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Requesting Extended Active Duty (EAD)

	Who this is for
	This information applies to Coast Guard units in the D9 / ISC Area of Responsibility (AOR) that have reservists attached.  Specifically, it applies to the following personnel:

· Reservists

· Supervisors of reservists

· ISC (fot) personnel, and

· PERSRU personnel who service reservists assigned to units in the D9 / ISC AOR.


	Purpose
	This provides guidance to reservists (officers and enlisted) when requesting Extended Active Duty (EAD) assignments.


	Reference 
	(a) See current ALCOAST, Recall of reserve officers to EAD

(b) See current ALCOAST, Recall of enlisted reservist to EAD

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

(d) COMDTINST 1141.3A


	Waivers
	Waivers may be considered on a case-by-case basis.  Members applying for EAD who require a waiver of eligibility requirements should follow the same process listed below for reserve officers and reserve petty officers and should specifically request the waiver.


	Length of tours
	The commencement date and length of duty will be determined by Coast Guard Personnel Command and is based on the needs of the service.  The normal period for EAD assignments are in the table below:


	Category
	Period

	Reserve officers
	Not less than one year, but no more than three years

	Enlisted
	two to four years


	Process for Reserve Officers
	See current ALCOAST for application process.  Commands shall ensure member’s physical, dental, ASQ, and NAC.


	Process for Reserve Petty Officers
	See current ALCOAST for application process.  Command shall ensure member’s physical, dental, ASQ, and NAC.


Requesting Extended Active Duty (EAD), Continued
	Results and follow up
	Individuals requesting EAD will normally be notified by CGPC within 90 days of submitting their application.  If notification is not received within 90 days, the reservist should follow up on the status of the application by calling the point of contact at the number below.  Orders will be issued by CGPC via CGHRMS Direct Access (Airport Terminal).


	Point of contact
	If you have questions or need additional assistance beyond the information provided, contact:


	CGPC-OPM-1
	(202) 493-1620

	CGPC-EPM-2
	(202) 493-1250


Obtaining Personnel or Procedures to Meet Surge Requirements

	Who this is for
	This information applies to Coast Guard units in the D9 / ISC Area of Responsibility (AOR) that have personnel requirements or have volunteers identified in support of personnel surge requirements.  These Coast Guard individuals are:

· Active duty members

· Reservists

· Commanding officers

· Supervisors of reservists

· District commanders

· Maintenance and Logistics Command Atlantic (MLCA-pf)

· ISC (fot) personnel

· ISC PERSRU


	Purpose
	This provides the policy for staffing short-term surge requirements.  These vacancies include but are not limited to temporary vacancies, emergency contingency operations, routine seasonal events and special events.


	References 
	You will need the following references to obtain information and guidance on short-term personnel requirements.

(a) Obtaining Personnel Resources To Meet Surge Requirements, COMDTINST 5400.1 (series)

(b) Coast Guard Manpower Mobilization and Support Plan, COMDTINST M3062.1 (series)

(c) LANTAREA INSTRUCTION 1330.1 of 2 APR 99


Continued on next page

Obtaining Personnel or Procedures to Meet Surge Requirements, Continued

	Who is eligible
	Operational units may periodically require short-term personnel augmentation to meet operational needs.  Active duty members fill short-term personnel requirements on TAD and reservists on active duty for special work-active component (ADSW-AC). The following personnel who are selected or volunteer for personnel requirements are:

· Active duty personnel

· Reservists


	Mission critical or non-mission critical requirements
	Short-term personnel support and requirements can be identified in two categories, mission critical and non-mission critical.

· Mission critical is considered personnel shortfalls that if left unfilled would have significant impact on the primary mission at units (i.e., no HS for WHEC).

· Non-mission critical is considered personnel shortfalls that if left unfilled would have an impact on primary mission at units (i.e., WHEC without two seamen).


	Commanding Officers responsibilities
	Commanding officers should work with ISC (fot) personnel and individual members to minimize personnel shortages through effective management of personnel.  When directed, commanding officers are required to provide personnel in support of LANTAREA surge requirements.


	MLCA (pf) responsibilities
	MLCA (pf) is responsible for coordinating with appropriate LANTAREA staff to determine if personnel requests are critical or non-critical.  When necessary, MLCA (pf) can solicit via message traffic for volunteers outside ISC AOR.


Continued on next page

Obtaining Personnel or Procedures to Meet Surge Requirements, Continued

	ISC (fot) responsibilities
	ISC (fot) personnel coordinate with appropriate District Program Managers to determine if personnel requests from units are mission critical or non-critical.  This includes identifying personnel and working with the District Program Managers to identify funding.  ISC has tasking authority for units within their AOR.


	Reservists who volunteer to fill personnel requirements
	Reservists are identified by their qualifications, and may be utilized voluntarily to back fill for deployed members or to fill surge requirements.  Reservists assigned to the inactive ready reserve (IRR) shall be given equal opportunity for rate-related ADSW-AC assignments when equally qualified with reservists in active drilling status.  The following criteria applies:

· Involuntary recall or voluntary active duty may be utilized for surge requirements caused by serious natural or man-made catastrophes such as hurricanes, floods or other events, which significantly impact operations.  This may involve recall of reservists under voluntary or involuntary authority.

