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Section D

MISCELLANEOUS


Section Overview

	Introduction
	This section provides you with the information needed to understand and perform miscellaneous personnel transactions that are not covered in any other section of this manual.


	In this section
	


	Topic ID
	Topic
	See Page

	5.D.1
	Leave Authorization (CG-2519)
	5-D-2

	5.D.2
	Leave Carried over in Excess of 60/75 Days/
Special Leave Accrual (SLA)
	5-D-4

	5.D.3
	Sale of Special Leave Accrual
	5-D-8

	5.D.4
	Issuance of the Common Access Card (CAC)
	5-D-10

	5.D.5
	Manual Preparation of the DD Form 2 CG (active ID card)
	5-D-13

	5.D.6
	Reporting Change in Mailing Address
	5-D-15

	5.D.7
	Employment Verification
	5-D-16

	5.D.8
	E-Resume
	5-D-17

	5.D.9
	Assignment/Termination of Government Quarters
	5-D-18

	5.D.10
	Permissive Travel Authorization
	5-D-20

	5.D.11
	Corrections/Changes of Names, SSN, Date of Birth, or Minority Designator
	5-D-21

	5.D.12
	TRICARE Selected Reserve Dental Program
	5-D-23

	5.D.13
	Issuance/Termination of Official Passport
	5-D-25


5.D.1 Leave Authorization (CG-2519)

	5.D.1.1 Reference
	(a) Military Assignments and Authorized Absences, COMDTINT M1000.8
(b) Coast Guard Pay Manual, COMDTINST M7220.29(series), Chap 3.A.5.g., BAS Policy
(c) ALCOAST 425/09, Paternity/Adoption/Maternity Leave Accounting


	5.D.1.2 CG-2519 usage
	The Leave Authorization (CG-2519) is used to authorize:

· Regular, sick or emergency leave

Note:  The CG-2519 is only required for sick leave in excess of 2 days.

· Authorizing a member to attend to associated family needs following the birth or adoption of a child (Adoption Leave, Maternity Leave or Paternity Leave).


	5.D.1.3 Do NOT use the CG-2519 for Compensatory Absence in conjunction with TDY/PCS orders
	The Leave Authorization (CG-2519) must not be used for compensatory absence (CA) in the following instances:

· Periods of CA which are associated with PCS

· Periods of CA in conjunction with TDY orders

· CA, unless such absence is granted consecutively with leave


	5.D.1.4 Do NOT use the CG-2519 for Administrative Absences 
	An administrative absence is a period of authorized absence, not chargeable as leave. Examples of administrative absences include:

· Hometown Recruiting Program.

· Relocation and familiarization when in receipt of PCS orders.

· Allowing members to return to their old duty stations to move their families to their new duty stations when PCS orders were issued and executed on short notice (fewer than 60 days).

· Allowing retiring and involuntarily separated members time to participate in pre-separation job search and house hunting activities prior to separation.
The policy for granting administrative absences is provided in Ref (a). Procedures for administrative absences are provided in section 5.D.10.


Continued on next page

5.D.1 Leave Authorization (CG-2519), Continued

	5.D.1.5 Preparation of the CG-2519
	The CG-2519 can be typed, prepared using USCG Adobe Forms (http://www.uscg.mil/forms/cg/CG_2519.pdf), or handwritten.

Items 1-7 are completed prior to departing.

The space below item 8 is used to indicate if the member used more than one type of absence or if the member used an absence type not listed on the form; Adoption Leave, Maternity Leave or Paternity Leave.  Units outside CONUS need to list regular leave outside CONUS (AO) and regular leave inside CONUS (AI).  List types and inclusive date in chronological order.

Follow these procedures for completing the CG-2519 (Rev. 06/2004).


	Item
	Description

	1
	Enter the member’s last name, first and middle initials.

	2
	Enter rate/rank of the member.

	3
	Enter member’s Employee ID Number (EMPLID).

	4
	Enter the unit where the member is assigned.

	5
	Enter the complete address and phone number.

	6
	Enter the type (Regular Leave, Emergency Leave, Sick Leave, or Compensatory Leave) and number of days of authorized absence. Leave blank for Adoption Leave, Maternity Leave or Paternity Leave and handwrite the Absence type in the space below item 8. If filling the form out in USCG Adobe Forms you can enter Adoption Leave, Maternity Leave or Paternity Leave in the “TRANS. NO” field in the lower, right-hand, corner of copy 1 of the form - [image: image1.jpg]TRANS.NO: Adoption Leave



.

