued)

Stage | Who Does It | When What Happens
5 |SPO Within 2 e Printsthe orders.
days of  Signsthe orders.
receipt of an |« Mailsthe orders to the member 30 days prior to
approved effective date of orders.
request » Send email confirmation to member stating date
orders were mailed; attach copy of orders.
+ Note Verify tha Members shall not report for any type of duty
member is not in without being in receipt of signed original orders.
rgcei pt' of any type of
Compesion. In cases where the ADT is for 60 or more days (e.g.,
Fre:rﬁ(t)r?eolg ;grrsi pay IADT Phas_e [1to“A” _School):
of Veterans Affairs. 1. Review and mail the SPO PDR to the SPO
servicing the ADT site.
2. Forward Medical PDR IAW reference (d).
3. Set up tracking of completion date of IADT
period.
Note: SPO must immediately notify District (dxr)
whenever notified of any cancellation or changes to
ADT orders. Under no circumstances will the
member’ s unit cancel or alter any existing approved
reserve orders. All change requests must be forwarded
to the District (dxr).
6 | Member Asdirected | Reportsto ADT site.
by orders
7 |ADT site Member ADT site reports actual reporting date to the SPO via
reports email, or fax.
Continued on next page
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2.C.1 The ADT Process, Continued

2.C.1.3 Process (continued)

Stage | Who DoesIt | When What Happens

8 |SPO Immediately | Upon arriva notification from ADT site:

- Completes actual report date in Direct Access.
» Completesthe Travel Report Dates Section.

- Vaidates partial entitlements.

- Starts appropriate pay and allowances.

9 |ADT site Member e Endorse Travel Ordersto show:
completes (1) Date and time member reported and departed,
ADT and;

(2) Availability of government quarters/mess.
e Fax copy of endorsed Travel Ordersto member’s
home SPO on the same day.
e |If ADT was 60 days or more, return SPO/Medical
PDR to member’s home unit.

10 |SPO Upon (Lessthan 140 days)
departure
notification |e Entersactual depart date.

e If ADT was over 29 days submit Direct Access
transaction (Process Lump Sum Leave) per
reference (C).

e InIADT cases, verify that the reservist’s school
completion and advancements/designator
assignment have been recorded in Direct Access.

Continued on next page
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ACTIVE DUTY FOR TRAINING

2.C.1 The ADT Process, Continued

2.C.1.3 Process (continued)

Stage | Who Does It | When What Happens
11 | Member Within 3 e Complete settlement request in Web T-PAX.
days e Forward to unit Approving Official with origina
following receipts as required by Chapter 2.B of this manual
completion for verification and approval.
of travel
Note: In cases where the member does not have access
to Web T-PAX, refer to Chapter 2.B of this manual for
procedure to submit paper travel voucher.
12 | Unit Within 2 e Complete administrative review of settlement
days of request in Web T-PAX and process as appropriate.
settlement |«  Ensure follow-up with member if request is
request from incomplete.
member
13 |PPC(TVL) Upon receipt | «  Process settlement request for payment of travel
of voucher entitlements.
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2.C.2 The ADT-OTD Process

2C.21
ADT-OTD
order
processing

2.C.2.2
Reference

This table describes the stages of ADT-OTD order processing. The following
entities own the process: Member; Supervisor; Reserve Force Readiness
System (RFRS); Servicing Personnel Office (SPO); District (dxr); Permanent
Unit; ADT-OTD site; Training Officer.

The following web pages and directives provide additional procedural and
regulatory information on the ADT-OTD process.

(a) Direct Access Online Guide (http://www.uscg.mil/ppc/ps)
1. Request for Reserve Orders (Self- Service)
2. Request for Reserve Orders Supervisor Approval Process
(b) Reserve Policy Manual, COMDTINST M1001.28 (series), Chap. 3
(c) Coast Guard, Servicing Personnel Office (SPO) Manual, PPCINST
M5231.3 (series), Part VI, Reserve Unique Transactions, Chap. 4,
Reserve Active Duty Orders
(d) Military Personnel Data Records (PDR) System, COMDTINST
M1080.10 (series)

2.C.2.3Process Thisisthe process.

Stage | Who Does It |When What Happens

1 | Member Atleast 45 |« Negotiatesduty dateswith unit.
working » Complete the Request for ADT-OTD Orders
days prior to through Direct Access per reference (a.1).
the date of
ADT-OTD

2 | Supervisor Within 5 » Complete the Request for ADT-OTD Orders
days of through Direct Accessif member is unavailable per
receipt of reference (a.1).
request

Continued on next page
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ACTIVE DUTY FOR TRAINING

2.C.2 The ADT-OTD Process, continued

2.C.2.3 Process (continued)

Stage | Who DoesIt | When What Happens
2 | Supervisor Within 5 e Veifiesall readiness requirements (ASQ, weight,
C days of medical, dental, security, timein service, current
o] receipt of enlistment/contract, weight standards, etc.) per
n request reference (b).
t = Verifies Personal Information is current.
! e Verifiesno other duty/drills are scheduled in DA
n during timeframe desired.
u » VeifiesADT-OTD request is to achieve
3 certification, re-certification, qualification,

completion of performance qualifications,
graduation from aformal course of instruction,
specialized training, or for a specific qualification.
e Forwardsto SPO for orders completion per
reference (C).

Note: Use of ADT-OTD for general unit augmentation
without any clear training benefit is not authorized.

Continued on next page
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ACTIVE DUTY FOR TRAINING

2.C.2 The ADT-OTD Process, continued

2.C.2.3 Process (continued)

Stage |[WhoDoeslIt |When What Happens
3 |SPO Within 2 e Completes the Reserve Orders Manager portion of
days of the Request for ADT-OTD in DA per reference (c).
receipt of » Completes Per Diem Entitlements (if
request applicable).
e Completes Other Authorized Expenses (if
applicable).
e Completes Partial Entitlements Tab.
e Completes Order Notes tab.
e Forwardsto District (dxr).
4 | District (dxr) | Within 2 e VeifiesADT-OTD order request for accuracy.
days of e Approvethe Request for ADT-OTD Ordersin
receipt of Direct Access per reference (c).
request
Note: Late notifications of quotas will be approved on a
case by case basis.
5 |SPO Within 2 e Printsthe Orders.
days of  Signsthe Orders,
receipt of an |« Mailsthe orders to the member once complete.
approved » Sends email confirmation to member stating date
request orders were mailed; attach copy of orders.

* Note: Verify that
member isnot in
receipt of any type of
disability,
compensation,
pension or retired pay
from the Department
of Veterans Affairs.