· ADSW-AC provides a means for units to employ reservists on a voluntary basis.  ADSW-AC is provided by the appropriate program manager, or is the responsibility of the benefiting unit.


	On-line assistance
	Opportunities for short-term assignments (usually 30-60 days) are available via message traffic to all personnel who possess specific qualifications.  In order to improve the ability to support operations, a web-based online registration process has been implemented to create and maintain a database pool of qualified volunteers interested in short-term assignments.  To complete a database pool enrollment application online, the member may access the Internet.  Units or ISC approval is not necessary to register.  Originator of request will contact applicants.  If the applicant is interested in the assignment, the applicants will need to seek command approval for consideration and issuance of orders.

The following Internet site is available for members who wish to enroll:

www.uscg.mil/mlclant/pdiv/forceops/form_instructions.htm
The following Coast Guard website is available for members who wish to enroll:

Http://cgweb.lant.uscg.mil/pdiv/forceops/form_instructions.asp
Note:  Members without access to the Coast Guard website or to a Coast Guard Standard Workstation may contact the originator of the message by telephone or written correspondence at any time to have their names added to the pool of volunteers.  MLCA (pf) will confirm Pacific Area (PACAREA) approval prior to issuance of any short-term requirements to PACAREA personnel


Continued on next page

Obtaining Personnel or Procedures to Meet Surge Requirements Continued

	Process for D9 / ISC Units requesting personnel in support of short-term surge operations
	Unit commanders who anticipate a contingency, operational surge or short-term requirement for which assigned personnel are insufficient.

	Stage
	Description

	1
	Unit commanders submit their requirements via e-mail or message to ISC (fot) personnel, with a copy to their Program Manager.  Requests shall include:

· The nature of the surge requirement

· Number of personnel needed

· Type of personnel needed

· Special skill requirements

· Anticipated duration of need

· Authorized Personnel Allowance List (PAL)

· Number of personnel on board

· Reason for shortage

· Critical or non-critical

· Funding availability

	2
	ISC (fot) personnel receive the request and advertise requirements throughout their AOR. If needed, ISC will request assistance from MLC in advertising for volunteer solicitation. 

	3
	ISC (fot) reviews personnel sources within their AOR to determine optimal human resource mix (active, reservists).  This ensures that the best qualified person at the most reasonable cost with the least impact on mission is identified.


Continued on next page

Obtaining Personnel or Procedures to Meet Surge Requirements, Continued

	Process for MLC / LANTAREA personnel in support of short-term requirements
	

	Stage
	Description

	1
	MLCA (pf) sends message traffic requesting identification of short-term personnel requirements to each ISC (fot) staff.

	2
	ISC (fot) identifies qualified personnel in support of short term personnel requirements within D9 / ISC AOR.

	3
	ISC (fot) solicits within their AOR for volunteers or identifies specific units to provide personnel during surges,

	4
	The units in receipt of the solicitation message provide personnel within their chain of command to fulfill requirements.

	5
	ISC (fot) issues message orders to direct personnel to fill short-term personnel requirement.

	6
	Unit issues travel orders for personnel identified.


	Results and follow up
	Members who are interested in information on short-term personnel requirements or who do not have access to the Coast Guard website should contact the below point of contact.


	Point of contact
	If you have questions or need additional assistance beyond the information provided, contact:


	Division
	ISC (fot)

	Position
	Workforce Planner

	Phone
	(216) 902-6387

	Fax
	(216) 902-6391


Requesting Reserve Affiliation upon Release from Active Duty (RELAD)
	Who this is for
	This information applies to Coast Guard active duty members being released from active duty (RELAD).


	Purpose
	This provides the process for personnel being RELAD who are applying for a reserve assignment or requesting inactive ready reserve (IRR). 


	References 
	You will need the following references to request a reserve assignment upon being RELAD.

(a) Coast Guard Personnel Manual, COMDTINST M1000.6 (series) Art. 12-B-4

(b) Personnel and Pay Procedures Manual, HRSIC INST M1000.2 (series), Sec 3-B

(c) What Is A Drill, COMDTPUB P1573.1C

(d) Reserve Policy Manual (RPM), COMDTINST M1001.28


	Who is eligible
	The following criteria applies to active duty members who are being RELAD and requesting reserve assignment:

· Personnel with service obligation remaining (i.e. 2 by 4, 3 by 3) on their first enlistment contract (obligated members)

· Non-obligated personnel who are eligible to separate from active duty status.  Non-obligated members are members who have completed their entire service obligation, these members are also known as discharging members.


Continued on next page

Requesting Reserve Affiliation upon Release from Active Duty (RELAD) Continued 

	Pre-release information
	Members who desire to enter Selected Reserve (SELRES) in the Coast Guard should be encouraged to consider immediate affiliation with the Coast Guard Reserve.  If members need time for transitioning into civilian status the member may request IRR for later assignment to a drilling status.  This will ensure the member does not lose current pay grade.

Note:  Members who are considered discharge eligible and do not affiliate prior to being separated face a more complicated and time consuming process for re-entering the Coast Guard in the Reserve program.  ISC (fot) personnel cannot approve enlistment for these individuals.  The member will be required to visit the nearest Recruiting Office and will be treated as a new recruit with the option to apply for the Reserve Direct Petty Officer Program.  These members may be subject to loss of current pay grade based on the needs of the service and the reserve rating structure.




