Force Optimization and Training Division

Customer Service Guide

	Organization
	The table below is the contact information for the Force Optimization and Training Division.


	Division
	Staff Symbol
	Phone Number
	Responsibility
	Office Hours

	Division Chief
	fot
	(216) 902-6385
	Division Administrator
	0700-1600

	Training and Financial Management Branch
	fot
	(216) 902-6188
	AFC 90 funds management, training, ESO, CDA, ROARS (management)
	0700-1600

	Workforce Management Branch
	fot
	(216) 902-6390
	RPAL, reserve assignments, CPRL,

SEL/DIR;
	0700-1600


Force Optimization and Training Division Branch Information

	Topic
	See Page

	Training and Financial Management Branch
	2-A-1

	Obtaining Career Development Services
	2-A-2

	Active Duty for Training Annual Training Orders (ADT) 
	2-A-4

	Active Duty Other Than Training Orders (ADOT)
	2-A-8

	Inactive Duty
	2-A-12

	Building the AFC-90 Reserve Training Budget
	2-A-14

	Procuring Berthing for IDT Drills
	2-A-16

	Applying for Selected Reserve Direct Commission Program
	2-A-21

	Applying for Officer Accession Programs
	2-A-22


	Workforce Management Branch
	2-B-1

	Requesting Extended Active Duty (EAD)
	2-B-2

	Obtaining Personnel or Procedures to Meet Surge Requirements
	2-B-4

	Requesting Reserve Affiliation upon Being Released from Active Duty
	2-B-9

	Obtaining a Notice of Eligibility (NOE) for Reservists Injured on Duty
	2-B-13

	Requesting Reserve Assignment and Transfers for Officers (O-4 and Below)
	2-B-16

	Requesting Reserve Assignment and Transfers for Senior Reserve Officers (O-5 and Above)
	2-B-21

	Requesting Assignment and Transfer for Reserve Enlisted Members
	2-B-26


Training and Financial Management Branch

	Topic
	See Page

	Training and Financial Management Branch
	2-A-1

	Obtaining Career Development Services
	2-A-2

	Active Duty for Training Annual Training Orders (ADT) 
	2-A-4

	Active Duty Other Than Training Orders (ADOT)
	2-A-8

	Inactive Duty
	2-A-12

	Building the AFC-90 Reserve Training Budget
	2-A-14

	Procuring Berthing for IDT Drills
	2-A-16

	Applying for Selected Reserve Direct Commission Program
	2-A-21

	Applying for Officer Accession Programs
	2-A-22


Obtaining Career Development Services

	Who this is for
	This information applies to units in the D9 / ISC Area of Responsibility (AOR).  These individuals are:

· Active duty members

· Reservists

· Civilian employees, 

· Dependents 

· Auxiliarists


	Purpose
	The Career Development Advisor (CDA) serves as a resource for information and training in a variety of career related subjects.  This describes the many services available from the CDA and how to obtain these services.


	References
	(a) Career Development Advisor (CDA) Program, COMDTINST 1040.4 (series)


	Services Available
	The CDA provides career development through individual counseling and all-hands training on the following items:

· Career Goal Setting

· Coast Guard Mentoring Program

· Individual Development Plan (IDP)

· Voluntary Education Opportunities

· DANTES/CLEP

· SOCCOAST

· Tuition Assistance

· Veterans Benefits (MGIB)

· Class “A” Schools

· Paths of Advancement

· Enlisted to Officer Programs

· Re-enlistment Programs

· Selective Reserve Bonus Programs 

· Active Duty to Reserve Transition 

· United Services Military Apprenticeship Program (USMAP)

· SkillSoft

· Financial Awareness

· Thrift Savings Plan (TSP)

	
	












Continued on next page

Obtaining Career Development Services, Continued
	Requesting Services
	The CDA will contact each unit within the D9 / ISC AOR on an annual basis to arrange all-hands training.  In addition, individuals are encouraged to contact the CDA on any of the above subjects and any other career-related questions.  All requests for CDA visits or services will be scheduled with minimum impact on unit operational commitments.