Members shall not report for any type of duty
without being in receipt of signed original orders.

In cases where the ADT-OTD isfor 60 or more days:
1. Review and mail the SPO PDR to the SPO
servicing the ADT site.
2. Forward Medica/Unit PDR per reference (d).
3. Set up tracking of completion date of ADT-OTD
period.

Note: SPO must immediately notify District (dxr) for
any cancellation or changesto ADT orders. Under no
circumstances will the member’ s unit cancel or alter
any existing approved reserve orders. All change
requests must be forwarded to the District (dxr).

Continued on next page
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ACTIVE DUTY FOR TRAINING

2.C.2 The ADT-OTD Process, continued

2.C.2.3 Process (continued)

Stage |[WhoDoeslIt |When What Happens
6 | Member Asdirected |« Reportsto ADT-OTD site.
by orders
7 |ADT-OTD site| Member * Reports actual reporting date to the SPO viaemail
reports for or, fax.
ADT-OTD
8 |SPO Immediately | Upon arriva notification from ADT-OTD site:
- Completes actual report date in Direct Access.
» Completesthe Travel Report Dates Section.
- Validates partial entitlements.
- Starts appropriate pay and allowances.
9 |ADT-OTD site | Member e Endorse Travel Ordersto show:
completes (1) Date and time member reported and departed,
ADT-OTD and;
(2) Availability of government quarters/mess.
e Fax copy of endorsed Travel Ordersto member’s
home SPO on the same day.
10 |[SPO Upon e Entersactual depart date.
departure | |f ADT-OTD was over 29 days submit Direct
notification Access transaction (Process Lump Sum Leave).
» Verifiestraining completion.
11 |Training Upon « Ensure competency codes and/or training
Officer completion certificates have been recorded in Direct Access
of training and/or TMT.
Continued on next page
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ACTIVE DUTY FOR TRAINING

2.C.2 The ADT-OTD Process, continued

2.C.2.3 Process (continued)

Stage |[WhoDoeslIt |When What Happens
12 | Member Within 3 e Complete settlement request in Web T-PAX.
days e Forwardsto unit Approving Official with origina
following recei pts as required by Chapter 2.B.2 of this manual
completion for verification and approval.
of travel
Note: In cases where the member does not have access
to Web T-PAX, refer to Chapter 2.B.2.3 of this manual
for procedure to submit paper travel voucher.
13 | Unit Within 2 e Complete administrative review of settlement
days of request in Web T-PAX and process as appropriate.
receipt from |« Ensurefollow-up with member if request is
member incompl ete.
14 |PPC(TVL) Upon receipt | «  Process Settlement Request for payment of travel
of voucher entitlements.
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2.C.3 Amendments to ADT Orders

2.C.3.1When Orders can be amended after the fact to document verbal authority given
orderscanbe  during the ADT/ADT-OTD travel period when unforeseen requirements
amended emerge that require the member to incur costs not originally anticipated.
Travelers seek modifications or changes to their orders through the Order
Issuing officia that directed and funded the travel. The form of the
amendment should identify the:
e Traveler
e TONO/ACCTNG Data
 Entitlement specified
» Reason for change
This information should be attached (memo, letterhead, or handwritten note)
to the original travel order.
2.C.32 There are some provisions that, if not authorized in the order BEFORE travel
Situationswhen  starts, CANNOT be approved for payment after travel is completed.
amendments
are not Example: An order DIRECTING use of common carrier cannot be amended
authorized after the fact to permit some other form of transportation when
common carrier was the Order Issuer’ sintended form of
transportation for the member.
2.C.33 UNDER NO CIRCUMSTANCES CAN AN ORDER BE AMENDED
Amendments  AFTER THE FACT TO DENY A TRAVEL ENTITLEMENT CONTAINED
cannot beused  |N THE ORDER
to deny an
entitlement Example: An order can’t be amended after the fact to “ unauthorize” a
rental car that was originally authorized by the Order Issuer to
deny payment to the traveler.
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2.C.4 Preparation of Annual Screening Questionnaire

2C41
I ntroduction

2.C4.2
Reference

2.C.4.3 Process
Overview

Federal law requires all Ready Reservists (Selected Reservists (SELRES) and
Individual Ready Reservists (IRR)) be regularly screened to ensure their
availability and fitness for duty if mobilized and submit updated information
to their chain of command. Coast Guard reservists will complete the screening
annually.

Note: Memberswho are on Extended Active Duty or serving on arecall to
active duty and those who have completed a questionnaire within the four
months preceding 1 October are not required to submit a new questionnaire for
the current year. The questionnaire is designed to be completed as often as the
information or recall availability changes, anytime of the year.

The following web pages and directives provide additional procedural and
regulatory information on the Reserve Annual Screening process.

(a) Reserve Policy Manual, COMDTINST M1001.28 (series), Chap. 4.B
(b) Direct Access Online Guide (http://www.uscg.mil/ppc/ps)
1. How to Complete the ASQ (Self- Service)
2. Reserve ASQ, Supervisor Notification
(c) Coast Guard, Servicing Personnel Office (SPO) Manual, PPCINST
M5231.3 (series), Part VI, Reserve Unique Transactions, Chap. 2,
Annual Screening Questionnaire

Per reference (a), members of the Ready Reserve must complete the Annual
Screening Questionnaire (ASQ). Members will use Direct Access (DA) self
service to complete the ASQ per reference (b.1). SPOswill enter
guestionnaires on behalf of those members without access to the system per
reference (C).

Reservists who cannot access Direct Access may use CG form 3799R to
provide screening information to the servicing SPO.

Continued on next page
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2.C.4 Preparation of Annual Screening Questionnaire, Continued

2.C.4.4
Super visor
Notification

2C45
Super visor
Action

2.C.4.6
Procedures

When members indicate on the ASQ they are not available for recall or do not
understand their mobilization requirement, Direct Access prompts them (or
the SPO, if entering a questionnaire on behalf of a member who cannot access
Direct Access) for a supervisor's Operator ID for follow-up counseling or
action (transfer to IRR or discharge). The email function to supervisor isonly
active when the reservist chooses "do not accept/understand mobilization
requirement” or any selection other than "available for mobilization.” A
view-only link of the reservist's ASQ is added to the supervisor's worklist.

Supervisors must contact and counsel those members who indicate they are
not available for recall, or who do not understand their mobilization
requirement. If the counseling results in the member modifying his or her
availability for mobilization, a new ASQ must be submitted. Members who
are not available for mobilization should be processed for transfer or
separation as appropriate, i.e., Active Standby List (ASL), or Inactive
Standby List (ISL). Consult the references cited at the beginning of this
section for additional guidance.