	7
	DEPARTURE: Enter the time and date absence begins.

Note: This entry would normally be the time and date normal liberty begins (a day of duty) and the day before the actual first day of leave/absence.

	
	RETURN: Enter the time and date the absence expires.

Note: This entry would normally be the time and date the member is expected to be back at the work site/unit (a day of duty) and is the first day after the last day of leave/absence.

	
	AUTHORIZED OFFICIAL: Sign and date.

	8
	CHANGE ENDORSEMENT

Pen and ink changes to item 7 are NOT allowed.

Enter leave date and times if different from those authorized.


	5.D.1.6 Disposition
	Forward part 1 to the SPO immediately upon member’s return from leave. 
Note: Per Chapter 1 of this manual “Communication between the member, unit, and the SPO”, Leave information may be transmitted to the SPO via the communication method preferred by the unit and SPO.


5.D.2 Leave Carried over in Excess of 60/75 Days

 

	5.D.2.1 Introduction
	Members may be authorized to carry more than 60/75 days leave into a new fiscal year, if the provisions of reference (a) (as may be modified by temporary program expansion or enhancements) are met. 


	5.D.2.2 Reference
	(a) Military Assignments and Authorized Absences, COMDTINT M1000.8


	5.D.2.3 Leave accrual policy
	The National Defense Authorization Act for Fiscal Year 2010, Section 504 authorized all Coast Guard members to accrue up to 75 days of leave until the end of Fiscal Year 2013. Leave balances for active duty personnel must be at 60 days or less by 30 September 2013 to avoid loss.

The Coast Guard Authorization Act of 2010 included updated special leave accrual (SLA) for all Coast Guard military personnel due to participation in contingency operations such as the Deepwater Horizon Response and Operation Unified Response in Haiti. In accordance with the act all Coast Guard military members, active and reserve, are authorized to accrue earned leave in excess of 75 days.  This amount is retroactive to 30 September 2010.


	5.D.2.4 Maximum Leave Balance Caryover Totals (FY10 – FY-13)
	The following are the maximum leave balance carryover totals for FY10-FY13:

End of FY

Carryover Limit 

Reference

30SEP10

No Limit

CG Authorization Act of 2010

30SEP11

No Limit

CG Authorization Act of 2010

30SEP12

75 Days

Sec 701 of Title 10, U.S. Code
30SEP13

60 Days

Sec 701 of Title 10, U.S. Code
Any earned leave shown as lost on a military member’s Leave and Earnings statement (LES) for October will be restored and will be reflected on the member’s Les no later than April of the next year.  No action is required by the member.


Continued on next page

5.D.2 Leave Carried over in Excess of 60/75 Days, Continued

	5.D.2.5 Period in which to use leave carried over from previous fiscal year(s)
	Members who are authorized to carry over leave in excess of 60/75 days to a maximum of 120 days due to service in an Imminent Danger Pay area for a continuous period of at least 120 days in a fiscal year, assignment to a deployable ship or mobile unit, and deployed or operated away from their designated homeport or home base for a continuous period of at least 60 days, or performed duty, on or after 29 Aug 2005, designated by the Secretary of Homeland Security as duty qualifying for carryover leave, have three years to use any special leave accrual  (SLA) (Note: For SLA that is earned between 1 October 2008 and 1 October 2010 must be used within four years.).  Any such leave will automatically be carried forward until used, or until the three year or four year “window” has closed.  The carry over balance will not be reduced until all of the regular leave accrued for the year has been used.  

	
	For example:

A member is authorized to carry forward 80.0 days on 
1 October 2008 (5 days out of the 80 days is carryover leave).  During fiscal year 2009 this member uses 32 days leave and accrues 30 days leave.  This reduces the member’s carryover leave balance from the prior year to 3 days (the 2 days over 30.0 coming off the carry over).  On 1 October 2010, JUMPS will automatically carry 78.0 days forward (30 days accrued for fiscal year 2009 plus 3 days carried over from the prior FY), since the 4 year window is still open.

Members who are authorized to carry over leave in excess of 60/75 days to a maximum of 90 days due to (a) service in support of a Commandant approved contingency operation, and (b) do not qualify for 120 days leave carryover as described above, have until the end of the second succeeding fiscal year to utilize the carry over leave. The carry over balance will not be reduced until all of the regular leave accrued for the year has been used.  