The following budgetary constraints apply for CDA visits to units:

Unit Size

All Hands Training Frequency

Less than 10 personnel

Bi-Annual, or
when 50% of the crew changes

10 or more personnel 

Annual

Reserve All Hands

Annual




	Results and follow-up
	The CDA will confirm all unit training with the unit’s training officer at least 10 working days in advance of the scheduled training.  If the unit’s training officer does not hear from the CDA 10 working days prior to scheduled training, he/she should contact the CDA to confirm the training.


	Point of contact
	If you have questions, need additional assistance or would like to schedule a visit with the CDA, contact:


	Division
	ISC (fot)

	Position
	Career Development Advisor

	Phone
	(216) 902-6363

	Fax
	(216) 902-6391


Active Duty for Training Orders (ADT)

	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

· Reserve Orders and Accounting Reporting System (ROARS) unit submitters 

· ISC (fot) personnel

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

Note:  ROARS unit submitters are personnel tasked with entering requests for ADT via ROARS at the unit level.


	Purpose
	This describes the process for requesting and processing Active Duty for Training - Annual Training (ADT-AT) and Active Duty for Training - Other Training Duty (ADT-OTD) orders for reservists assigned to units within the D9 / ISC AOR.


	Requirements
	Access to ROARS and the ROARS User-Manual, along with personnel information for individual reservists requesting duty, are required to complete the ADT-AT and ADT-OTD orders process.


	References
	(a) ROARS User Manual

(b) Reserve Policy Manual (RPM), COMDTINST M1001.28 (series)

(c) COGARD INTSUPRTCOM CLEVELAND OH  171540Z MAY 04, Request for Reserve Orders


Continued on next page

Active Duty for Training Orders (ADT), Continued

	Participation Standards
	Commands shall ensure reservists meet participation standards in accordance with chapter 4 of reference (b) prior to requesting orders.




	ADT-AT policy
	In accordance with reference (b), reservists in the Selected Reserve (SELRES) are required to perform a minimum of 12 days ADT-AT annually.  Per chapter 3 of reference (b), reservists shall not be issued orders to perform active duty unless they are in a Fit for Full Duty (FFD) status and have a current physical and dental exam on file.  Reservists must be in compliance with all readiness requirements identified in reference (c) before orders will be issued.




	ADT-OTD policy 


	Training conducted under ADT-OTD must have a clear end result such as boat crew certification, re-certification, qualification, completion of performance qualifications, or graduation from a formal course.  The training must be related to the member’s Personnel Allowance List (PAL) position.  Use of ADT-OTD for general unit augmentation without any clear training benefit to the member is not authorized.  All requests for ADT-OTD must first be approved by ISC (fot).

ISC (fot) will solicit ADT-OTD training needs annually during the budget build.  First consideration for ADT-OTD funding will be given to those commands that submitted their projected OTD needs prior to the annual budget request submission deadline each fiscal year.


	Waivers for ADT-AT
	If reservists will be unable to perform their required ADT-AT for sufficient cause, as stated in chapter 4 of reference (b), they must submit a request for waiver of their ADT-AT requirement.  The waiver shall be in writing from the member to his/her commanding officer.  The member’s commanding officer approves the request and forwards a copy of the approved waiver request to the PERSRU and ISC (fot) in accordance with reference (b).  A waiver shall not be granted two years in a row without the approval of ISC (fot).


Continued on next page

Active Duty for Training Orders (ADT), Continued

	Application process
	The table below describes the recommended active duty orders process.

	Stage
	Description

	1
	At the beginning of the reservist’s anniversary year, the reservist schedules a meeting with his/her supervisor to discuss ADT-AT requirements, training needs, and desired dates.

	2
	The reservist and supervisor agree on ADT-AT duty dates

· complete CG-3453.

· verify member’s address

Note: Although specific dates for non-consecutive ADT are not required on the CG-3453, days of duty must be specified in writing before each day of duty starts.  If the duty dates are not included on the CG-3453, the member’s command is responsible for providing this written notice.  Additionally, non-consecutive ADT orders can span no greater than 90 days. Last quarter non-consecutive orders must be closely coordinated with ISC (fot). 

	3
	45 days prior to the report date, the supervisor forwards information to the unit ROARS submitter.  Exceptions to this process may be granted on a case-by-case basis upon contacting ISC (fot) for approval.  Requests not meeting compliance will be rejected.

	4
	The unit ROARS submitter accesses ROARS and completes the on-line request.  

The submitter makes electronic submission of the request to ISC (fot).