	Pre-separation interviews
	Unit Commanding Officers and Career Development Advisors (CDA) should ensure that eligible members are adequately counseled on the benefits of affiliating with the Coast Guard Reserve.  Adequate discussion of reserve affiliation shall include the following:

(a) Satisfactory participation.

(b) An estimate of drill pay for four drills

(c) Potential of reserve retirement upon completion of 20 good years of service

(d) Medical and dental benefits

(e) Commissary and exchange privileges

(f) Survivors Group Life Insurance (SGLI)

(g) Montgomery GI Bill (MGIB)

(h) Options of applying back to active duty status via the Extended Active Duty (EAD) program

(i) Type of billets and availability of assignments within a reasonable commuting distance of the member’s after-separation address


Note:  Type of billets and availability of assignments are available from supporting ISC (fot) staffs responsible for the area of the member’s after-separation address


	Available assistance
	Commandant (G-WTR-1) has developed a “RELAD” Internet site (www.uscg.mil/reserve/relad.htm), (www.uscg.mil/drill/windex.htm) as a job aid to assist in the counseling process.


	Reserve Liaisons at Active Duty units
	Active duty units with reserve billets should designate an active duty member to serve as the reserve liaison.  This reserve liaison works closely with ISC (fot) personnel to initiate the process for reserve assignments.

	
	


Requesting Reserve Affiliation upon Release From Active Duty (RELAD) Continued

	Career Development Advisor
	The CDA is responsible for conducting annual career development training at each unit within the D9/ISC AOR.  The CDA will be available to meet one-on-one and conduct interviews with members who are leaving active duty.


	Process for requesting Reserve affiliation or assignment
	This is the process for requesting reserve affiliation or assignment.



	Stage
	Description

	1
	The reserve liaison at the active duty unit should begin counseling the member leaving active duty at least six months before their scheduled separation date.

	2
	The reserve liaison at the active duty units should schedule a briefing with the member at least four months before their scheduled separation date.

Note:  If your unit has reservists assigned, it is encouraged that they attend the briefing to assist in answering questions about the reserve program and its benefits.

	3
	The member who is being released from active duty should contact ISC (fot) who services the area where the member will reside upon release from active duty.  Applicable ISC (fot) will work closely with the member to locate a unit with a mission need and within a reasonable commuting distance from the member’s residence.

	4
	If the member elects to participate in the reserve program, the member should follow-up by completing an E-Resume via Direct Access.

	5
	The member’s unit endorses the E-Resume.

	6
	ISC (fot) personnel will initiate the assignment process.



	
	
	IF the member REQUESTS…
	THEN…
	

	
	
	Reserve assignment and desires to drill immediately
	The member is assigned to a unit effective one day after separation.
	

	
	
	Reserve assignment and does not wish to drill immediately
	The member is assigned to the IRR.  There is no obligation to drill in the IRR and IRR assignment allows future reserve options and assignments.
	

	7
	ISC (fot) personnel approve the assignment request by submitting authorization orders via Direct Access.  The authorization orders are e-mailed to:

· The member

· The member’s servicing PERSRU

· The member’s gaining PERSRU


Requesting Reserve Affiliation upon Release from Active Duty (RELAD) Continued
	8
	The member’s servicing PERSRU is responsible for processing and completing the reserve assignment upon leaving active duty.

	9
	Once the member receives Direct Access orders, they are responsible to contact the active duty unit to which assigned.

Note:  The member is responsible for following the unit’s instructions and procedures for checking in and scheduling future drills.


	Results and follow up
	If the member is not contacted within 15 days of submitting their E-Resume, the member should contact the applicable ISC (pf).  For ISC assignments contact Work Force Planner listed below.

Note:  This process may involve coordination between two ISC's responsible for assignments and personnel actions in different areas of responsibility.  This requires the member to be closely involved in ensuring this process is completed before departing active duty status.


	Point of contacts
	If you have questions or need additional assistance beyond the information provided, contact:




	Division
	ISC (fot)

	Position
	Workforce Planner

	Phone
	(216) 902-6387

	Fax
	(216) 902-6391


Obtaining a Notice of Eligibility (NOE) for Reservists Injured on Duty 

	Who this is for
	This information applies to Coast Guard units in the D9 / ISC Area of Responsibility (AOR) that have reservists attached.


	Purpose
	To provide the process to follow when reservists are injured in duty status. 


	Reference 
	(a) Reserve Policy Manual (RPM), COMDTINST M1001.28 (series) Ch. 6.


	Who is eligible
	Reservists who are injured while performing duty.


	Performance of IDT, ADT-AT or ADSW
	Reservists may not perform any type of duty while in a Not Fit For Duty Status (NFFD).  They may attend IDT dills at the discretion of their local commands while in a Limited Duty Status if appropriate training can be accomplished without aggravating the injury/illness

Reservists who report for drill or active duty with an injury incurred while in a non-duty status should not be permitted to drill or perform active duty.  These individuals may reschedule drills for a later date if the illness or injury is of a short-term nature.  If the illness or injury is of a long-term nature the reservist may be transferred to the IRR for hardship reasons.