- Seereference (b) for procedures to complete the Direct Access Annual
Screening questionnaire.

» CG Form 3799R includes complete instructions needed to complete the
form.
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Section D
ACTIVE DUTY OTHER THAN TRAINING

Section Overview

Introduction  Active Duty Other Than Training (ADOT) includes:

e Involuntary Active Duty
e Voluntary Active Duty for Emergency Operations
e Active Duty for Other Support (ADOS)

This section will focus on the procedures and processes governing ADOS-
AC, (formerly ADSW). Membersin the Selected Reserve, Individual Ready
Reserve (IRR) or the Standby Reserve (Active Status) may perform this duty.

Note: IRR and Standby Reserve include those referred to as Active Status
Pool (ASP).

References (a) Reserve Policy Manual, COMDTINST M1001.28 (series)
(b) Military Personnel Data Records (PDR) System, COMDTINST M1080.10
series
(c) Coast Guard, Servicing Personnel Office (SPO) Manual, PPCINST
M5231.3 (series), Part VI, Reserve Unigue Transactions, Chap. 4,

Reserve Active Duty Orders
In this section
TopiclD Topic See Page
2.D.1 |Projecting Costs of ADOS-AC Orders 2-D-2
2.D.2 | Document ID’s(TONO) for ADOS-AC Orders 2-D-3
2.D0.3 | Accounting Line Datafor ADOS-AC Orders 2-D-4
2.0.4 | How to Processan ADOS-AC Order 2-D-6
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2.D.1 Projecting Cost of ADOS-AC Orders

2D.11
Introduction

2D.12
Estimating
Total Cost

All ADOS-AC costs, including pay and benefits, travel and per diem, and
permanent change of station (PCS) entitlements (when applicable) are
normally the responsibility of the commands using ADOS-AC. Commands
using long-term ADOS-AC should keep in mind those personnel ordered to
active duty for 181 or more days are entitled to PCS entitlements.

The Benefiting Unit shall determine the cost of Pay and Allowances, FICA
and Travel. Units are directed to use the Standard Personnel Cost (SPC)
worksheet to determine the costs. The SPC worksheet islocated on CG
Central and at http://cgweb.comdt.uscg.mil/cg8/cg83/cg832/sct/sr/index.htm.
If the period of ADOS-AC covers a portion, rather than afull 15 day pay
period, (i.e.: 25-30 June vice 16-30 June), compute the pay and allowances for
the partial period by dividing afull month’s entitlement by 30 days then
multiply that daily amount by the number of days. Compute total cost taking
the following into account:

Pay and Allowances

« Base Pay (including longevity increases)

< BAH/OHA

e Subsistence (actual days)

e FSA (if period of ADOS-AC

e CONUSCOLA or OUTCONUSCOLA

e Leaveto beearned and sold

e Any other station allowances

FICA

e Multiply .0765 x one month’s base pay. Thisamount is reduced from the
base pay accounting line and added to the FICA accounting line.

Travel Entitlements

e Travel coststo and from the ADOS-AC site

e Per diem for travel days
Note: Travel Entitlements are not payable if ADOS-AC site is within the geographical limits
of the members' home.

2-D-2

CH-14 Movement of Personnel


http://cgweb.comdt.uscg.mil/cg8/cg83/cg832/sct/sr/index.htm�

Section D
ACTIVE DUTY OTHER THAN TRAINING

2.D.2 Document ID’s (TONO) for ADOS-AC Orders

2D.21 Direct Access does not automatically generate Document 1Ds short-term

Introduction (180 days, or less) ADOS-AC orders. The Benefiting Unit shall provide
three separate Document ID’s. The DOC Type 72 is used to pay the member
in JUMPS. DOC Type 11 (single claim), 12 (PCS) or 13 (multiple claims)
are used to reimburse the member for travel.

2D.2.2 - 11/11/29/1/8/16/001/000 (for TVL)
Document - 72/11/29/1/8/16/001/000 (for P&A)
Number - 72/11/29/1/8/16/001/001 (for FICA)
Examples

Note: Refer to the FINCEN SOP, FINCENSTFINST M7000.1, Chapter 5, for
more information on document IDs.

2D.2.3. This table gives guidance on each part of the document number.
DOC ID
TABLE

Field Function

11 - Document Type Use DOC type 11 for ADOS Travel Orders with a duration under 181 days
where only asingletravel claim will be submitted. Use DOC type 13 for
ADOS Travel Orderswith aduration under 181 days where multiple travel
claim will be submitted (e.g. Monthly claims). Use DOC type 12 for PCS
Travel Orders (duty of 181 or more days). Use DOC 72 for Pay and
Allowances and FICA.

11 - FY Funded Last two digits of the FY in which the transaction will be funded.

29 - Procurement Site | “29” represents ISC New Orelans. A listing is found in Appendix H to the

Code FINCEN SOP. Thisnumber should remain constant for each office.

1- FY Contract Last digit of thefiscal year of the initia document.

Originated

8 - Region Region/district from Appendix A, FINCEN SOP. “8” stands for Eighth
Digtrict.

16 - Program Element | For most units, thisfield will be constant. Those units that have several

(PE) program elements or other than normal 2-digit PE’s should use a master 2-

digit PE assigned by their Budget Office for document numbering purposes.
For reserve orders use only the first two characters of the Accounting Line
Program Element.

001 - Document Assigned by the unit for expenditure of funds.
Sequence
000 - Suffix Subdivision within expenditure. For ADOS-AC Orders, use 000 for Travel

and Pay & Allowances, and 001 for FICA Entries.
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2.D.3 Accounting Line Data for ADOS-AC Orders

2D31
Introduction

Direct Access does not automatically generate Accounting Linesfor short
term (180 days, or less) ADOS-AC orders.

2.D.3.2 e 2/8/701/108/30/0/16xx/12345/2100 (Travel)
Accounting - 2/8/701/108/30/0/16xx/12345/117K (P&A)
Line Data: - 2/8/701/108/30/0/16xx/12345/122R (FICA)
2D.33 This table gives guidance on each part of the document number.
Accounting
Line Table
Field Function

2 - Agency Code

Indicates the Coast Guard. It will alwaysbe*®2".

8 - Region/District
Code

Normally constant for a particular unit. Example: 8 for Eighth District,
F for FINCEN. See Appendix A, FINCEN SOP for additional region
codes.

701 - Appropriation
Code

Last digit of thefiscal year. (7=2007). Remaining digits are the
appropriation account. For ADOS-AC use “01”.