Reference: The ROARS User Manual provides step-by-step instructions for completing the ADT-AT request.

	5
	The ISC (fot) approving official accesses the electronic request and:

· reviews the request for accuracy of entitlements

· assigns a travel order number (TONO)

· approves the request

· forwards the approved request to the PERSRU and the unit ROARS submitter via e-mail

	6
	The PERSRU:

· completes the orders within five working days of receipt of electronic request

· makes five copies of the orders

· forwards the original and three copies of the orders to the reservist’s home

· forwards a copy of the orders to the unit

· forwards a copy of the orders to ISC (fot)


Continued on next page

Active Duty for Training Orders (ADT), Continued
	Results and follow-up
	Reservists can expect to receive orders within two weeks of ISC (fot) receiving the electronic request.  If the orders are not received, the reservist shall contact his/her unit administrative yeoman who should contact the appropriate PERSRU yeoman.  Reservists shall not report without orders.

Commands needing to cancel, terminate or amend a member’s orders must notify ISC (fot) immediately.  For cancelled orders, a notation with the reason shall be made on the original orders and returned to the issuing authority.


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


	Division
	ISC (fot)

	Position
	Administrative Support Yeoman

	Phone
	(216) 902-6388

	Fax
	(216) 902-6391


Active Duty Orders Other Than Training (ADOT)

	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

· Reserve Orders and Accounting Reporting System (ROARS) unit submitters

· ISC (fot) personnel

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

Note: ROARS unit submitters are also tasked with entering requests for ADSW-RC via ROARS at the unit level.


	Purpose
	This describes the process for requesting and processing Active Duty for Special Work in support of the Reserve Component (ADSW-RC) and Active Duty for Special Work in support of the Active Component (ADSW-AC) orders for Reservists assigned to units within the D9 / ISC AOR.


	Requirements
	Access to ROARS and the ROARS User-Manual, along with personal information for individual reservists requesting duty, are required to complete the ADSW-RC application process.


	References
	(a) ROARS User Manual

(b) Reserve Policy Manual (RPM), COMDTINST M1001.28 (series)

(c) COGARD INTSUPRTCOM CLEVELAND OH  171540Z MAY 04, Request for Reserve Orders


Continued on next page

Active Duty Orders Other Than Training (ADOT), Continued

	ADSW-RC policy
	ADSW-RC is a tour of active duty (AD) other than extended active duty (EAD) to provide support for the Coast Guard Reserve.  ADSW-RC is funded through Reserve Training Appropriation (AFC 90) money.  Per chapter 3 of reference (b), reservists shall not be issued orders to perform active duty unless they are in a Fit for Full Duty (FFD) status and have a current physical and dental exam on file.  Reservists must be in compliance with all readiness requirements identified in reference (c) before orders will be issued.




	ADSW-AC policy
	ADSW-AC is a tour of AD other than EAD to provide support for Coast Guard missions.  ADSW-AC is funded through operating expense appropriation money, normally AFC 30.  Units requesting ADSW-AC must identify these funds prior to submitting an ADSW-AC request.  Per chapter 3 of reference (b), reservists shall not be issued orders to perform active duty unless they are in a Fit for Full Duty (FFD) status and have a current physical and dental exam on file.  Reservists must be in compliance with all readiness requirements identified in reference (c) before orders will be issued.




	Application process
	The table below describes the active duty orders process.



	Stage
	Description

	1
	The command or the reservist identifies an active duty opportunity.

	2
	The reservist and his/her supervisor discuss ADSW requirements, training needs, and desired dates.

	3
	The reservist and supervisor agree on duty dates

· complete CG-3453.

· verify member’s address

	4
	Use the following table to complete this step.



	
	
	IF requesting…
	THEN…
	

	
	
	ADSW-RC
	the reservist’s supervisor contacts the appropriate ISC (fot) Reserve Funds Manager to determine funds availability.
	

	
	
	ADSW-AC
	the reservist contacts unit soliciting assistance to determine funds availability and active duty dates.  The unit soliciting assistance sends a message with accounting information and TONO assignment to the reservist’s PERSRU.
	

	
	

	5
	Upon approval of ADSW-RC, the supervisor forwards information to the unit ROARS submitter.


Continued on next page

Active Duty Orders Other Than Training (ADOT), Continued

	Stage
	Description

	6
	The unit ROARS submitter accesses ROARS and completes the on-line request.  

The submitter forwards the electronic request to ISC (fot) for ADSW-RC.