Continued on next page

5.D.2 Leave Carried over in Excess of 60/75 Days, Continued

	5.D.2.6 Procedures
	Requests for SLA must be submitted to PPC (MAS) not later than 1 December following the end of the preceding fiscal year (30 September) for processing. Procedures for individual members and units are provided below. These procedures do not to apply to SLA earned in support of a Commandant‑approved contingency operation, guidance for these requests will be provided in the directive which authorizes the SLA.


	5.D.2.7 Procedures for carrying over leave of more than 60/75 days for a member
	If a member believes that he/she is qualified to carry over more than 60/75 days of leave into a fiscal year, then the following steps must occur: 

Note:  A new request must be submitted by the member if he/she becomes qualified again for additional days to be carried over.


	Step
	Who Does It
	Action Taken

	1
	Member
	Submits a memo, via the chain of command, to PPC (MAS) with:

· a description of the reason the member was prevented from using leave.

· an estimate of the total number of days to be carried into the new fiscal year.

	2
	Unit
	Endorse the letter and send to PPC (MAS) NLT 1 December.

	3
	PPC (MAS)
	Will accumulate all requests and will process them immediately following the March end-of-month compute.

Note:  This timing ensures that any outstanding leave is posted prior to manual adjustments being made. The member’s April LES will reflect restoration of any leave credited.


	5.D.2.8 Procedures for multiple members at a unit
	If multiple members of a unit are qualified to carry over more than 60/75 days of leave into a fiscal year, then the unit must utilize this process.  A new request must be submitted by the unit if a multiple number of members assigned to the unit become qualified again for additional days to be carried over.


Continued on next page

5.D.2 Leave Carried over in Excess of 60/75 Days, Continued

	5.D.2.9 Procedures for multiple members at a unit (cont’d)
	


	Step
	Who Does It
	Action Taken

	1
	Unit
	Must submit a memo or message to PPC (MAS) by, 1 December, with:

· A listing of each entitled member of the unit.

· An estimate of the total number of days to be carried into the new fiscal year for each member.

· And the qualifying circumstances (deployed for Operation XXX, back to back ALPATS, etc.).

	2
	PPC (MAS)
	Will accumulate all requests and will process them immediately following the March end-of-month compute.

Note:  This timing ensures that any outstanding leave is posted prior to manual adjustments being made. The member’s April LES will reflect restoration of any leave credited.


5.D.3 Sale of Special Leave Accrual 

	5.D.3.1 Introduction
	This section provides the process for enlisted members to be compensated for leave in excess of 120 days at the end of the fiscal year.


	5.D.3.2 Discussion
	Per paragraph 4 of ALCOAST 396/08, enlisted members, who have more than 120 days leave at the end of the fiscal year may make a one time election to be compensated for any leave in excess of 120, up to 30 days, at the end of that fiscal year. An enlisted member may only exercise this option once.  Any days compensated under this section will be deducted from the 60-day career limit of payable accrued leave days.  This provision is intended for members assigned to mobile or deployable units or entitled to hostile fire or imminent danger pay.  Officers are not eligible for this entitlement


	5.D.3.3 Special Leave Accrual Payment Process
	This is the Special Leave Accrual Payment process.


	Stage
	Who does it
	Description
	When

	1
	Member
	completes Form CG-2046, Application to Sell Special Leave Accrual (SLA)
	Between 1 October and 30 November

	2
	
	forwards completed CG-2046 to Servicing Personnel Office (SPO)
	

	3
	SPO
	verifies that all leave documents for the previous fiscal year have been submitted in Direct-Access and have processed through JUMPS
	Upon receipt of form from member

	4
	
	forwards completed CG-2046 to PPC (mas) by fax to the number on the form or to PPC (ccb) by e-mail to the address on the form
	Not later than 
1 December

	5
	
	files original CG-2046 in Section III of the member’s SPO Personal Data Record (PDR) and sends a copy to CGPSC (psd-mr) for I-PDR
	


Continued on next page

5.D.3 Sale of Special Leave Accrual (cont’d)

	 5.D.3.3 Special Leave Accrual Payment Process (continued)


	Stage
	Who does it
	Description
	When

	6
	PPC (mas)
	verifies member’s leave balance in JUMPS and ensures member has not previously received payment for SLA.

Submits an H414 (Adjust Leave Balances) transaction and a H604 (Miscellaneous Credit) transaction to effect payment. 
	Prior to the cutoff date for the first JUMPS compute cycle following receipt of the CG‑2046 from the SPO (Provided the form is received at least 3 business days prior to cutoff, otherwise the transactions will be submitted in time for the next cycle)


	5.D.3.4 Form 
CG-2046
	Form CG-2046, Application to Sell Special Leave Accrual (SLA), is available at http://www.uscg.mil/ppc/forms/. 


