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Section Overview

	Introduction
	Active Duty for Training (ADT) includes:

· Active Duty for Training for Annual Training (ADT-AT)

· Initial Active Duty for Training (IADT)

· Active Duty for Training - Other Training Duty (ADT-OTD)

ADT is a tour of Active Duty used for training members of the reserve components to provide trained units and qualified persons to 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 types in detail.  This section will focus on the procedures and processes governing ADT. 
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2.C.1 The ADT Process

	2.C.1.1 

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


	2.C.1.2

Reference
	The following web pages and directives provide additional procedural and 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 VII, Reserve Unique Transactions, Chap. 4, Reserve Active Duty Orders
(d) Military Personnel Data Records (PDR) System, COMDTINST M1080.10 (series)


	2.C.1.3 Process
	This is the process.


	Stage
	Who Does It
	When
	What Happens

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

	2
	Supervisor
	Within 5 days of receipt of request
	· Complete the Request for ADT Orders through DA if member does not have computer accessibility per reference (a.2)

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

· Verifies Personal Information is current.

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

· Forwards to SPO for orders completion. 


Continued on next page

2.C.1 The ADT Process, Continued

	2.C.1.3 Process (continued)


	Stage
	Who Does It
	When
	What Happens

	3
	SPO
	Within 2 Days of receipt of request
	· Completes the Reserve Orders Manager portion of the Request for ADT in DA per reference (c).

· Completes Per Diem Entitlements (if applicable).

· Completes Other Authorized Expenses (if applicable).

· Completes Partial Entitlements Tab.

· Completes Order Notes tab. 

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

· Forwards to District (dxr).

	4
	District (dxr)
	Within 2 days of receipt of request
	· Verifies ADT order request for accuracy.

· Approves the request for ADT orders in Direct Access per reference (c)


Continued on next page

2.C.1 The ADT Process, Continued

	2.C.1.3 Process (continued)


	Stage
	Who Does It
	When
	What Happens

	5
	SPO

*  Note:  Verify that member is not in receipt of any type of disability, compensation, pension or retired pay from the Department of Veterans Affairs.


	Within 2 days of receipt of an approved request
	· Prints the orders.
· Signs the orders.
· Mails the orders to the member 30 days prior to effective date of orders.
· Send email confirmation to member stating date orders were mailed; attach copy of orders.  Members shall not report for any type of duty without being in receipt of signed original orders.
In cases where the ADT is for 60 or more days (e.g., IADT Phase II to “A” School):

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
	As directed by orders
	Reports to ADT site.

	7
	ADT site
	Member reports 
	ADT site reports actual reporting date to the SPO via email, or fax.


Continued on next page

2.C.1 The ADT Process, Continued

	2.C.1.3 Process (continued)



	Stage
	Who Does It
	When
	What Happens

	8
	SPO
	Immediately
	Upon arrival notification from ADT site:

· Completes actual report date in Direct Access.

· Completes the Travel Report Dates Section.

· Validates partial entitlements.

· Starts appropriate pay and allowances.

	9
	ADT site
	Member completes ADT
	· Endorse Travel Orders to show:
  (1) Date and time member reported and departed, and;
  (2) Availability of government quarters/mess.
· Fax copy of endorsed Travel Orders to member’s home SPO on the same day.

· If ADT was 60 days or more, return SPO/Medical PDR to member’s home unit.

	10
	SPO
	Upon departure notification
	(Less than 140 days)  
· Enters actual depart date.

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

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


Continued on next page

2.C.1 The ADT Process, Continued

	2.C.1.3 Process (continued)


	Stage
	Who Does It
	When
	What Happens

	11
	Member
	Within 3 days following completion of travel 
	· Complete settlement request in Web T-PAX.

· Forward to unit Approving Official with original receipts as required by Chapter 2.B of this manual for verification and approval. 
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 days of settlement request from member
	· Complete administrative review of settlement request in Web T-PAX and process as appropriate.  

· Ensure follow-up with member if request is incomplete. 

	13
	PPC (TVL)
	Upon receipt of voucher
	· Process settlement request for payment of travel entitlements.


2.C.2 The ADT-OTD Process

 

	2.C.2.1 

ADT-OTD order processing
	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.


	2.C.2.2

Reference
	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 VII, Reserve Unique Transactions, Chap. 4, Reserve Active Duty Orders
(d) Military Personnel Data Records (PDR) System, COMDTINST M1080.10 (series)


	2.C.2.3 Process
	This is the process.


	Stage
	Who Does It
	When
	What Happens

	1
	Member 
	At least 45 working days prior to the date of ADT-OTD
	· Negotiates duty dates with unit.
· Complete the Request for ADT-OTD Orders through Direct Access per reference (a.1). 



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


Continued on next page

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

	2.C.2.3 Process (continued)


	Stage
	Who Does It
	When
	What Happens

	2
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	Supervisor
	Within 5 days of receipt of request
	· Verifies all readiness requirements (ASQ, weight, medical, dental, security, time in service, current enlistment/contract, weight standards, etc.) per reference (b).

· Verifies Personal Information is current.