Reference: The ROARS User Manual provides step-by-step instructions for completing the active duty request.

	7
	The ISC (fot) approving official accesses the electronic request and:

· reviews the request for accuracy of entitlements

· assigns the AFC 90 funds for ADSW-RC

· approves the request

· forwards the approved request to the PERSRU and the unit ROARS submitter via email

	8
	The PERSRU:

· completes the orders within five working days of receipt of electronic request

· makes five copies of the orders

· forwards the original and three copies of the orders to the reservist’s home

· forwards a copy of the orders to the unit

· forwards a copy of the orders to ISC (fot)


Continued on next page

Active Duty Orders Other Than Training (ADOT), Continued

	Results and follow-up
	Reservists can expect to receive orders within two weeks of ISC (fot) receiving the electronic request.  If the orders are not received, the reservist shall contact his/her unit administrative yeoman who should contact the appropriate PERSRU yeoman.  Reservists shall not report without orders.

Commands needing to cancel, terminate or amend a member’s orders must notify ISC (fot) immediately.  For cancelled orders, a notation with the reason shall be made on the original orders and returned to the issuing authority


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


	Division
	ISC (fot)

	Position
	Administrative Support Yeoman

	Phone
	(216) 902-6388

	Fax
	(216) 902-6391


Inactive Duty 

	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




	Purpose
	This defines and describes the different types of inactive duty available to reservists assigned to units within the D9/ISC AOR.  Inactive duty is authorized training or other duty performed by reservists not on active duty.  The primary purpose of inactive duty is to provide individual and/or unit readiness training.  

NOTE:  No more than one regularly scheduled inactive duty training (IDT) drill may be scheduled per fiscal year for participation in a change of command, parade or other suitable ceremony (excluding funeral duty).


	Requirements
	Since many reservist’s rights require official orders, supervisors of reservists should schedule and issue written orders for assigned reservists in advance of duty dates


	References
	(a) Reserve Policy Manual (RPM), COMDTINST M1001.28 (series)




	Types of Inactive Duty
	There are four types of inactive duty.  Each type may be performed with or without pay.

· Single IDT drill

· Multiple IDT drill

· Readiness Management Periods (RMP)

· Funeral Honors Duty (FHD)

NOTE:  No form of inactive duty may be performed on the same day as any type of active duty or while in a travel status as a part of active duty orders. 




	Single & Multiple IDT Drill(s)
	All Selected Reserve (SELRES) members are authorized 48 IDT drills per fiscal year.  Members assigned to deployable units, such as PSUs, are authorized 60 IDT drills per year. When authorized with pay, each single IDT drill will be compensated at 1/30th of the monthly basic pay and earn one retirement point.  Each single IDT drill must be performed in one calendar day, and be four or more hours in duration excluding travel & meal breaks.  One multiple IDT drill is equivalent to two single IDT drills performed on the same calendar day. 

NOTE:  No more than one multiple or two single IDT drills can be performed on the same calendar day.




Inactive Duty 

	Readiness Management Periods 

(RMP)
	RMPs are additional periods of inactive duty that are authorized by ISC (fot) in excess of scheduled IDT drills.  They are used to provide additional training to maintain individual or unit readiness, accomplish training preparation, or readiness administration and maintenance functions.  Each RMP must be at least three hours in duration.  Compensation for one RMP with pay is equivalent to performing a single IDT drill, however no more than one RMP can be performed in the same calendar day.  No other form of duty (inactive or active) may be performed on the same day as an RMP  

NOTE:  Reservists are encouraged to request RMPs, via their chain of command, for readiness maintenance issues such as obtaining required physical and dental exams.


	Funeral Honors Duty (FHD)
	FHD includes both the preparations, for and actual performance of, funeral honors at the funeral of a veteran as defined in 10 U.S.C. 1491.  Reservists who voluntarily perform FHD lasting two or more hours will earn $50 and one retirement point.  Travel allowances may be authorized if FHD is more than 50 miles from the reservist’s residence.  

NOTE:  FHD cannot be performed as part of scheduled IDT, RMP or ADT.  Not more than one FHD can be performed in the same day.  A single IDT drill may be scheduled prior to or commence after a FHD is performed.


