
 
 
Administrative Remarks Form 10-6.01-P 

 
SUBMIT an administrative Remarks Form (CG-3307) to your supervisor for review on 
the following Performance and Discipline behaviors, as presented in the E-PME Study 
Guide: 

 
• General Positive 
• General Negative 

 
 
Administrative 
Remarks Sheet 
(CG-3307) 
 

The CG-3307 is used to add narrative explanations to other evaluation 
forms.  These explanations are called Administrative Remarks.  There are 
seven different “types” of Administrative Remarks that may be entered on 
a CG-3307: 
 
1. Accession 
2. Assignment and Transfer 
3. Advancement and Reduction 
4. Performance and Discipline (P&D) 

 
NOTE: There are 33 types of P&D entries. Includes indebtedness, non-

support of dependents, general (positive/negative), evaluations, 
good conduct eligibility, and weight. 

 

5. Separation 
6. Selective Reenlistment Bonus 
7. Selective Reserve (SELRES) Enlisted Bonus Programs 
 
In general, each type of CG-3307 entry consists of the following 
information: 
 

• The reference providing the requirement to complete the CG-3307 
entry 

• The responsible level for completing the entry, i.e., PERSRU or Unit 
• The entry itself. The entry should be modified to fit the circumstances 

as necessary 
• When and where applicable, a member’s acknowledge entry 
 

 



General–Positive 
Entry

One of the more common entries made is the General–positive entry.  This 
entry is used to append a statement of commendation for an enlisted 
persons performance review. 
 

 
General–Negative 
Entry

Another common entry made is the General–negative entry.  This entry is 
used to document poor performance in conjunction with an employee 
review. 
 

 
CG-3307 
Distribution

The CG-3307 must be distributed through proper channels in a reasonable 
time frame.  The original CG-3307 is filed in the PERSRU PDR, and a 
copy is mailed to Commander (CGPC-adm-3) for electronic imaging into 
the Headquarters PDR. 
 
There are two exceptions to the distribution of CG-3307s: 
 

• Member counseling receipts replace CG-3307s when completing 
evaluations in Direct Access 

 

• The original CG-3307s remaining at the time of separation/ 
reenlistment must be attached to either the original Discharge and 
Reenlistment Contract or DD-214 as directed in COMDTINST 
M1080.10 (series). 

 
For this performance requirement, complete a positive and negative 
Administrative Remarks Form (CG-3307) and present to your supervisor 
for review.  Form CG-3307 can be found in the USCG Forms Library. 
 

 


	 

