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Section Overview

	Introduction
	This section will guide you through the procedures for advancing a member.
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4.A.1 Headquarters Advancement Checklist

	4.A.1.1 Introduction
	Following each Servicewide exam PPC (ADV) and PSC (epm) will publish eligibility lists and a series of Enlisted Personnel Advancement Announcements (EPAA), for active duty personnel, or Enlisted Reserve Advancement Announcements (ERAA) for reservists. An EPAA or ERAA is notification of who will be advanced and on what date the advancement will be effective. 


	4.A.1.2 Reference
	(a) Enlisted Accessions, Evaluations,, and Advancements, COMDTINST M1000.2 (series)
(b) Personnel and Pay Procedures Manual (PPPM), PPCINST M1000.2(series)

(c) Coast Guard Weight and Body Fat Standards Program Manual, COMDTINST M1020.8(series)
(d) Coast Guard Servicing Personnel Office (SPO) Manual, PPCINST M5231.3 (series), Part III, General Transactions, Chapter 2, Advancements, Change in Rating, Reduction, Add/Remove Designator


	4.A.1.3 Checklist
	Use the following checklist when a member is authorized by an EPAA or ERAA to be advanced.


	Step
	Action
	Reference
	Date

	1
	Ensure member has continued to remain eligible for advancement, meets weight standards ,and for advancement to E-7 and above, meets obligated service requirements Complete CG-3307 (AR-02 Obligated Service for Advancement to E-7, E-8, or E-9) entry if one was not completed when the member’s name appeared above the cutoff on the Advancement Eligibility List.
Advise PPC (adv) and PSC (epm) to withhold advancement if member is not eligible for advancement.
	Ref (a), 3.A.19.c

& Ref (c) 


	

	2
	Complete Unscheduled Enlisted Employee Review on the day before advancement or change in rating to pay grade E‑7 or above.

(Not required for advancement to pay grade E-6 and below).
	Ref (a) 5.e.2.a. & 5.E.1.b.(4)(g)


	


Continued on next page

4.A.1 Headquarters Advancement Checklist, Continued

	4.A.1.3 Checklist (continued)


	Step
	Action
	Reference
	Date

	3
	Complete Petty Officer Advancement Certificate (CG-216) for advancement to E-4 through E-6.

· Certificate for E-7 through E-9 will be completed by PPC (ADV)
	Ref (a) 3.A.29.c.

	

	4
	Issue new ID card
	Ref (b), 5.D.4
	

	5
	Remove member from “A” school list

(members in pay grade E-3 only)
	Ref (a) 3.A.20.c(1)
	


4.A.2 Commanding Officer Advancement Process

	4.A.2.1 Introduction
	The advancement process is broken down into stages by what needs to be completed and who is responsible.


	4.A.1.2 Reference
	(a) Enlisted Accessions, Evaluations,, and Advancements, COMDTINST M1000.2 (series)

(b) Personnel and Pay Procedures Manual (PPPM), PPCINST M1000.2(series)

(c) Coast Guard Weight and Body Fat Standards Program Manual, COMDTINST M1020.8(series)
(d) Coast Guard Servicing Personnel Office (SPO) Manual, PPCINST M5231.3 (series), Part III, General Transactions, Chapter 2, Advancements, Change in Rating, Reduction, Add/Remove Designator


	4.A.2.3 Advancement process
	This table identifies the process for advancement to E-3 and designated class A school graduate’s advancement to E-4.


	Stage
	Who does it
	What Happens

	1
	Member
	Completes EOCT and Performance Qualifications.  Submits Career Development Worksheet (CG-2030).

	2
	CO of Unit
	Ensures member is eligible in accordance with reference (a), approves request and forwards Career Development Worksheet to the SPO.

	3
	SPO
	Completes advancement transaction in Direct Access per reference (d)


4.A.3 Commanding Officer Advancement Checklist

	4.A.3.1 Introduction
	This checklist has been provided as a job aid to assist the unit/SPO in completing all necessary tasks required for advancing a member. This job aid is designed to be reproduced locally.


	4.A.3.2 Reference
	(a) Enlisted Accessions, Evaluations,, and Advancements, COMDTINST M1000.2 (series)
(b) Personnel and Pay Procedures Manual (PPPM), PPCINST M1000.2(series)

(c) Coast Guard Weight and Body Fat Standards Program Manual, COMDTINST M1020.8(series)
(d) Coast Guard Servicing Personnel Office (SPO) Manual, PPCINST M5231.3 (series), Part III, General Transactions, Chapter 2, Advancements, Change in Rating, Reduction, Add/Remove Designator


	4.A.3.3 Usage
	The Commanding Officer Advancement Checklist can be used to complete the necessary transactions on a member for:
 

· Advancement.  

· Adding a designator.  

· Removing a designator.

· Change in rating.

· Reduction in rate (Note to SPO: Use the Disciplinary Actions page for reductions awarded as the result of CO’s NJP or Courts-Martial).

This checklist is not used for members who are being advanced by EPAA or ERAA (See Sec. 4.A.1). 
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4.A.3 Commanding Officer Advancement Checklist, Continued

	4.A.3.4 Advancement checklist
	Action when the CO authorizes a member to be advanced.


	Step
	Action
	Reference
	Date

	1
	Unit ensure member is eligible for advancement and advancement is not retroactive
	Ref (a) 3.A.4, 3.A.20.a, 3.A.20.b, 3.A.22.c, and Ref (c)
	

	2
	Complete Career Development Worksheet, 

CG-2030
	Ref (b)
	

	3
	SPO completes Direct Access transaction
Develop Workforce > Career Management > Use > Adv/Promote One Member
	Ref (d)
	

	4
	Unit complete CG-5530 (Certificate for Advancement to Seaman/Fireman) or CG-216 (Petty Officer Appointment Certificate)
	Ref (a) 3.A

	

	5
	Issue ID card (if applicable)
	Ref (b), 5.D.4
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