	Process, if less than 30 days or IDT
	The following checklist outlines the process for reservists injured while performing duty for less than 30 days.  Detailed information and guidance is available in reference (a)


INCAPACITATION REPORTING PROCEDURES
6.B.5 Disability Process Checklist
	
	Date of Action By: 

	Event or Action 
	Member 
	Unit 
	ISC/CGPC 

	Injury occurred 
	___________ 
	
	

	Injury reported to command 
	___________ 
	
	

	Initial medical treatment and evaluation completed 
	
	___________ 
	

	Medical officer provided diagnosis/duty status, recommended treatment/prognosis, line of duty recommendation 
	
	___________ 
	

	Line of duty determination completed 
	
	___________ 
	

	Accident/occupational illness report initiated 
	
	___________ 
	

	Servicing ISC (pf), MLC (kma) and CGPC-rpm notified 
	
	___________ 
	

	NOE requirement determined 
	
	___________ 
	

	Initial medical board initiated if incapacitation expected to extend past 6 months 
	
	___________ 
	

	NOE requested from servicing ISC (pf) 
	
	___________ 
	

	NOE issued not to exceed three months 
	
	
	___________

	Billing documentation forwarded to MLC (kma) 
	
	___________ 
	

	Treatment begun 
	___________ 
	
	

	Medical officer progress report provided (1st month) 
	
	___________ 
	

	Certification for incapacitation pay submitted (1st month)
	___________ 
	
	

	Medical officer progress report provided (2nd month) 
	
	___________ 
	

	Certification for incapacitation pay submitted (2nd month) 
	___________ 
	
	

	Treatment in excess of three months determined 
	
	___________ 
	

	NOE extension requested (if applicable) 
	
	___________ 
	

	Medical officer progress report provided (3rd month) 
	
	___________ 
	

	Certification for incapacitation pay submitted (3rd month) 
	___________ 
	
	

	NOE extension issued not to exceed one month (if applicable) 
	
	
	___________

	Medical officer progress report provided (4th month) 
	
	___________ 
	

	Certification for incapacitation pay submitted (4th month) 
	___________ 
	
	

	NOE extension requested (if applicable) 
	
	___________ 
	

	Initial medical board initiated if not already in progress 
	
	___________ 
	

	NOE extension issued not to exceed one month (if applicable) 
	
	
	___________

	Medical officer progress report provided (5th month) 
	
	___________ 
	

	Certification for incapacitation pay submitted (5th month) 
	___________ 
	
	

	NOE extension requested from CGPC-rpm (if applicable) 
	
	___________ 
	

	FFD status determined 
	
	___________ 
	

	NOE terminated and ISC notified 
	
	___________ 
	

	Processed for separation IAW PDES, ISC/CGPC-rpm notified 
	
	___________ 
	


Obtaining a Notice of Eligibility (NOE) for Reservists Injured on Duty, Continued

	Payment of Travel Associated with NOE’s
	ISC (fot) is responsible for issuing accounting data strings to cover payment of travel costs associated with Notice of Eligibility (NOE).


	Results and follow up
	The injured reservist should expect to receive the authorization for NOE via letter within five working days of notification to ISC (fot).  If confirmation is not received, call the point of contact.


	Point of contact
	If you have questions or need additional assistance beyond the information provided, contact:


	Division
	ISC (fot)

	Position
	Workforce Manager

	Phone
	(216) 902-6387

	Fax
	(216) 902-6391


Requesting Reserve Assignment and Transfers for Officers (O-4 and Below)
	Who this is for
	This information applies to Coast Guard units in the D9 / ISC Area of Responsibility (AOR) that have reservists attached.


	Purpose
	This provides guidance on requesting new assignments and transfers for reserve officers (O-4 and below) within the D9 / ISC AOR. 


	Reference 
	You will need the following references to request an assignment or transfer to a new command:

(a) Reserve Policy Manual (RPM), COMDTINST M1001.28 (series) Ch. 4.C

(b) Personnel Allowance List (PAL), 
http://cgweb.comdt.uscg.mil/g-crc/cpa/CPA-2/PALs/pal home.htm.


	Who is eligible
	Reserve officers (O-4 and below) are normally assigned to a billet for four years.  However, anyone may request a new assignment or transfer at any time.  Requests for early transfer will be evaluated based on needs of the service.  Reserve officers who are promoted beyond billet pay grade (e.g., O-3 promoted to O-4 and serving in an O-3 billet) must request reassignment to a billet matching the current pay grade, during the next transfer season.  Chief Warrant Officers (CWO) are not required to rotate but, may request assignment and transfer to another unit with a vacant CWO billet in their specialty.  The following reserve officers are eligible to request assignment and transfer at anytime:

· Reserve officers (O-4 and below) in the Selected Reserve

· Reserve officers (O-4 and below) who are in the Inactive Ready Reserve (IRR)

Note:  Since members of the IRR may be unfamiliar with this process, they should call ISC (fot) before starting this process.


Continued on next page

Requesting Reserve Assignment and Transfers for Officers (O-4 and Below), Continued

	Rotation requirements
	Reserve officers (O-4 and below) expecting to be tour complete must submit an E-Resume to ISC (fot).  The assignment dates are based upon a four-year rotation cycle normally scheduled on 1 June.  Reserve officers who are tour complete must complete an assignment package to request reserve assignment and transfer.  However, at any time reserve officers may request reassignment to a new command.  These requests will be considered based on the needs of the service.

Note:  Reserve officers requesting an early reassignment should submit a command endorsed E-Resume to member’s servicing ISC (fot) staff.