108 - Appropriation
Limitation Code
(ALC)

First digit istype of funding, direct or indirect. Use*“1, 2, 3 or 8" as per
Appendix C of reference (a) for Reserve Orders. 1=Direct Funds,
2=Direct Funds (pickup accounts), 3=Direct Funds (HQ Refund
Program), and 8=Reimburseable Funds.

Second two digitsis Administrative Target Unit (ATU): O1 for First
Coast Guard District, 07 for Seventh Coast Guard District, 36 for
FINCEN, etc.

30 - Allotment Fund
Control Code (AFC)

Most units and staff elements will use aconstant 30 in thisfield. Day to
day CG operations are generally funded through AFC 30.

Continued on next page
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2.D.3 Accounting Line Data for ADOS-AC Orders, Continued

Field Function

0 - Allotment Level » Thisfield will always be 0.
Indicator Code

(ALIC)

16 - Program Element
(PE)

Thisisthe “source of funds’ for procurement. Up to six positions
may be used for projects in other appropriations. Some large units
have multiple Program Elements. For most units, thisfield will be
constant, and will be two digits

12345 - Cost Center

Normally the benefiting units OPFAC.

117K - Standard
Object Class

117J- Commissioned & Warrant Officers Pay & Allowances
117K - Enlisted members Pay & Allowances

1220 - FICA Tax - Officers

122R - FICA Tax - Enlisted

2100 - General Operational INCONUS Travel. Thetravel object
classmay vary. See FINCEN SOP, Appendix F
(http://www.fincen.uscg.mil/sop/appendix/appent.pdf), 2100 series
for acomplete listing of travel and pay related object class codes.
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2.D.4 How to Process an ADOS-AC Order

2D.41 The below stages shall be followed in the ADOS-AC Order Process
Introduction

2D4.2 This table describes the stages of the ADOS-AC order process.
ADOSAC
Order Processing
Stage | Who Does |t | When What Happens
1 |[Member & Atleast45 |- Discussdesired consecutive/non-consecutive duty
Supervisor working dates.

dayspriorto |« Coordinates duty days with unit.

2 | Member or thedateof |« Completethe Request for ADOS-AC Orders

Designated ADOS-AC through Direct Access (Reserve Orders module)
Unit Reserve * Routeto the Unit Reserve Orders Manager.
Orders

M anager

Continued on next page
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2.D.4 How to Process an ADOS-AC Order, Continued

Step [WhoDoeslIt |When What Happens
3 | Unit Reserve |Within2 » Creates the Request for Reserve Ordersin Direct
Orders days of Access if member is unable.
Manager receipt of » Enters TONO and Accounting Data
request provided by unit (if short-term).
e Completes Per Diem Entitlements (if
applicable).
e Completes Other Authorized Expenses (if
applicable).

e Completes Partial Entitlements Tab.
» Vaerifiesal readiness requirements (ASQ, medical,
dental, security, etc.).
» Veifies Persona Information is current.
» Verifiesno other duty/drills are scheduled during
timeframe desired.

4 | Supervisor or | Within 2 » Approve request in Direct Access and forward to

Reserve days of the servicing District for final approval
Orders receipt of Or
Manager request » Disapprove request and forward back to
member/unit.
5 |District Within 5 » Verifiesal previousinformation.
days of * Reviews TONO.
receipt of « Approvesthe orders.
request « Ensure the member has a security clearance if
required.
6 |Member's Prior to If ADOS-AC isover 60 days, forward Medical/Unit
Unit member’s PDR to ADOS-AC site.
arrival at
ADOS site

Continued on next page
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2.D.4 How to Process an ADOS-AC Order, Continued

Stage | Who Does It | When What Happens
7 |SPO Within 2 » Ensure member has sufficient obligated service to
days of cover the ADOS-AC period.
receipt of an |« Verify direct deposit.
approved » Complete Standard Travel Orders using the Reserve
request Orders transaction in Direct Access.
« Complete other Direct Access pay transactionsiif the
* Note, Verify member as necessary (e.g. If member is entitled to
that member is .
not receiving SDAPQr COLA whileon ADOS-AC). .
military retired - Maintain approved request and copy of ordersin
pay or any type SPO filesand PDR for 1 year.
of disability
]?:’O”rllpfge’a“o” In cases where the ADOS-AC is for 60 or more days:
Department of 1. Review and mail the SPO PDR to the SPO
Veterans Affairs. servicing the ADOS-AC site.
2. Set up tracking of completion date of ADOS-AC
period.
8 | Member Asdirected |+ Obtainnew I.D. card at nearest issuing unit if
by orders ADOS-AC isover 30 days.
» Report to ADOS-AC site.
9 |ADOS-AC site| Member » Reports actual reporting date to SPO.
reports for » Notify SPO if member deviates from orders by
ADOS-AC reporting at a different time or fails to report.
10 |SPO Upon » Reserve Orders transaction.
notification » Completes actual report/depart dates.
» Completesthe Travel Report Dates section.
- Vadidated partial entitlements and BAH.
» Starts appropriate pay and allowances.
Continued on next page
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ACTIVE DUTY OTHER THAN TRAINING

2.D.4 How to Process an ADOS-AC Order, Continued

Stage | Who Does It | When What Happens
11 |ADOS-AC |Member Reports actual depart date to SPO
site completes
ADOS-AC « Endorse Travel Ordersto show:
(1) date and time member reported and departed,
and;
(2) availability of Gov't gtrs/mess.

» Fax copy of endorsed Travel Ordersto SPO on the
same day.

» Complete a performance evaluation using Direct
Access.

(181 days or more) Submit separation paperwork, e.g.

SOl.

12 | SPO Within 2 days | Lessthan 181 days:
of receipt of
endorsed » Enters number of days |eave sold upon completion
Orders of orders.

181 or more days:

e (181 daysor more) Receives separation information
from the member’s duty command. Processes
member RELAD in the Separations Module.

13 | Member Within 3 days | Complete DD-1351-2 (Travel Voucher) and forward to
following unit with original Travel Orders.
completion of
travel

14 | Unit Within 2 days | Complete administrative review of travel voucher and
of receipt from | forward to PPC (tvl) for processing.
member

Movement of Personnel

CH-14 2-D-9




Section D
ACTIVE DUTY OTHER THAN TRAINING

This page left blank intentionally

2-D-10 CH-14 Movement of Personnel



Section F

PCS TO PATROL FORCES SOUTHWEST ASIA

Section Overview

Introduction This section consolidates information on PCS travel, household goods,
privately owned vehicle storage and pay entitlements for members ordered to
Patrol Forces Southwest Asia (PATFORSWA), Bahrain or a cutter deployed
(for ayear or more) in support of Operation Iragi Freedom.