5.D.4 Issuance of the Common Access Card (CAC)

	5.D.4.1 Introduction
	The Common Access Card (CAC) is used as a means of identifying military, DoD and Coast Guard government employees and contractors.   The CAC can be issued at any Real-Time Automated Personnel Identification System (RAPIDS) to military, civilian and eligible contractors.  Location of RAPIDS sites can be found at: http://www.dmdc.osd.mil/rsl/. 


	5.D.4.2 Reference
	(a)  Identification Cards for Members of the Uniformed Services, Their Eligible Family Members, and Other Eligible Personnel, COMDTINST M5512.1(series). 


	5.D.4.3 Use of “RAPIDS” facilities is mandatory for ID Card issuance
	On 1 November 1996 the issuance of ID Cards through the Real-Time Automated Personnel identification Card System (RAPIDS) became mandatory. Manual preparation of ID cards is prohibited except in the following circumstances:

· Afloat units may issue DD Form 2 (Active) on a case-by-case basis, when underway and a RAPIDS facility is not available.


	5.D.4.4 Availability of RAPIDS Facilities
	Under the DEERS/RAPIDS Cross-Service Support Agreement, each of the seven Uniformed Services RAPIDS facilities agrees to verify identity and eligibility and issue ID Cards to certain categories of eligible persons regardless of the parent Service or DoD affiliation.

RAPIDS sites have been established within reasonable distances of most units. All Coast Guard ISCs, and most Sector Offices are designated RAPIDS sites. Most large Department of Defense commands, active and reserve, are designated RAPIDS sites. 

The following web site gives the three closest Military ID issuing facilities to a person’s zip code, city or state. http://www.dmdc.osd.mil/rsl.
Coast Guard units unable to determine their supporting RAPIDS site should contact the Coast Guard DEERS Program Manager, CGPSC (PSD-FS), via email to ARL-PF-CGPSC-PSDFS-DEERS@uscg.mil or by calling (202) 493-1928, for assistance


Continued on next page

5.D.4 Issuance of the Common Access Card (CAC), Continued

	5.D.4.5 Categories of Personnel who are eligible for a CAC
	The following categories of personnel are authorized a CAC:

· Active duty members.

· Members of the SELRES.

· Coast Guard Civilian Employees (both Appropriated and Non-appropriated fund activity (NAFA).

· Contractors whose contracts authorize a CAC for computer access or frequent visits to DoD facilities.


	5.D.4.6 Categories of personnel that can be cross‑serviced 
	Under the DEERS/RAPIDS Cross-Service Support Agreement, each of the seven Uniformed Services RAPIDS facilities agrees to verify identity and eligibility and issue ID Cards to certain categories of eligible persons regardless of the parent Service or DoD affiliation. This includes:
· Active, Reserve, and Retired members of any service on active duty for 31 days or more.

· Retired Reserve members of any service who have reached their 60th birthday.

· Family members of sponsors on active duty for 31 consecutive days or more.

· Family members of retirees.

· Family members of reservist.
· Unremarried or unmarried former spouses previously enrolled DEERS.

· Medal of Honor recipients and their eligible family members.

· 100% disabled veteran’s and their family members.

· DoD Civilian and contractor employees.

· Military affiliate (formerly foreign military).

· Active Duty, Retired, and Reserve members of any service.


Continued on next page

5.D.4 Issuance of the Common Access Card (CAC), Continued

	5.D.4.7 Categories of personnel that cannot be cross‑serviced
	The following categories of personnel cannot be cross-serviced:

· Initial verification for unremarried or unmarried former spouses.

· Incapacitated children.

· Other individuals who require a dependency determination (over 50% support) (i.e., wards, parents, parents-in-law)

· Retirees from other Services and former members not currently enrolled in DEERS.

· Illegitimate child of a male sponsor, when paternity has not been judicially determined.

· Illegitimate child of sponsor’s spouse, when the sponsor is a member of another Service.

· Navy and Marine Corps dependents residing in the Philippines

· Abused Dependents.