	SELRES Assignment Considerations
	See ALCOAST 171/04 on Selected Reserve Workforce Management.


	Process for Reserve officers (O-4 and below)
	The table below describes the process for reserve officers (O-4 and below) requesting assignment and transfer to commands internal or external to D9 / ISC AOR.



	Stage
	Description

	1
	ISC (fot) personnel annually mails an assignment package with shopping list to all reserve officers (O-4 and below) within D9 / ISC AOR.  This package is normally mailed in February.  The assignment package includes:

· Cover letter

· Reserve officers (O-4 and below) assignment process

· Shopping list

Note:  All reserve officers (O-4 and below) in D9 / ISC AOR are mailed a complete assignment package.  Tour complete officers are identified on the billet list sent with the assignment package.


Continued on next page

Requesting Reserve Assignment and Transfers for Officers (O-4 and Below), Continued

	Stage
	Description

	2
	The member completes an E-Resume via Direct Access and submits to ISC (fot).



	
	

	
	
	IF the member is…
	THEN…
	

	
	
	Tour complete and requesting a new assignment
	No endorsement from the member’s chain of command is necessary.  However, the member is encouraged to notify their command of their intentions.
	

	
	
	Not tour complete or requesting an extension in current assignment
	The member must obtain chain of command endorsement.

The command reviews the E-Resume for accuracy, makes a recommendation for approval/disapproval, and includes any comments necessary.
	

	
	
	Not assigned to D9 AOR
	The member may provide an E-Resume and include a personal resume (any format) along with their last OER for consideration.  Endorsement on the E-Resume from the member’s chain of command is required.
	

	3
	The member and/or command submit the completed package to ISC (fot) for assignment consideration.

	4
	ISC (fot) Workforce Branch develops a draft slate and consults each command and advises D9 (m) and (o) on the slate. 

	5
	The ISC (fot) Division Chief reviews and approves assignment slate.

	6
	ISC (fot) notifies the member’s command and servicing PERSRU of the final selection by message traffic.

Note:  ISC (fot) will issue each member transferring an assignment letter.  Copies are sent to all reporting/departing commands, ISC’s servicing the gaining command, and ISC (PERSRU).

	7
	ISC (PERSRU) receives E-mail notification of new assignments and direct access orders are distributed.

	8
	Member receives assignment letter and reports to new command.

Note:  The member is responsible for coordinating his/her drill schedule with new command only after the approved effective date of assignments.


Requesting Reserve Assignment and Transfers for Officers (O-4 and Below), Continued

	E-Resume procedures

	Signing In Introduction

	This section provides instructions for accessing the system. A tutorial for using the e-Resume has been developed. You can take the online tutorial at:

http://www.uscg.mil/hq/hrsic/training/index.htm
https://cg.direct-access.us/

	Procedure

	Follow these steps to log on to Direct Access


	Step

	Action


	1

	Start Internet Explorer by clicking the [image: image1.png]


icon on your desktop or by choosing Internet Explorer from the programs section of the start menu.


	2

	Enter the following URL in the Address block and press enter or click the "Go" button on the tool bar - http://cghrms.osc.uscg.mil/servlets/iclientservlet/hpro/?cmd=login

	3

	Enter your User ID (User IDs are case sensitive).  Note: Your User ID will be your Employee ID number unless you have been issued a different one by the Direct Access Help Desk.


	4

	Enter your Password (Passwords are case sensitive). Note: Your password will be your Social Security Number unless you have changed it or have been issued a different password by the Direct Access Help Desk.


	5

	Click the [image: image2.png]


button




	Introduction

Navigating to the e-Resume

This section provides instructions for navigating Direct Access menus to access the e-Resume.

Direct Access Menus

After you sign in the Main Menu page will display. The main menu column also, known as Home, contains a general list of areas you can link to. A plus sign (+) next to a listing indicates there are more levels to view under that heading. Additional levels appear in new columns, which are displayed to the right of the Home column. A minus (-) sign next to a listing indicates the additional levels for that item are displayed in the adjacent column. You can quickly navigate back through columns by clicking on the links at the top of any page. These links, known as breadcrumbs, display your current location within the system. This breadcrumb trail indicates the user is currently on the e-Resume page.

Home > Self Service > Employee > Tasks > Create e-Resume

Note: Do not use the Internet Explorer Back [image: image3.png]


or Forward [image: image4.png]


buttons to navigate between pages.  Use the PeopleSoft breadcrumbs at the top of the page or the return links at the bottom of the page to navigate.

Procedure access the e-Resume

Follow these steps to access the e-Resume.

 Step
Action

1

Click on Self Service

2

Choose Employee from the menu that displays on the right

3

Choose Tasks from the menu that displays on the right

4

Choose Create e-Resume from the menu that displays on the right


Click here to see a video demonstration of this procedure.

Questions, problems?  E-mail the Direct Access Help Desk or call (785) 339-3540


	Points of contact
	If you have any questions or need additional assistance beyond the information provided, contact.


	Division
	ISC (fot)

	Position
	Chief, Workforce Management Branch

	Phone
	(216) 902-6390

	Fax
	(216) 902-6391


Requesting Reserve Assignment and Transfers for Senior Reserve Officers (O-5 and Above)
	Who this is for
	This information applies to units in the D9 / ISC Area of Responsibility (AOR) that have reservists attached.  Specifically, it applies to the following personnel:

· Reservists

· Supervisors of reservists

· ISC (fot) personnel

· PERSRU personnel.