In this section
TopiclD Topic See Page
2.F1 Mobile Unit Designation 2-F-2
2.F.2 PCS Travel 2-F-3
2.F.3 PCS Orders Remarks 2-F-4
2.F4 HHG/Unaccompanied Baggage 2-F-5
2.F5 POV Transportation/Storage 2-F-7
2.F.6 Station Allowances (OHA and COLA) 2-F-8
2.F.7 Allowances for Members With Dependents (FSA, 2-F-9
DLA, BAH, OHA and COLA)
2.F.8 Basic Allowance for Subsistence 2-F-11
2.F.9 Hardship Duty Pay, Imminent Danger Pay and 2-F-12
Combat Allowances
2.F.10 PDR Handling 2-F-13
2.F11 Points of Contact 2-F-14
Exhibit 2.F.1 | Entitlements Summary 2-F-15
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Section F
PCS TO PATROL FORCES SOUTHWEST ASIA

2.F.1 Mobile Unit Designation

2F.11 Per Coast Guard Pay Manual, COMDTINST M7220.29 (series), 4.b.5.¢,

Mobile Unit members ordered to serve on PATFORSWA cutters are considered to be

Designation for  assigned to a“Mobile Unit”. They receive the same PCS, Household Goods

PATFORSWA  (HHG), Privately Owned Vehicle (POV) storage, and travel entitlements as

Cutters those personnel assigned ashore to PATFORSWA. Members assigned to
mobile units (other than those assigned in an administrative capacity) are
entitled to continuous career sea pay (and career sea pay premium, if
otherwise eligible) on the same basis as members assigned to other Coast
Guard vessels.

2-F-2 Movement of Personnel
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PCS TO PATROL FORCES SOUTHWEST ASIA

2.F.2 PCS Travel

2F.21
I ntroduction

2F.22
PCSTravel

This section provides information on PCS travel entitlements for members
ordered to PATFORSWA.

Members will receive PCS Orders from their current duty station to
PATFORSWA. They also receive TAD Ordersto LANTAREA for the
duration of Pre-Deployment training.

**Note**: Due to the complexity associated with payment of TDY/PCS
travel entitlement throughout a member’ s preparation for deployment to
PATFORSWA, request for PCS/'TEMDU orders will normally not be
granted. All PCS'TEMDU requests must be approved in advance and
directed for consideration to PATFORSWA.

Following Pre-Deployment training, members either go on leave or return to
their current Duty Station. When they depart their PDS, their PCS Orders
require alayover at LANTAREA, Portsmouth, VA to await transportation.
Transportation from LANTAREA to PATFORSWA is Government Procured
Transportation. Members are entitled to 2 additional travel days for the flight
from Portsmouth, VA to Bahrain.

Member s without dependents are authorized:

e PCStravel entitlements from their old PDS via Portsmouth VA for
transportation to Bahrain. Members are not allowed round-trip travel
between aTDY station and designated place.

* Members may elect mode of travel to Portsmouth, VA.

Memberswith dependents are authorized:

e PCStravel entitlements from their old PDS viathe designated place per
Joint Federal Travel Regulations, Volume 1, par. U5120-g to assist their
dependentsin rel ocating before reporting TAD/TDY to Portsmouth for
training.

Continued on next page
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Section F
PCS TO PATROL FORCES SOUTHWEST ASIA

2.F.2 PCS Travel, continued

2F.22 » Dependents can remain at their current location or travel to a designated
PCSTravel place. A designated placeis the location where the dependents will
(cont’d) establish a permanent residence while the member serves a dependent

restricted tour in Bahrain. The designated place can be any location in
CONUS or OCONUS locations as indicated in Joint Federal Travel
Regulations, Volume 1, par. U5222-d1.

» Designated places must be authorized by CG PSC (PSD-FS) Useform
CG-2025A, Housing Allowance Protection Worksheet
(http://www.uscg.mil/ppc/forms/) for requesting BAH or OHA at a
designated place of dependents, or if eigible, the previous duty station
(BAH location only).
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Section F
PCS TO PATROL FORCES SOUTHWEST ASIA

2.5.3 PCS Orders Remarks

2F31
I ntroduction

2.F.3.2PCS
Orders
Remarks

Include these standard remarks on all PCS orders for members assigned to
PATFORSWA:

A, THESE ORDERS CONSTI TUTE A PCS MOVE FM FOR FURTHER
ASS| GNVENT TO BAHRAI N VI A AUTH DELAY | N PORTSMOUTH, VA
B. DEPN INFO WLL BE TRAVELI NG OCCA TO DESI GNATED LOCATI ON OF

. OR  DEPENDENTS NOT RELOCATI NG AT THI S TI ME.
C. T AWJFTR Us012-B: ENTI TLEMENTS DEPEND ON THE MBR & DEPN | NDI VI DUAL TRAVEL
Cl RCUMSTANCES. TRAVEL SETTLEMENTS W LL BE DETERM NED BY PPC(TVL) BASED ON TYPE
OF ORDERS/ TRAVEL VOUCHER AND ACTUAL TRAVEL PERFORMED.
D.  MBR NOT AUTH POV SH PMENT TO BAHRAI N COMVAND RESTRI CTED, | AW JFTR U5405.
E. MBR AUTH POV STORAGE I N LI EU OF SH PMENT AT GOVT EXPENSE | AW JFTR U5466.
STORAGE OF POV NOT AUTH I F A POV | S SH PPED TO DESI GNATED PLACE FOR DEPN USE.
AUTH POV SHI PMENT TO DESI GNATED PLACE FOR USE BY MEMBER S DEPENDENTS | AW JFTR,
U5410. | NCONUS SH PMENT OF POV IS AT THE I NI TI AL EXPENSE OF THE MEMBER PENDI NG
TRAVEL CLAI M REI MBURSEMENT NOT TO EXCEED STANDARD M LEAGE ALLOWANCE.
F. AUTH GIR TRANS FROM TO BAHRAI N VI A PORTSMOUTH, VA, MOST
COST ADVANTAGEQUS TO THE COAST GUARD.
G OFFI G AL DI STANCE (M LEAGE) FM TO, | AW JFTR U5222- D.
H.  DLA NOT AUTHORI ZED FOR SI NGLE MEMBERS. MANDATORY GOV’ T QUARTERS. OR
AUTH ADVANCE DLA W TH DEPENDENTS FOR PAYGRADE ___ | N THE AMOUNT OF $
I AW JFTR U5600.
I. MBR WAS COUNSELED ON THE TLE (U5710) ENTI TLEMENTS.