Contact PPC (ras) for Coast Guard members, dependents, and beneficiaries who fall into the categories than can not be cross-serviced.


5.D.5 Manual Preparation of the DD Form 2 CG (Active)
	5.D.5.1 Introduction
	Afloat units may issue DD Form 2 (Active) on a case-by-case basis, when underway and a RAPIDS facility is not available. This section provides the procedure for manual preparation of the DD Form 2 CG (Active). Procedures for all other card types can be found in COMDTINST M5512.1A, Identification Cards for Members of the Uniformed Services, Their Eligible Family Members, and Other Eligible Personnel.


	5.D.5.2 Preparation
	Prepare the DD Form 2 CG using a typewriter.  All dates will be in YYYYMMMDD format.  Most entries on the card are self-explanatory, there are a few exceptions:


	Block
	Description

	Grade
	 SYMBOL 183 \f "Symbol" \s 10 \h 
For pay grades E-1 to E-3, enter NON PETTY OFFICER.

 SYMBOL 183 \f "Symbol" \s 10 \h 
For pay grades E-4, E-5 or E-6, enter PO3 (E-4), PO2 (E-5), or PO1 (E-6).

 SYMBOL 183 \f "Symbol" \s 10 \h 
For pay grades E-7, E-8 or E-9, enter CPO (E-7), SCPO (E-8), or MCPO (E-9).

 SYMBOL 183 \f "Symbol" \s 10 \h 
For pay grades CWO2 to CWO4 enter CWO (W-2), (W-3), (W-4), as appropriate.

 SYMBOL 183 \f "Symbol" \s 10 \h 
For pay grades O-1 to O-10, enter ENS (O-1), LTJG (O-2), as appropriate.

 SYMBOL 183 \f "Symbol" \s 10 \h 
For Cadets enter CDT.

	Expiration Date
	 SYMBOL 183 \f "Symbol" \s 10 \h 
Active duty enlisted, enter expiration of enlistment.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Cadets, enter expected date of graduation.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Reservists on active duty, enter expiration of active duty.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Officers, enter INDEFINITE.

	Signature
	Type the full name below the line, member signs in black or blue ink above typed name.


Continued on next page

5.D.5 Manual Preparation of the DD Form 2 CG (Active), Continued

	5.D.5.2 Preparation (cont’d)
	


	Block
	Description

	Social Security No.
	Enter 9 digit SSN in format 000000000.

	Blood Type
	Enter the member’s blood type (e.g., B-, O+).

	Geneva Convention
	Refer to the table below or see COMDTINST M5512.1(series), Attachment 13, and enter I, II, etc. as appropriate.
Pay grade

Geneva Convention Cat.

E-1 to E-4

I

E-5 to E-9

II

W-1 to O-3

III

O-4 to O-6

IV

O-7 to O-10

V



	Date of Issue
	Enter the date of signature by the issuing officer.

	Signature of Issuing Officer
	Enter first name or initial, middle initial, last name, rate/rank, and branch of military service.  Signature must be in black or blue ink.


	5.D.5.3 Photograph (for manually prepared ID cards only)
	The size of the photo should be approximately 1 inch by 1 inch.  The portrait will have the member’s full face and consist of the largest image that will include the member’s head and information on a title board before a neutral background.  The portrait can be black and white or color.  The member will be uncovered.  An information board is required for members on active duty who are issued a manually prepared ID card.  The information board will contain the following information about the member, each on a separate line below each other.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Last name

 SYMBOL 183 \f "Symbol" \s 10 \h 
First name and middle initial

 SYMBOL 183 \f "Symbol" \s 10 \h 
Social security number


	5.D.5.4 Lamination
	Use only polyester, polyethylene coated plastic film, preferably .010 mil. in thickness and thermoplastic laminating equipment.


5.D.6 Reporting Change in Mailing Address

	5.D.6.1 Introduction
	A member’s mailing address is shown on their LES. This address should be the member’s home address and not the unit address.  The member’s mailing address is used for several purposes, including mailing IRS Form W‑2 annually for all personnel.


	5.D.6.2 Reference
	(a) Direct Access Guide, Changing Mailing Address (Self Service for Members)


	5.D.6.3 Members without access to Direct Access
	If you do not have access to Direct Access, contact your servicing SPO for instructions.