	Purpose
	This provides guidance on requesting new assignments and transfers for senior reserve officers (O-5 and above) within the D9 / ISC AOR. 


	References
	You will need the following references to request an assignment or transfer to a new command:

(a) Reserve Policy Manual (RPM), COMDTINST M1001.28 (series) Ch. 4.C

(b) MLCLANTINST 1300.1 (current instruction)

(c) Reserve Personnel Allowance List (RPAL), COMDTINST 5320.1

(d) Personnel Manual, COMDTINST M1000.6A


	Who is eligible
	The following Reservists are eligible for requesting assignment and transfer:

· Senior reserve officers (O-5 and above)

· Senior reserve officers (O-5 and above) who are in the inactive ready reserve (IRR)

· Senior reserve officers who are O-5 and O-6 selectees.

Note:  Senior reserve officers who are required to apply for an assignment and transfer will be identified in the application package sent by ISC (fot).


Continued on next page

Requesting Reserve Assignment and Transfers for Senior Reserve Officers (O-5 and Above), Continued

	Tour lengths and considerations
	Senior reserve officers are normally assigned to a billet for three years, per ref (b).  However, Commanders assigned to Joint Transportation Reserve Unit, Transportation Command (JTRU TRANSCOM) tours are established by the command and may vary from Coast Guard standards.  Assignment dates are based upon a three-year rotation cycle starting on the 1st of June.  Off-season assignments for senior reserve officers are considered for billets that are mission critical and require immediate fill.  Senior reserve officers who are promoted beyond billet requirement (i.e., O-5 promoted to O-6) prior to 1 September of the same assignment year must request assignment to an O-6 billet. 

Extension may be granted only if in the best interest of the command and no other qualified officer are available.  Officers on extensions will compete at subsequent assignment panels.

Note:  Senior reserve officers who are not tour complete may submit an application for transfer package.  However, such requests will not ordinarily be approved unless there are compelling service needs to transfer the officer prior to the normal tour completion date.

Note:  Senior reserve officers requesting extensions are required to submit a letter endorsed by their command to ISC (fot) along with the completed application package.




	SELRES Assignment Considerations
	See ALCOAST 171/04 on Selected Reserve Workforce Management.




Continued on next page

Requesting Reserve Assignment and Transfers for Senior Reserve Officers (O-5 and Above), Continued

	Application package
	An application package will be mailed from ISC (fot) to all senior reserve officers.   The application package will consist of all documents needed to participate in the senior reserve officer assignment cycle.  Senior reserve officers should forward the completed package directly to the servicing ISC (fot) staff, except for officers requesting to extend in their current billet or to rotate early.  Extensions and early rotation requests must be forwarded to the servicing ISC (fot) staff via the member’s command.  All officers should use the comment section in lieu of separate letters to convey important information concerning qualifications for a particular assignment, travel constraints or non-constraints, civilian skills, etc. 

The application package includes:

· Cover letter

· Shopping lists

· Blank assignment data card (ADC), CG 3698A

· Reserve officer resume (blank)

· Mailing address and phone numbers for servicing ISC (fot) staffs.

Note:  Reserve officers shall submit an electronic resume (E-Resume) to their servicing ISC.  This is accomplished by accessing the “Direct Access.  The member shall include a hard-copy E-Resume with the completed application package.


	Command actions
	The command should ensure copies of messages regarding the assignment process are made available to affected members by the most expeditious means.  The command should notify ISC (fot) immediately of any changes in a senior reserve officer’s billet (e.g. job title, job description, etc.).  The command should provide recommendations on assignment of senior officers to their servicing ISC.  Commands with vacant senior officer billets shall provide their servicing ISC with command desires. 


	Assignment request outside the members AOR
	To request assignment outside the member’s AOR, the member submits their completed package to their servicing ISC and complete an E-Resume.  The servicing ISC (fot) will forward a copy of the package along with copies of the member’s last three Officer Evaluation Reports (OER)’s to the appropriate ISC. 

Note:  Members do not complete a separate package for other ISC (fot) staffs.


Continued on next page

Requesting Reserve Assignment and Transfers for Senior Reserve Officers (O-5 and Above), Continued

	Unbudgeted Reserve position background
	Reserve officers currently in an unbudgeted reserve position will have to compete for an existing billet.




	Assignment process for senior Reserve officers (O-5 and above)
	The table below describes the process for senior reserve officers (O-5 and above) requesting assignment and transfer to commands internal or external to D9/ISC AOR.  In addition, MLC (pf) will release a message each year regarding the senior reserve officer assignment process.


	Results and follow up
	Reserve officers who are transferred to a new command are responsible for contacting their new command to schedule drills.  If hard-copy orders have not been received within 30 days of the MLCLANT message announcement, the member should contact the below point of contact and notify their departing unit through the proper chain of command.


Requesting Reserve Assignment and Transfers for Senior Reserve Officers (O-5 and Above), Continued

	Stage
	Description

	1
	ISC (fot) personnel annually mails an assignment package with shopping list to all reserve officers within D9 / ISC AOR.  This package is normally mailed in February.  The assignment package includes:

· Cover letter

· Reserve officers

· Shopping list

Note:  All reserve officers in D9 / ISC AOR are mailed a complete assignment package.  Tour complete officers are listed by name on the shopping list.