J.  TVL ADVANCES REQUESTED THE AMOUNT OF $ , (EXACT AMOUNT) CHARGED
AGAI NST THE COAST GUARD. or TVL ADV NOT REQUESTED.
PER DI EM

MBR  $(ENTER CURRENT PCS PER DI EM) X (TVL DAYS) =

DEPN: $( ENTER CURRENT PCS PER DI EM) X (TVL DAYS)

DEPN: $( ENTER CURRENT PCS PER DI EM) X (TVL DAYS)

MALT:

(# OF TRAVELERS): (M LEAGE) X (CENTS) =

K. ADV PAY NOT REQUESTED. OR REQUESTED ADV PAY FCR ___ MONTHS or SPECI FIC
AMOUNT TO BE LI QUI DATED OVER 12 MONTHS.
L. AUTH PARTI AL SH PMENT OF HHG S NOT TO EXCEED COVMAND RESTRI CTED WEI GHT OF
500 LBS.  AUTH SHI PMENT OR NTS OF REMAI NI NG HHG S FOR PAYGRADE W TH or
W THOUT DEPN RATE | AW U5012- C.
M | AWJFTR APPENDI X G-5, REI MBURSEMENT FOR PASSPORT FEES, VI SA, AND LEGAL
SERVI CES ARE AUTHORI ZED FOR A MEMBER ASSI GNED TO A FOREI GN OCONUS AREA.
N. | AWJFTR APPENDI X G-1, REI MBURSEMENT | S AUTHORI ZED FOR NECESSARY TRAVEL
AND TRANSPORTATI ON- RELATED M SCELLANEOUS EXPENSES | NCURRED ON OFFI Ol AL
BUSI NESS. THESE EXPENSES | NCLUDE: EXCESS BAGGAGE, BAGGAGE TRANSFER BAGGAGE
STORAGE (W TH EXPLANATI ON), BAGGAGE CHECKI NG CURBSI DE BAGGAGE CHECK- | N FEE
( REI MBURSEMENT OF A FEE CHARGED FOR THE USE OF OPTI ONAL CURBSI DE BAGGAGE
CHECK- IN | S NOT AUTHORI ZED). A TIP, SEPARATE FROM THE FEE | TSELF, IS
REI MBURSABLE.
O SPO ADDRESS:
COMMANDI NG OFFI CER ( SPO)
COAST GUARD PATROL FORCES SOUTHWEST ASI A
UNIT 3950
FPO, AE 09501- 3950

A template for these standard remarks is available in Direct-Access. The
“Orders Note” codeis“P4S’.
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PCS TO PATROL FORCES SOUTHWEST ASIA

2.F.4 Household Goods/Unaccompanied Baggage

2F41 Bahrain is designated an administrative weight restricted area for Coast Guard
HHG/ _ personnel assigned to PATFORSWA. All members should be aware they
Unaccompanied || be required to reside in fully furnished government quarters equipped
baggage with communal TV and stereos.

e Storage space is limited, so members should only ship those personal
effects that can be accommodated in their assigned quarters.

» Members are encouraged to bring their own personal laptop computers.
While communal computers are provided in the flats, they are sometimes
antiquated in nature and do not provide system function you may be
accustomed to.

e Partial HHG /Unaccompani ed baggage shipments to and from Bahrain are
limited to 500 pounds. This 500 pound shipmate must be determined
PRIOR to any HHG’ s being placed in government or personal storage as
there are no provisionsto allow withdraw as alater time.

e Additional information/restrictions on HHG shipments to Bahrain can be
found in Chapter 11 of the The Personal Property Consignment Instruction
Guide — Online (PPCIG-OL) available online at:
https://tops.ppcigweb.sddc.army.mil/ppcig/menu/query/country.do (Click
the “Country Instructions’ tab and search for Bahrain.)

For members without dependents, the HHG not shipped to Bahrain should be
placed in NTS (non-temporary storage) at origin. Members with dependents
may ship HHG to a designated place for dependents use or placethem in NTS
at origin.
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Section F
PCS TO PATROL FORCES SOUTHWEST ASIA

2.F.5 POV Transportation/Storage

2.F.5.1POV Transportation:

Transportation/

storage » Coast Guard personnel assigned to PATFORSWA are not authorized
shipment of a POV to/from Bahrain. However, a POV may be shipped to a
designated place, including OCONUS, for use by the member’ s dependents
in accordance with Joint Federal Travel Regulations, Volume 1, par.
U5410-b1. INCONUS shipment of POV isat theinitial expense of the
member pending travel claim reimbursement not to exceed standard
mileage allowance.

« For those single members who ELECT to leave their POV at alocation
NOT in Government control (i.e. government funded/approved storage),
thereis no entitlement to return to that location to pick up your vehicle.

Storage:

e POV storage is authorized in lieu of ashipment. Since POV shipment to
Bahrain isrestricted by service regulations, members are entitled to storage
of one POV at government expense under the provisions of Joint Federal
Travel Regulations, Volume 1, par. U5466. The POV can be stored using
the SDDC globa POV storage program or self-procured by the member.

For travel entitlement to the storage facility when accomplished
concurrently with TDY enroute to the OCONUS PDS, see Joint Federal
Travel Regulations, Volume 1, par. U5468-e. For information on POV
storage see SDDC pamphlet Soring Your POV online at:
http://www.sddc.army.mil/sddc/Content/Pub/8810/DBCN8810.pdf .

e Members who travel by POV to Portsmouth must arrange to place their
POV in storage prior to departing for Bahrain. Storage of a POV is not
authorized if aPOV is shipped to a designated place for dependents use.

Movement of Personnel CH-14 2-F-7
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Section F
PCS TO PATROL FORCES SOUTHWEST ASIA

2.F.6 Station Allowances

2F.6.1 OHA isnot authorized for membersin Bahrain since all members will be

Station assigned government leased quarters or shipboard berthing. While stationed

Allowances in Bahrain members will be entitled to OCONUS COLA at the full without

(OHA and dependents rate. In accordance with U8008, Joint Federal Travel

COLA). Regulations, COMDT (CG-1222) may authorize members with dependents
concurrent payment of OCONUS COLA at the without dependent rate, and, if
payable, CONUS COLA at the with-dependents rate for the designated place
of dependents. Station alowances may aso be authorized by COMDT
(CG-1222) for dependents residing at a designated place OCONUS per
Chapter 9 of the Joint Federal Travel Regulations, Volume 1. Requests for
station allowances must be submitted before the dependents rel ocation.