	5.D.6.4 Members with access to Direct Access
	Follow the instructions in Reference (a).
http://www.uscg.mil/ppc/ps/self_service/members/change_home_or_mailing_address.htm 


5.D.7 Employment Verification

	5.D.7.1 Introduction
	Requests for employment verification from outside the Coast Guard should be completed at the unit if they have the information requested; if not, forward to the SPO.  All requestors should be informed that active duty employment verification information is available free of charge on-line at https://www.dmdc.osd.mil/appj/scra/scraHome.do.   


	5.D.7.2 Reference
	(a) The Coast Guard Freedom of Information (FOIA) and Privacy Acts Manual, COMDTINST M5260.3.
(b) Military Personnel Data Records (PDR) System, COMDTINST M1080.10(series), 


	5.D.7.3 Procedure
	All requests for employment verification will be completed as follows:


	IF the information is
	THEN

	Not Privacy Act sensitive,
	complete the request.

	Privacy Act sensitive,
	complete the request, attach a signed statement by the member authorizing release of the information and make 
the appropriate entry on the 
Disclosure Log. See reference (b).


5.D.8 E-Resume

	5.D.8.1 Introduction
	The E-Resume is necessary to provide up-to-date information to personnel assignment officers regarding an active duty or Reserve Component member’s personal status and assignment preferences. 


	5.D.8.2 References
	(a) Military Assignments and Authorizations, COMDTINST M1000.8
(b) Direct Access Guide, E-Resume (http://www.uscg.mil/ppc/ps)


	5.D.8.3 Submission of the E-Resume
	The E-Resume must be submitted by active duty personnel as follows:

· To request a specific duty assignment.

· To request a tour extension at current PDS.

· To request mutual or unilateral transfer.

· 6 to 9 months prior to a member’s discharge or RELAD date.

· During the “Engage” phase of the assignment process, for members who will be tour complete in the upcoming assignment year.

The E-Resume must be submitted by reserve personnel as follows:

· To request transfer to a new unit.  The E-Resume shall be submitted to CGPSC (rpm-2) via the Reservist’s unit. 


5.D.9 Assignment/Termination of Government Quarters

	5.D.9.1 Introduction
	When a member moves into or out of government quarters, it normally results in a change in BAH entitlements. This job aid will assist the housing officer and unit in notifying the SPO to avoid over/under payments.


	5.D.9.2 References
	(a) CG Housing Manual, COMDTINST M11101.13(series)
Section 6-E, Assignment to Public Quarters and Rental Housing

Section 6-F, Termination of Assignment:  Public Quarters and Rental Housing


	5.D.9.3 The need for prompt SPO notification
	Timely input of pay transactions is critical. This is especially true when a pay transaction has a large dollar impact on the member, such as a transaction connected with government quarters occupancy or termination. 

· Providing timely notification (within 24 hours) of a change to a member’s housing status will enable the SPO to input the required Direct Access/JUMPS transactions and ensure the member receives the correct amount of pay. 

· Expedited SPO notification does not preclude the need for the member to complete a BAH/Housing Worksheet (CG-2025) and forward to the SPO, via the unit. However, in accordance with section 1.2.5 of this manual, the SPO may utilize other sources of information, such as an email from the local housing officer, to initiate pay transactions in advance of receiving the hard-copy worksheet from the member.


	5.D.9.4 Advance notification will avoid incorrect payments
	Members anticipating assignment to government quarters may submit a special request to the SPO to have the BAH stopped ahead of time to avoid being overpaid.

A member desiring to live on the economy must request permission from their commanding officer to be eligible for BAH entitlements. 


	5.D.9.5 Notifying the SPO
	SPOs, housing offices and unit administrative staffs must work together to develop local procedures for timely SPO notification.

Follow the process, on the next page, upon notification that a member has been assigned or terminated quarters:


Continued on next page

5.D.9 Assignment/Termination of Government Quarters, Continued

	5.D.9.5 Notifying the SPO (continued)


	Step
	Action

	1


	The Housing Office, on the date of assignment, (and not later than 24 hours after date of assignment), notifies the servicing SPO of the assignment via E-mail.

· Provide copy of notification to Area Housing Officer.

· Provide copy of notification to member’s unit (admin/personnel officer). Unit will provide the member with a CG-2025, BAH/Housing Worksheet to complete.