	Stage
	Description

	2
	The member completes an E-Resume via Direct Access and submits to ISC (fot).



	
	

	
	
	IF the member is…
	THEN…
	

	
	
	Tour complete and requesting a new assignment
	No endorsement from the member’s chain of command is necessary.  However, the member is encouraged to notify their command of their intentions.
	

	
	
	Not tour complete or requesting an extension in current assignment
	The member must obtain chain of command endorsement.

The command reviews the E-Resume for accuracy, makes a recommendation for approval/disapproval, and includes any comments necessary.
	

	
	
	Not assigned to D9 AOR
	The member may provide an E-Resume and include a personal resume (any format) along with their last OER for consideration.  Endorsement on the E-Resume from the member’s chain of command is required.


	

	3
	The member and/or command submit the completed package to ISC (fot) for assignment consideration.

	4
	ISC (fot) Chief, Workforce Branch develops a draft slate and consults each command and coordinates with D9 (m) and (o) on assignments. 

	5
	The ISC (fot) Division Chief reviews assignment slate.

	6
	ISC (fot) Chief, Workforce Manager presents slate to SRO assignment panel (location determined by MLC (pf)).

	7
	MLC (pf) will release assignment message.

	8
	ISC will prepare transfer orders and assignment letter. Copies of assignment letter will be sent to all reporting / departing commands, ISC’s servicing the gaining command and SPO’s.

	9
	SPO will prepare direct access orders and distribute.

	10
	Member receives assignment letter and reports to new command.

	
	


	Introduction

Navigating to the e-Resume

This section provides instructions for navigating Direct Access menus to access the e-Resume.

Direct Access Menus

After you sign in the Main Menu page will display. The main menu column also, known as Home, contains a general list of areas you can link to. A plus sign (+) next to a listing indicates there are more levels to view under that heading. Additional levels appear in new columns, which are displayed to the right of the Home column. A minus (-) sign next to a listing indicates the additional levels for that item are displayed in the adjacent column. You can quickly navigate back through columns by clicking on the links at the top of any page. These links, known as breadcrumbs, display your current location within the system. This breadcrumb trail indicates the user is currently on the e-Resume page.

Home > Self Service > Employee > Tasks > Create e-Resume

Note: Do not use the Internet Explorer Back [image: image8.png]


or Forward [image: image9.png]


buttons to navigate between pages.  Use the PeopleSoft breadcrumbs at the top of the page or the return links at the bottom of the page to navigate.

Procedure access the e-Resume

Follow these steps to access the e-Resume.

 Step
Action

1

Click on Self Service

2

Choose Employee from the menu that displays on the right

3

Choose Tasks from the menu that displays on the right

4

Choose Create e-Resume from the menu that displays on the right


Click here to see a video demonstration of this procedure.

Questions, problems?  E-mail the Direct Access Help Desk or call (785) 339-3540


	Results and follow up
	Reserve officers who are transferred to a new command are responsible for contacting their new commands to schedule drills.  I f hard-copy orders have not been receives within 30 days of the MLCLANT message announcement, the member should contact the below point of contact and notify their departing unit through the proper chain of command.


	Point of contact
	If you have any questions or need additional assistance, contact.


	Division
	ISC (fot)

	Position
	Chief, Workforce Management Branch

	Phone
	(216) 902-6390

	Fax
	(216) 902-6391


Requesting Assignment and Transfer for Reserve Enlisted Members

	Who this is for
	This information applies to Coast Guard units in the D9 / ISC Area of Responsibility (AOR) that have reservists attached.


	Purpose
	This provides guidance on requesting new assignments and transfers for reserve enlisted members within the D9 / ISC AOR. 


	References 
	You will need the following references to request an assignment or transfer to a new command:

(a) Reserve Policy Manual (RPM), COMDTINST M1001.28 (series), Ch. 4.C

(b) ALCOAST 511/01, Selected Reserve Accession Guidance

(c) ALCOAST 536/01, Coast Guard In-Service Transfer Team (IST)


	Who is eligible
	Reserve enlisted members are not required to rotate unless they are advanced in rate beyond billet specification (e.g., an E-6 advanced to E-7).  However, reserve enlisted members are eligible for requesting assignment and transfer at any time.  Normally, members are required to serve 1 year at current unit prior to seeking transfer.

Note:  Since members of the inactive ready reserve (IRR) may be unfamiliar with this process, they should call ISC (fot) before starting this process.


Continued on next page

Requesting Assignment and Transfer for Reserve Enlisted Members, Continued

	Assignments
	An assignment letter documents assignments.


	SELRES Assignment Considerations
	See ALCOAST 171/04 for specific SELRES assignment consideration.  Over billeting is only authorized if there are no vacant positions that meet assignment criteria within an RCD of member’s residence.


	Assignment process for Reserve enlisted members
	The table below describes the process for reserve enlisted members requesting assignment and transfer to commands internal or external to D9 / ISC AOR.

	Stage
	Description

	1
	Member submits an E-Resume to their command requesting assignment and transfer.  This is accomplished via Direct Access.  If member does not have access to a computer, the command submits the member’s E-Resume.

Note:  The member should include his/her valid mailing address (no P.O Box) in the comment section of the E-Resume.  This will ensure that once ISC (fot) authorizes the assignment and transfer, the member will receive an assignment letter.  