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

· Verifies ADT-OTD request is to achieve certification, re-certification, qualification, completion of performance qualifications, graduation from a formal course of instruction, specialized training, or for a specific qualification.
· Forwards to 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

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

	2.C.2.3 Process (continued)


	Stage
	Who Does It
	When
	What Happens

	3
	SPO
	Within 2 days of receipt of request
	· Completes the Reserve Orders Manager portion of the Request for ADT-OTD in DA per reference (c).
· Completes Per Diem Entitlements (if applicable).

· Completes Other Authorized Expenses (if applicable).

· Completes Partial Entitlements Tab.

· Completes Order Notes tab. 
· Forwards to District (dxr).

	4
	District (dxr)
	Within 2 days of receipt of request
	· Verifies ADT-OTD order request for accuracy.

· Approve the Request for ADT-OTD Orders in Direct Access per reference (c).  

Note: Late notifications of quotas will be approved on a case by case basis.

	5
	SPO

*  Note:  Verify that member is not in receipt of any type of disability, compensation, pension or retired pay from the Department of Veterans Affairs.


	Within 2 days of receipt of an approved request
	· Prints the Orders.
· Signs the Orders.
· Mails the orders to the member once complete. 
· Sends email confirmation to member stating date orders were mailed; attach copy of orders.  Members shall not report for any type of duty without being in receipt of signed original orders.

In cases where the ADT-OTD is for 60 or more days:

1. Review and mail the SPO PDR to the SPO servicing the ADT site.

2. Forward Medical/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 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).


Continued on next page

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

	2.C.2.3 Process (continued)


	Stage
	Who Does It
	When
	What Happens

	6
	Member
	As directed by orders
	· Reports to ADT-OTD site.


	7
	ADT-OTD site
	Member reports for ADT-OTD
	· Reports actual reporting date to the SPO via email or, fax.

	8
	SPO
	Immediately
	Upon arrival notification from ADT-OTD site:

· Completes actual report date in Direct Access.

· Completes the Travel Report Dates Section.

· Validates partial entitlements.

· Starts appropriate pay and allowances.

	9
	ADT-OTD site
	Member completes ADT-OTD
	· Endorse Travel Orders to show:
  (1) Date and time member reported and departed, and;
  (2) Availability of government quarters/mess.
· Fax copy of endorsed Travel Orders to member’s home SPO on the same day.

	10
	SPO
	Upon departure notification
	· Enters actual depart date.

· If ADT-OTD was over 29 days submit Direct Access transaction (Process Lump Sum Leave).

· Verifies training completion.

	11
	Training Officer
	Upon completion of training
	· Ensure competency codes and/or training certificates have been recorded in Direct Access and/or TMT. 


Continued on next page

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

	2.C.2.3 Process (continued)


	Stage
	Who Does It
	When
	What Happens

	12
	Member
	Within 3 days following completion of travel 
	· Complete settlement request in Web T-PAX.

· Forwards to unit Approving Official with original receipts as required by Chapter 2.B.2 of this manual for verification and approval. 

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 days of receipt from member
	· Complete administrative review of settlement request in Web T-PAX and process as appropriate.  

· Ensure follow-up with member if request is incomplete. 

	14
	PPC (TVL)
	Upon receipt of voucher
	· Process Settlement Request for payment of travel entitlements.


2.C.3 Amendments to ADT Orders

	2.C.3.1 When orders can be amended
	Orders can be amended after the fact to document verbal authority given during the ADT/ADT-OTD travel period when unforeseen requirements emerge that require the member to incur costs not originally anticipated.

Travelers seek modifications or changes to their orders through the Order Issuing official that directed and funded the travel.  The form of the amendment should identify the:

· Traveler

· 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.3.2 Situations when amendments are not authorized
	There are some provisions that, if not authorized in the order BEFORE travel starts, CANNOT be approved for payment after travel is completed.

Example:   An order DIRECTING use of common carrier cannot be amended after the fact to permit some other form of transportation when common carrier was the Order Issuer’s intended form of transportation for the member.


	2.C.3.3 Amendments cannot be used to deny an entitlement
	UNDER NO CIRCUMSTANCES CAN AN ORDER BE AMENDED AFTER THE FACT TO DENY A TRAVEL ENTITLEMENT CONTAINED IN THE ORDER

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.


2.C.4 Preparation of Annual Screening Questionnaire

	2.C.4.1 Introduction
	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:  Members who are on Extended Active Duty or serving on a recall 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.


	2.C.4.2

Reference
	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 VII, Reserve Unique Transactions, Chap. 2, Annual Screening Questionnaire


	2.C.4.3 Process Overview
	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).  SPOs will enter questionnaires 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

2.C.4 Preparation of Annual Screening Questionnaire, Continued

	2.C.4.4 Supervisor Notification
	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 is only 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.


	2.C.4.5 Supervisor Action
	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.


	2.C.4.6 Procedures
	· See reference (b) for procedures to complete the Direct Access Annual Screening questionnaire. 
· CG Form 3799R includes complete instructions needed to complete the form.


2-C-2

Movement of Personnel

Movement of Personnel
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