	
	Ensure notification includes:

· Member’s name

· Member’s Rate/Rank

· Member’s Employee ID Number

· Member’s Unit

· Date of assignment/termination

· Exact BAH code description (e.g. With Dep - member assigned CG Leased Quarters)

· Indicate if spouse is in service

· Indicate type of quarters

· If inadequate quarters indicate the rental fee

· Address (if this is a notification of assignment to gov’t qtrs)

	2
	Upon receipt of the notification, the SPO will acknowledge receipt of the assignment via return e-mail to the housing office within 24 hours and submit the appropriate Direct Access transaction for correct BAH entitlement and request additional information (normally provided on CG-2025, BAH/Housing Worksheet) from the unit.

	3
	Member will complete a CG-2025, BAH/Housing Worksheet and forward to the SPO, via the unit.

	4
	SPO will update member’s mailing address in DA upon within 3-working days of receipt of the CG-2025, BAH/Housing Worksheet.


	BAH Verification Report
	The Housing Office will run the BAH Verification Report contained in the Housing Management Information System (HMIS) every two weeks.  The Housing Office will review all discrepancies and correct HMIS data entry errors within 3-5 days of running the BAH Verification Report.  Upon completion, the housing office will notify the SPO via e-mail of any remaining discrepancies involving incorrect BAH codes.


5.D.10 Permissive Travel Authorization

	5.D.10.1 Introduction
	A Permissive travel authorization must be prepared in Basic Coast Guard Memo format. Use of the CG-2519, CG-4251, CG-5131, or authenticated message is not authorized.


	5.D.10.2 Reference
	(a) Military Assignments and Authorized Absences, COMDTINST M1000.8


	5.D.10.3 Preparing a Permissive Travel Authorization
	A Permissive travel authorization must contain the following:

· Reason for the travel authorization

· Location and inclusive date the member will be absent

· This non-cost statement from reference (a):
“This authorization is issued with the understanding that you will not be entitled to reimbursement for mileage or expense in connection therewith.  In case you do not desire to bear this expense, consider this authorization cancelled.”

· The member’s signature acknowledging understanding of the non-cost statement


	5.D.10.4 Distribution
	The unit must give the original travel authorization to the member.  Upon return, the member must endorse the travel authorization with the time/date of departure and return.  After return and endorsement by member, the original travel authorization must be forwarded to the SPO to complete personnel transactions to credit/debit subsistence entitlements.


	5.D.10.5 Carry LES Copies for House Hunting
	Members performing permissive travel for house hunting in the vicinity of their new permanent duty station should consider taking several certified copies of their latest LES.


5.D.11 Corrections/Changes of Names, SSN, Date of Birth, or Minority Designator

	5.D.11.1 Introduction
	Changes in official Coast Guard records must be made only after an administrative examination has been made of the documentation presented.  Name changes must be made in accordance with the member’s applicable state law.


	5.D.11.2 Reference
	(a) Military Personnel Data Records (PDR) System, COMDTINST M1080.10(series)


	5.D.11.3 Policy
	· Commands have the authority to approve changes to Names, SSN, Date of Birth and Minority Designator.

· PPC will run a weekly query for changes to:  Names, SSN, DOB and Minority Designators.  This query will be forwarded to CGPSC (psd-mr) for review.


	5.D.11.4 Change of  name or correction of date of birth
	The member will report/request a name change or a request for correction of date of birth to his/her unit.  The report or request must be supported by whichever of the following documents is applicable:

· Copy of court order authorizing name change.

· Copy of marriage certificate.

· Copy of final divorce decree containing provisions for restoration of maiden name.

· Naturalization certificate authorizing name change

If the member’s request is to correct an earlier entry that is erroneous (such as a mis-numbered SSN or DOB), then the member must provide proof that the earlier entry is incorrect, such as with a birth certificate or social security card.

Upon command authorization the approval will be forwarded to the servicing SPO for Direct Access input.
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	5.D.11.5 Effective date of name change
	Changes in name are effective on the date of command approval.

· If the request is approved, the command will forward a copy of the authorization to the servicing SPO.  The SPO will enter changes into Direct Access and make pen & ink changes to the member’s PDR and other official documents.


	5.D.11.6 Change of SSN
	The member will submit a request for a change/correction to an SSN to his/her unit.  A Photostat copy of the social security card must accompany the request.

A change of the social security number in the official records will be made only when authorized by the member’s command.  

· If the request is approved, the command will forward a copy of the authorization to the servicing SPO.  The SPO will enter changes into Direct Access and make pen & ink changes to the member’s PDR and other official documents.