2F.6.2 Exhibit 2.F.1 (page 2-F-15) lists the pay entitlements, described in this

Entitlements section, in aquick reference, tabular format.

Summary
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Section F
PCS TO PATROL FORCES SOUTHWEST ASIA

2.F.7 Allowances for Members With Dependents

2F.71
I ntroduction

2.F.7.2
Didlocation
Allowance
(DLA)

2.F.7.3

BAH, OHA and
COLA for

M embersWith
Dependents

This section provides information on allowances and entitlements for
members with dependents assigned to PATFORSWA.

Only members with dependents that rel ocate dependents to a designated place
are authorized DLA.

To request BAH for either the previous duty station location, if eligible, or a
designated place of dependents, or OHA for a designated place of dependents,
members with dependents will submit a CG-2025A, Housing Allowance
Protection Worksheet (http://www.uscg.mil/ppc/forms/) to Commander, PSC
(PSD-FS) for processing.

For amember stationed OCONUS (non-BAH location), OHA cannot be
requested for a previous duty station location, only for a designated place of
dependents.

The payment of BAH based on a previous duty station may be authorized if
the member permanently resided with their dependents while serving at the
previous duty station, and the member has no intention of relocating their
dependent from their residence . If the distance between the previous duty
station and the dependents location caused the member to establish a separate
private residence from their dependents, the member is considered as not
residing with their dependents and BAH will be based on the dependents
location.

Note:  Members who receive BAH or OHA with dependents based on the
payment of child support are not eligible to submit a CG-2025A.
Effective upon their PCSreporting date, these membersare
entitled toreceive BAH-DIFF ONLY, if otherwise so entitled per
Section 3-B-6 of the Coast Guard Pay Manual, COMDTINST
M7220.29(series). If amember acquires a dependent(s) during their
OCONUS assignment which changes their dependency statusto a
member with-dependents, the member will complete and submit a
CG-2025A to request BAH or OHA for the designated place of their
dependent(s).

Continued on next page
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Section F
PCS TO PATROL FORCES SOUTHWEST ASIA

2.F.7 Allowances for Members With Dependents, Continued

2F.7.3 COLA Entitlement:

BAH, OHA,

and COLA If BAH is authorized for a previous duty station location, CONUS COLA, by

(cont’d) law, cannot be paid for the previous duty station location, only the
dependent’ s location.
If BAH or OHA is authorized for the dependents location, COLA will be
based on the dependents location.
Upon processing the CG-2025A, COMDT (CG-1222), will mail the member
amemo authoring the housing allowance for either the designated place of
dependents, or if eligible, the previous duty station. COMDT (CG-1222)
scans the memo and e-mails it to the PATFOR SWA (SPO) and CG (PPC)
(MAS) and (FAR).

2F.74 Members with dependents, including member-married-to-member (see Coast

FSA Guard Pay Manual, COMDTINST M7220.29(series), Section 3-H-12), are
entitled to FSA. The current rate for FSA is $250 per month.

2F.75 Exhibit 2.F.1 (page 2-F-15) lists the pay entitlements, described in this

Entitlements section, in aquick reference, tabular format.

Summary
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Section F

PCS TO PATROL FORCES SOUTHWEST ASIA

2.5.8 Basic Allowance for Subsistence

2.F.81
BAS

2.F.8.2
Entitlements
Summary

Officers Officer BAS
Enlisted Members
Assigned ashore Enlisted BAS

While deployed to a
cutter

Enlisted BAS-ESM (Essential Station Messing) less
DMR (Discount Meal Rate) deduction.

Exhibit 2.F.1 (page 2-F-15) lists the pay entitlements, described in this
section, in aquick reference, tabular format.

Movement of Personnel
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PCS TO PATROL FORCES SOUTHWEST ASIA

2.5.9 Hardship Duty Pay, Imminent Danger Pay and Combat
Allowances

2F.91 Some members assigned to PATFORSWA may be eligible for one or more of
Hardship Duty  the following entitlements. Consult the references listed below to determine
Pay, Imminent  dligihility:

Danger Pay
and Combat Entitlement Reference
Allowances Hardship Duty Pay — Location Sec. 4.A CG Pay Manual
Combat Tax Exclusion Sec. 8.G CG Pay Manual
Combat SGLI Allowance Sec 7.B PPPM (PPCINST M10002.)
Imminent Danger/Hostile Fire Pay Sec 4.H. CG Pay Manual
Responsibility Pay (for cutter COs) Sec 4.D. CG Pay Manual
Savings Deposit Program Sec 7.C. PPPM (PPCINST M10002.)
*Note: Ensure members desiring to
make cash deposits are counseled to
send checks to the USCG PPC, not
DoD-DFAS.
See the Special and Incentive Pays chapter in the DA Online Manual for SPO
procedures: http://www.uscg.mil/ppc/spoman
2.F.9.2 Exhibit 2.F.1 (page 2-F-15) lists the pay entitlements, described in this
Entitlements section, in aquick reference, tabular format.
Summary
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PCS TO PATROL FORCES SOUTHWEST ASIA

2.F.10 PDR Handling

2.F.10.1 Note: Check the online version of this section at
PDR Handling  http://www.uscg.mil/ppc/pppm/chap02.pdf for updates to this page.

Please ship SPO PDRs, viarapid, accountable means (FEDEX, express mail,
etc.) to:

COMMANDING OFFICER (SPO)

COAST GUARD PATROL FORCES SOUTHWEST ASIA
NSA GSK, BANZ WAREHOUSE BAY 6

1 JUFFAIR AVENUE

MANAMA, KINGDOM OF BAHRAIN
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2.F.11 Points of Contact

2.F_.11.1 Note: Check the online version of this section at
Points of http://www.uscg.mil/ppc/pppm/chap02.pdf for updates to this page.
Contact

CG PATFORSWA SPO:

YNC Paul Spencer, 011-973-3966-1419
Email: d05-dg-pfswa-yn-spo@uscg.mil

HHGs/POV Storage/Relocation of Dependents (OCONUS):
Commandant (CG-1222) at (202) 267-1646

Operations/Mission issues: BAHRAIN: CWO Terrence Tishy
COMMANDER
USCG PATFORSWA
UNIT 3950
FPO AE 09501-3950
Tel: 011-973-3966-0389
Fax: 011-973-1785-4718 or DSN: 318-439-4718

If unable to contact please contact:

TRATEAM EAST: YNCM Linda Kentch
PATFORSWA Stateside Admin Support
Tel: (757) 295-2234

Cell: (757) 651-2391

Fax: (757) 295-2217
Linda.S.Kentch@uscg.mil
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PAY AND ENTITLEMENTSBASED ON DEPENDENCY STATUS

US CENTCOM
Exhibit 2.F.1 US CENTCOM
CUTTER AND SHORE-BASED PERSONNEL PAY ENTITLEMENTS

Benefit Gaps Matrix

CONUS 1. Shipment of Household Goods (500 Ibs of unaccompnied bagage)
Cost of OCONUS |Fami Iy a. Prior to 04 April 2006, personnel assigned to CENTCOM Cutters were not authorized to ship 500 Ibs of unaccompanied baggage
Living COLA Separation Reimbur sement (IAW JFTR), a benefit enjoyed by CENTCOM shore-side personnel. As of 04 Apr 2006 Cutter crews have been assigned to a mobile unit and
Allowance w/ out dpn |Allowance of have taken advantage of this entitlement.
Member Status (BAH) (COLA) |(FULL) |($250/month) | (POV Storage)
Married BAH w/dpn "[YES™ YES YES YES 2. OCONUS COLA for CENTCOM Cutter Personnel:
a. Prior to 04 April 2006 personnel assigned to CENTCOM Cutters received per diem ($86.00) for days inport, not to exceed 5 days a
Married to service member NO NO YES YES YES month. CENTCOM shoreside personnel receive OCONUS COLA w/o. Cutter personnel who reported prior to 04 Apr 2006 still receive per diem
(w/out child dependent) up to 5 days a month, while Cutter personnel assigned after 04 Apr receive OCONUS COLA w/o
Married to service member NO NO“ YES YES YES 3. BAH w/Dependents for CENTCOM Cutter personnel.
(W/ child dependent) a. Prior to 04 Apr 2006 Cutter personnel received BAH/w based on the homeport of cutter, regardless of the actual location of dependents.
This resulted in pay inequities between the Cutters. After 04 Apr, Cutter personnel received BAH/w based on actual location of dependents.
Single w/ child support BAH-diff only|NO YES NO YES
4. Non-Chargeable Rest and Recuperation (NCR&R).
Single w/out dependents NO NO YES NO YES a. Personnel assigned to CENTCOM AOR who maintain 270 days "boots on the ground” in Irag or Afghanistan are entitled to 15 days of
NCR&R.

Notes:

[ BAH and COLA is based on dependents location unless otherwise designated by Commander, PSC (PSD-FS). Housing Allowance Protection Worksheet (CG-PSC-2025A) must be submitted to PSC for
determination and approval. All OCONUS M-2-M w/minors should claim minorsto be entitled to BAH-W.

2 Member may be entitled to BAH w/ dpn and CONUS COLA at dependents location if they are claiming child on BAH/Dependency Data form vice spouse claiming. BAH Protection Worksheet required.
3 FSA - Al eligible members receive FSA-R, no one receives FSA-S.

14 POV Storage - Member may store vehicle via government sponsored SDDC Global POV storage program or self-procure storage and submit claim for reimbursment. Member will be reimbursed up to
government cost.

PAY AND ENTITLEMENTS REGARDL ESS OF DEPENDENCY STATUS

Level-3 HDIP Combat Savings IRA and Rest and Hardship Duty
Career Responsibility | Vessel Boarding| Imminent |ZoneTax Deposit Thrift Recuperation Pay for
Sea Pay/Time Per Diem Pay Search & Seizurel Danger Pay Relief | Combat | Program Savings (R&R) Leave L ocation

Member Status (CSEAPAY)®| (BAS) " (I1E Portion] ($50/ Month) | (HDIP-VBSS) | ($225/month)® (CZTR)™| SGLI " Participation™)| Plan (TSP)"*?| Transportation™|  (HDP-L)
Cutter Mobile Unit Crew, Bahrain YES YES NO NO YES YES YES YES YES YES YES NO
Cutter Mobile Unit CO, Bahrain YES YES NO vES™ YES YES YES YES YES YES YES NO
Shore-Based members, Bahrain NOM YES NO NO NO YES YES YES YES YES YES NO
RAID @ Army Basein K uwait YES™ YES NO NO YES YES YES YES YES YES YES YES™
Notes:

[51 CSEAPAY - Member receives continuous career sea pay unless member exceeds 30 days ashore, IAW Section 4-B of USCG Pay Manual. Career Seatime runs continuously with CSP; when CSP
suspended, career seatime counter goesinto neutral until CSP isre-started. CSP-PREM is payableif current career seatime counter exceeds 36 months.

18] Enlisted members will have Daily Discount Meal Rate deducted from BAS; PAY GO rules apply to officers.

[ HDIP-VBSS - designated boarding teams only - Commanding Officers will authorize viawritten correspondence and verify requirements of section 4-E of USCG Pay Manual are met.

(8] |DP — Areas defined by SECDEF.

91 CZTR areas designated by the President or Congress. Appliesto all taxable income (up to highest enlisted pay grade (MCPO-CG) plusimminent danger pay), including any bonuses earned while member
isinthe area (SRBs & Career Status Bonus (CSB) and the Basic Pay for all leave earned inthe CZTR area. Federal & State Income Taxes not withheld, however, FICA tax iswithheld. Although most states
follow Federal rules concerning CZTR, some do not & will still require payment of state income taxes even though SITW not applied to military pay in CZTR areas. See Section 8-A of USCG Pay Manual
for details.

[19] Government pays for $400K of SGLI, plus Traumatic SGLI (TSGLI).

(11 SDP — Members may make an allotment or directly deposit up to $10K with 10% annual interest guaranteed on average quarterly balance. Cannot exceed unallotted pay earned in theatre. May not use
advance pay for SDP deposit. See Section 6-F of USCG Pay Manual.

(12 Members may make contributionsto IRA and TSP (including special & incentive pays for TSP only), NTE Internal Revenue Code limits.

[13] One R&R trip at government expense per 12 month tour.

14 Augment crew CO only receives Resp Pay during periods actualy in command afloat. At no time will RSPLTY PAY be paid concurrently to more than one officer assigned to the same vessel. Acting CO
for lessthan 30 daysis not entitled to RSPLTY PAY.

1151 Member receives seapay for each day TDY to a CSP-eligible vessel, IAW Section 4-B of USCG Pay Manual. So-called 7th cutter crew is now amobile unit & receives CSEAPAY same as regular crew
members.

[16] Capped at $100/month due to IDP eigibility
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