	2
	The command endorses the E-Resume;

(1) Enters appropriate comments

(2) Recommend or not recommend the E-Resume assignment and transfer request.

	3
	ISC (fot) validates information concerning the assignment and transfer.

	4
	ISC (fot) approves assignment and transfer via Direct Access and issues assignment letter to the member’s servicing PERSRU for departing orders.

Note:  Copies of the assignment letters should be sent to reporting commands, departing commands and servicing PERSRU’s.

	5
	ISC (PERSRU) receives assignment letter and prepares PMIS transactions.

	6
	The member receives orders and reports to new command.

Note:  The member is responsible for coordinating his/her drill schedule with reporting command only after the approved effective date on assignment letter.


Continued on next page

Requesting Assignment and Transfer for Reserve Enlisted Members, Continued

	E-Resume procedures

	Signing In Introduction

	This section provides instructions for accessing the system. A tutorial for using the e-Resume has been developed. You can take the online tutorial at:

http://www.uscg.mil/hq/hrsic/training/index.htm
https://cg.direct-access.us/

	Procedure

	Follow these steps to log on to Direct Access


	Step

	Action


	1

	Start Internet Explorer by clicking the [image: image11.png]


icon on your desktop or by choosing Internet Explorer from the programs section of the start menu.


	2

	Enter the following URL in the Address block and press enter or click the "Go" button on the tool bar - http://cghrms.osc.uscg.mil/servlets/iclientservlet/hpro/?cmd=login

	3

	Enter your User ID (User IDs are case sensitive).  Note: Your User ID will be your Employee ID number unless you have been issued a different one by the Direct Access Help Desk.


	4

	Enter your Password (Passwords are case sensitive). Note: Your password will be your Social Security Number unless you have changed it or have been issued a different password by the Direct Access Help Desk.


	5

	Click the [image: image12.png]


button




	Introduction

Navigating to the e-Resume

This section provides instructions for navigating Direct Access menus to access the e-Resume.

Direct Access Menus

After you sign in the Main Menu page will display. The main menu column also, known as Home, contains a general list of areas you can link to. A plus sign (+) next to a listing indicates there are more levels to view under that heading. Additional levels appear in new columns, which are displayed to the right of the Home column. A minus (-) sign next to a listing indicates the additional levels for that item are displayed in the adjacent column. You can quickly navigate back through columns by clicking on the links at the top of any page. These links, known as breadcrumbs, display your current location within the system. This breadcrumb trail indicates the user is currently on the e-Resume page.

Home > Self Service > Employee > Tasks > Create e-Resume

Note: Do not use the Internet Explorer Back [image: image13.png]


or Forward [image: image14.png]


buttons to navigate between pages.  Use the People Soft breadcrumbs at the top of the page or the return links at the bottom of the page to navigate.

Procedure access the e-Resume

Follow these steps to access the e-Resume.

 Step
Action

1

Click on Self Service

2

Choose Employee from the menu that displays on the right

3

Choose Tasks from the menu that displays on the right

4

Choose Create e-Resume from the menu that displays on the right


Click here to see a video demonstration of this procedure.

Questions, problems?  E-mail the Direct Access Help Desk or call (785) 339-3540


	Results and follow up
	If orders are not received within 15 working days of submitting E-Resume the member should contact his/her departing command to verify E-Resume was endorsed and forwarded.


	Point of contact
	If you have any questions or need additional assistance beyond the information provided, contact:



	Division
	ISC (fot)

	Position
	Workforce Planner

	Phone
	(216) 902-6387

	Fax
	(216) 902-6391


Requesting Lateral Change In Rate for Reserve Enlisted Members

	Who this is for
	This information applies to Coast Guard reserve enlisted members in the D9 / ISC Area of Responsibility (AOR).


	Purpose
	This provides guidance on requesting a lateral change in rate.


	References 
	You will need the following reference to request an lateral change in rate:

(a) Reserve Policy Manual (RPM), COMDTINST M1001.28 (series), Ch. 7.C.9


	Who is eligible
	Selected Reserve (SELRES) enlisted members who have satisfactorily participated in their current rate for six months or more. 


	Process for Lateral change in Rate
	Complete details are available in reference (a)

	Stage
	Description

	1
	Member submits written request in accordance with reference (a).

	2
	Request is sent to the ISC (fot) via, and endorsed, by the member’s chain of command; endorsement must be in accordance with reference (a) (no initials).

Lateral request can only be approved if a vacant reserve billet exists at the requested location.

	3
	If the lateral change in rate is approved:

· The reservist can no longer perform duties/drill in their former rate

· The unit must track and ensure that the member is training for the new rate.  Requests for the orders should show the new training rate indicator

· The member cannot take the Service Wide Examination (SWE) or be advanced in their former rate

· The member and the unit have approximately three years from the date approved to satisfactorily complete the lateral process (all qualifications, test, and non-resident courses up to and including the pay grade sought)

· When fully qualified the member must be recommended by their command, participate in the next SWE, and their name must appear on the subsequent advancement list


	Point of contact
	If you have any questions or need additional assistance beyond the information provided, contact:

	Division
	ISC (fot)

	Position
	Workforce Planner

	Phone
	(216) 902-6387

	Fax
	(216) 902-6391
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