	Inactive Duty Entitlements
	Per reference (a), reservists may be entitled to messing, berthing, and in some cases travel as indicated below:

· Messing:  In accordance with chapter 2.B.7 of reference (a), and ALCOAST 337/03, COMRATS shall be provided to all eligible reservists who serve for eight or more hours per day.

· Berthing:  In accordance with chapter 2.B.6 of reference (a), berthing may be provided, using the government-wide commercial purchase card, for eligible reservists who must travel more than 50 miles from their residences.  

NOTE:  Available and adequate transient government housing must be used whenever possible.   

· Travel:  Reservists ordered to locations other than their normal drill site shall be placed on TDY orders and receive entitlements per the Joint Federal Travel Regulations.  


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


	Division
	ISC (fot)

	Position
	Funds Manager

	Phone
	(216) 902-6389

	Fax
	(216) 902-6391


Building the AFC-90 Reserve Training Budget

	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:

· ISC (fot)

· Personnel who contribute to the unit’s AFC 90 reserve training budget submission


	Purpose
	This establishes the process for building the AFC 90 reserve training budget


	References
	The following references will assist you in putting together your AFC 90 Reserve Training budget:

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


	Background
	AFC 90 is the reserve training account which ISC (fot) funds Active Duty for Training (ADT), Active Duty for Special Work-Reserve Component (ADSW-RC) and overhead costs associated with Inactive Duty for Training (IDT).  Units also receive funding called Personnel Support Costs–Reserve (PSCR) in the AFC 30 account for reserve personnel- related operating costs.


	Budget building process
	The table below describes the budget building process.

	Stage
	Description

	1
	ISC (fot) sends AFC 90 Reserve Training budget submission guidance to units within D9 / ISC AOR upon receipt of budget guidance from Commandant (G-WTR)

	2
	Following budget guidance, units shall determine their reserve training needs based on:

· number of reservists assigned 

· number of commuting reservists requiring berthing

· desired training, which would require a reservist to perform duty beyond the reservist’s annual ADT-AT requirement.

Note: Units are issued AFC 30 funds in their budget models for PSCR which is utilized to purchase reserve specific training equipment and personal protective gear.  


Building the AFC-90 Reserve Training Budget, Continued

	Budget building process,
(continued)
	


	3
	Units shall complete appropriate worksheets for AFC 90 Reserve Training budget submission.

	4
	Unit shall submit AFC 90 Reserve Training request worksheets to ISC (fot) by date determined in ISC (fot) budget guidance.

	5
	ISC (fot) consolidates AFC 90 requests and provides quality check to ensure all requests fully justify need for

· IDT berthing/messing as applicable.

· Readiness Management Periods (previously called Appropriate Duty)

· ADT-OTD requests

	6
	ISC (fot) enters a recommendation for approval/non-approval and forwards a consolidated list of AFC 90 requests to MLC LANT (pf) for review.

	7
	MLC LANT (pf) reviews the request and forwards it to Commandant (G-WTR-3).

Note: Approval of requests is based on Commandant (G-WTR-3) annual AFC 90 authorization.


	Results and follow-up
	ISC (fot) normally receives final authorization during the first quarter of each fiscal year.  Units can expect to receive quarterly funds certification letters for IDT berthing within two weeks of ISC (fot) receiving funds.


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



	Branch
	ISC (fot)

	Position
	Funds Manager

	Phone
	(216) 902-6389

	Fax
	(216) 902-6391


Procuring Berthing for IDT Drills

	Who this is for
	This information applies to Coast Guard units in the D9 / ISC Area of Responsibility (AOR).  These individuals are:

· Reservists

· Supervisors of reservists

· IDT berthing credit card holders (typically a YN, SK or administrative assistant at the Group/MSO level or above)

· IDT berthing credit card approving officials (typically a division or executive officer)

A complete list of berthing cardholders is available from ISC (fot) upon request.


	Purpose
	This provides guidance on Reserve Training Appropriation (AFC 90) expenditures for inactive duty for training (IDT) berthing when reservists travel beyond a reasonable commuting distance (RCD) to perform IDT drills.


	References
	The following references will assist you in purchasing IDT berthing for commuting reservists.