	5.D.11.7 Change to Minority Designator
	To change a minority designator, members can input the change in Direct Access (DA) via Self Service (Self Service > Employee > Tasks> Diversity Update) or complete an Ethnicity and Race Self-Reporting Worksheet (CG-5200) and forward to the SPO for entry in DA (Administer Workforce > Administer Workforce (GBL) > Use > Personal Data).


5.D.12 TRICARE Selected Reserve Dental Program

	5.D.12.1 Introduction
	The TRICARE Selected Reserve Dental Program (TSRDP) is an optional government sponsored insurance plan for eligible reserve members.  Family members are not eligible.  Enrollment in the plan is not automatic, but requires positive enrollment between the reserve member and the contractor.

This program will be administered by the TRICARE Support Office with dental care provided through a civilian contractor, Humana Military Health Care Services, INC

Selected Reserve members who wish to enroll may call the contractor at 1‑800-211-3614.


	5.D.12.2 TSRDP Premiums
	There is only one premium rate and it is for selected reserve members only.


	5.D.12.3 Enrollment Requirements
	Enrollment into TSRDP is voluntary and is subject to the reserve member being enrolled in DEERS.  The reserve must remain enrolled into TSRDP for a minimum of twelve months or be subject to a lockout period of twelve months.  The only exception to the twelve-month requirement is if the selected reserve member is called to active duty for greater than 30 days.  The twelve-month minimum will not start over for members called to active duty.

Note:  The contractor will handle all enrollments (no action is necessary by the SPO).  The contractor will collect 4 months of premiums at the time of enrollment.  The advance premiums provide a cushion to be used during the period of enrollment due to the lag time involved with collecting enrollee premiums.


	5.D.12.4 Disenrollment requirement
	The reserve member may disenroll from TSRDP only after being enrolled for a period of twelve months.  After the initial twelve month lock-in period or if enrollee is called to active duty, any unused premiums will be returned to the enrollee upon disenrollment.

Note:  Disenrollments are between the reserve member and the contractor.


Continued on next page

5.D.12 TRICARE Selected Reserve Dental Program, Continued

	5.D.12.5 Collection of premiums
	The following rules apply:

· The monthly deduction for TSRDP will be withheld from the reserve member’s pay if the reserve member receives pay during the month.

· If the reserve member did not receive sufficient pay during the month, the contractor will collect the premium directly from the reserve member.

Note:  Failure to make monthly renewal premium payments after being billed by the contractor for months when the reserve member did not receive pay will result in the reservists being disenrolled from the TSRDP and subject to a lock-out period of twelve months.


	5.D.12.6 Termination of TSRDP
	TSRDP is terminated on the last day of the month in which the SELRES member is discharged, transferred to the Individual Ready Reserve (IRR), Standby Reserve, Retired Reserve, or SELRES ordered to active duty for a period of more than 30 days.


	5.D.12.7 Effective date of coverage
	Coverage usually begins on the first day of the following month of initial enrollment.


5.D.13 Issuance of Official Passport and Visas
	5.D.13.1 Introduction
	This section provides references for issuance or termination of official passports and visas. International Affairs, Commandant (CG-DCO-I) will obtain “NO-FEE” OFFICIAL and DIPLOMATIC PASSPORTS for civilian and military members of the United States Coast Guard, as well as military dependents, performing foreign travel on OFFICIAL GOVERNMENT BUSINESS.  Visas are obtained as per the requirements of the specific county and the Department of Defense Foreign Clearance Guide.


	5.D.13.2 Reference
	The following directives provide information about foreign travel, official passports and visas.

(a) Passports and Visas, COMDTINST 4650.10 (series)
(b) Military Assignments and Authorized Absences, COMDTINST M1000.8 (series)
(c) Foreign Travel, Passports and VISAS, COMDTINST 5000.5 (series) 


	5.D.13.3 Policy
	See reference (a), paragraph 5, for the policy on issuance of official passports.


	5.D.13.4 Passport / Visa issuance procedure
	See reference (a), paragraph 7, and the applicable checklist (No-Fee Official Passport Application Checklist, reference (a), enclosure (1) or Official Visa Application Checklist, reference (a), enclosure (2)) for passport and visa application procedures. Updated information, forms, detailed instructions, and illustrative examples are maintained on the CGPortal: https://collab.uscg.mil/lotus/myquickr/foreign-travel/official-and-diplomatic-passports.
Official Passport Acceptance Agents (OPAAs) are available at servicing PSSUs and certain units to assist with and verify passport applications. 
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