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

(b) COGARD INTSUPRTCOM CLEVELAND OH  032028Z OCT 03, FY04 Reserve Administration Guidance


	Who may be eligible
	Reservists who have to travel beyond a RCD to meet IDT drill requirements may be eligible for IDT berthing.  RCD is defined as 50 miles from the reservist’s residence to the IDT site, per reference (a).

Note: While berthing for IDT drills is not an entitlement, the Coast Guard has historically provided funds for this purpose to provide relief to reservists who must travel beyond a RCD in order to meet IDT drill requirements.


Continued on next page

Procuring Berthing for IDT Drills, Continued

	Fiscal responsibility
	Funds for IDT berthing are requested during the normal budget cycle.  Because these funds are often limited, fiscal responsibility and sound management of these limited funds is crucial.  ISC (fot) will send financial reports certifying funds availability to assist units in managing their IDT berthing funds.


	Annual authorization
	Units request funds for berthing from ISC (fot) through the annual budget process normally conducted each summer.  Upon receipt of the annual AFC 90 allocation, ISC (fot) will advise each unit of its quarterly berthing target.  Due to budget constraints, the amount allocated may not match the amount requested during the budget process.  IDT berthing credit card approving officials shall track funds to ensure expenditures do not exceed the unit target.  ISC (fot) will send reports on IDT berthing funds status to each unit on a quarterly basis.


	Guidelines
	The following guidelines should be followed, to minimize costs and stretch berthing dollars,

 when procuring IDT berthing for commuting reservists.  In accordance with reference (a):

· If a reservist must leave his/her residence before 0545 on the reporting day to report on 

    time to his/her drill site, then the previous night berthing cost may be authorized.

· Commands are reminded that transient government housing shall be used whenever 

    possible.  If transient government housing is unavailable or inadequate, then

    hotels/motels will be used.  Commands should request government/special rates while  

       ensuring a secure environment.

· The standard berthing shall include double occupancy without requiring junior enlisted

    to berth with E-7’s and above, or enlisted to berth with officers, while allowing separate   

        berthing for both genders.


Continued on next page

Procuring Berthing for IDT Drills, Continued

	Cardholders and Reservist responsibilities
	The cardholder shall follow these procedures to obtain IDT berthing:

	Step
	Action

	1
	Identify berthing facilities in close proximity to the IDT site that accept the government credit card for payment.

	2
	Make reservations for IDT berthing at an approved military or civilian facility in compliance with the guidelines above.

	3
	Notify the reservist of the reservation at least three business days prior to check-in.

Note:  It is the reservist’s responsibility to cancel reservations by notifying the berthing cardholder prior to the reservation date if lodging will not be used.

	4
	Ensure that the lodging facility record displays the name of the reservist utilizing the berthing on the room receipt.

	5
	The reservist shall provide a receipt to the berthing cardholder immediately after completion of IDT.

Caution: Failure to comply with these requirements may result in loss of IDT berthing privileges.


	Berthing Cardholder responsibilities
	The cardholder has certain responsibilities to ensure procurement guidelines are followed.  They include:

· making proper purchases

· reporting credit card activity

Use the table below to determine the appropriate monthly reporting requirements.



	
	IF…
	THEN…
	

	
	purchases are made
	Review monthly Statement Of Account (SOA) for accuracy.  Sign, date and submit receipts to the unit’s approving official.  Upon receipt of bill enter direct credit card obligation in finance and procurement desktop (FPD).  A copy of the funds certification letter shall be maintained in the procurement folder.  Compare receipts against the SOA monthly.

Note:  The SOA, along with copies of berthing receipts, must be submitted to the approving official within seven days of receipt.
	


Continued on next page

Procuring Berthing for IDT Drills, Continued

	Approving Official responsibilities
	The table below describes the process an approving official shall follow to properly account for all purchases.


	Stage
	Description

	1
	Ensures berthing cardholders review and submit Statement of Accounts (SOA) and receipts as prescribed above.



	2
	Reviews each SOA and associated documentation for accuracy, completeness and to ensure purchases are in compliance with reference (b).



	3
	Reviews each berthing cardholder’s purchase(s); notes the merchant who made the sale and verifies the purchase is for IDT berthing and meets the criteria set forth in reference (b).



	4
	Upon satisfactory review, signs and dates the back of the SOA and electronically forwards approval to the Finance Center (FINCEN) via Purchase Card Application within seven calendar days of receipt from the berthing cardholder.

	5
	Ensures the signed SOA and documentation are maintained in the berthing cardholder’s unit purchase files for three years.



	6
	Reports all incidents of improper use of the berthing card to the ISC Contracting Officer.




	Absence of cardholder or approving official
	In cases where the berthing cardholder or approving official is not available for certification or verification/approval at the time the statements are due, commands shall arrange verification/approval to be handled by another individual to ensure timely processing.  The absent official will counter sign the unit’s original SOA upon return.


Continued on next page

Procuring Berthing for IDT Drills, Continued

	Dispute procedures
	If a disputed charge appears on the SOA, complete the dispute form located on the lower portion of the back of the SOA.  Cardholders and approving officials shall complete the SOA form and fax it to Bank of America.  Cardholders and authorizing officials do not detach any portion of the statement before submitting to FINCEN.  In lieu of completing the back of the SOA form, cardholders and authorizing officials may use the full size dispute form provided in Electronic Account Government Ledger System (EAGLS).  If cardholders and authorizing officials choose to use the one on the statement, they should annotate on the form the date the form was faxed to Bank of America so FINCEN will know that it was submitted to the bank and not just FINCEN.


	Results and follow up
	Units may contact ISC (fot) anytime to request an updated report on their IDT berthing funds status.


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



	Division
	ISC (fot)

	Position
	Funds Manager

	Phone
	(216) 902-6389

	Fax
	(216) 902-6391


Applying for Selected Reserve Direct Commission Program

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


	Purpose
	This describes how to apply for the Selected Reserve Direct Commission Program (SRDC).


	Reference information you will need
	You will need the following reference information to apply for SRDC:

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

(b) Coast Guard Recruiting Manual, COMDTINST M1100.2D

(c) Current SRDC announcement message from Coast Guard Recruiting Command (CGRC)


	Process
	Use the process below to apply for the SRDC program. 


	Stage
	Description

	1
	CGRC annually, by message, publishes a schedule, submission details and deadlines for the SRDC program.

	2
	Unit Educational Services Officer (ESO) makes enlisted personnel (active & reserve) aware of SRDC announcement message and assists interested personnel with their applications.

	3
	Member completes application package and submits to unit ESO.  ESO reviews all applications, ensures they are complete, and arranges officer interview panels.

	4
	ESO forwards completed packages including completed interviews to CGRC to meet published deadline.

	5
	CGRC completes a comprehensive eligibility review of each package prior to submission to the SRDC selection panel.

	6
	Selection panel meets in accordance with published SRDC announcement message

	7
	CGRC announces, by message, applicants selected for SRDC.

	8
	SRDC selectees attend Reserve Officer Candidate Indoctrination (ROCI) as published by CGRC.


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


	Branch
	ISC (fot)

	Position
	Educational Service Officer

	Phone
	(216) 902-6386

	Fax
	(216) 902-6391


Applying for Officer Accession Programs

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


	Purpose
	This describes how to apply for the officer accession programs.

Note:  Does not include the Selected Reserve Direct Commission Program.


	Reference information you will need
	You will need the following reference information to apply for the Officer Accession Programs:

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

(b) Coast Guard Recruiting Manual, COMDTINST M1100.2D

(c) Current Officer Accession Programs announcement message from Coast Guard Recruiting Command (CGRC)


	Process
	Use the process below to apply for accession programs. 


	Stage
	 Description

	1
	CGRC annually, by message, publishes a schedule of all recruiting boards for officer accession programs and provides submission details and deadlines for each individual program.

	2
	Unit Educational Services Officer (ESO) makes all personnel aware of all available programs and schedules, and assists interested personnel with their applications.

	3
	Member completes application package and submits to the unit ESO.  ESO reviews all applications, ensures they are complete, and arranges officer interview panels.

	4
	ESO forwards completed application packages including completed interview to CGRC to meet published deadline.

	5
	CGRC completes a comprehensive eligibility review of each package prior to submission to the Officer Accession Program selection panel.

	6
	Selection panel meets in accordance with the published Officer Accession Program announcement message.

	7
	CGRC will notify applicants of selection/non-selection via CG correspondence.


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


	Branch
	ISC (fot)

	Position
	Educational Services Officer

	Phone
	(216) 902-6386

	Fax
	(216) 902-6391
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