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Administrative Remarks Overview
	Introduction
	This enclosure will guide you through the process of drafting Administrative Remarks (CG-3307).


	Reference
	The Pg-7 Instruction (COMDTINST 1000.14(series)) establishes policy and standards for preparation and submission of Administrative Remarks (CG‑3307) entries and applies to all personnel involved in this process.
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Preparation and Distribution of CG-3307

	Preparation
	Complete Administrative Remarks (CG-3307) as follows:


	Block
	Entry

	Text Area
	Text of entry per the examples in this enclosure. Include

1. Entry Type: 

2. Reference: 

3. Responsible Level: 

4. Entry:

5. Signature (Note: If the example in this enclosure shows “Commanding Officer” in the signature, then the member’s commanding officer (or “Acting” CO) should sign the entry. If the example shows “By direction” or a title, such as “Personnel Officer”, then the entry may be signed by someone other than the member’s commanding officer.
6. Member’s Acknowledgement (if required). (Note: If a member is not available for signature, so state, and include the reason(s). If a member refuses to acknowledge an entry, refer the matter to the member’s commanding officer. Commanding Officer’s may seek additional guidance from legal advisors or COMDT (CG-1221) if needed.

	1
	Member’s permanent unit.

	2
	Name of unit preparing form, may be left blank if same as item #1.

Note: If a unit other than the member’s current permanent duty station is preparing the CG-3307 entry, that unit name MUST also appear beneath the typed signature block 

	3
	Member’s name in Last, First, Middle Initial format.

	4
	Member’s Employee ID Number.

	5
	Officer’s Grade (ENS, LTJG, etc.) or Enlisted member’s Rate (SN, BM2, MKC, etc.)

	6
	Leave blank


	Distribution
	The CG-3307 must be prepared in original and one copy as follows:

1. The original is filed in the SPO PDR, and the copy is mailed to Commander, Personnel Service Center (psd-mr) for electronic imaging into the IPDR.

Note: If sending photocopies to CGPSC, ensure the original document is signed before copying. Alternatively, original signatures may appear on both the original and copy.


Continued on next page

Preparation and Distribution of CG-3307, Continued

	Distribution (cont’d)
	2. There are two exceptions to the distribution of CG-3307’s:

a. For evaluations not completed in Direct Access - An additional copy of the CG-3307 to document counseling related to enlisted evaluations must be placed inside the original Enlisted Performance Evaluation Form (CG-3788 (series)) and forwarded to PPC (adv).

b. Original CG-3307’s remaining at time of separation/reenlistment must be attached to either the original Discharge and Reenlistment Contract or DD-214 as directed in PDR Manual.


CG-3307's for Accession (ACC)

	ACC-02 DEP Discharge into USCG

	ACC-03 Drug-Free

	ACC-04 Pre-Training Physical

	ACC-05 Missing Social Security Card

	ACC-06 Resident Alien 

	ACC-07 Not a US citizen

	ACC-08 Color Vision

	ACC-09 E-3 without a designator

	ACC-10 May be eligible for advancement to pay grade E-4

	ACC-11 Withholding information is punishable under the UCMJ

	ACC-12 Reserve over 40

	ACC-13 Reserve Swim Test

	ACC-14 Reserve Swim Test Member Not Attending Accession Training

	ACC-15 Reserve Direct Deposit Member Not Attend Accession Training

	ACC-16 Spouse on Active duty

	ACC-17 Scholar Program Service Dates

	ACC-18 Scholar Program Leave


CG 3307’s for Advancement and Reduction (AR)

	
	


	AR-01 Reduction in Rate

	AR-02 Obligated Service for Advancement to E-7 E-8 E-9

	AR-03 Reduction in Rate Oberservation Period Complete

	AR-04 Withdrawal of Advancement Recommendation

	AR-05 Voluntary Removal from CWO Eligibility List

	AR-06 Voluntary Removal from CWO Eligiblity List-Hardship

	AR-07 Voluntary Removal from ADV List


CG-3307's for Assignment and Transfer (AT)
	AT-01 Availability for Unrestricted Assignment

	AT-02 HUMS Transfer

	AT-03 Unsuitable for Special Duty

	AT-04 Suitablity for Icebreaker Duty

	AT-05 Member to Member OCONUS Re-assignment

	AT-06 Overseas Screening

	AT-10 Transfer to IRR


Selective Reserve (SELRES) Enlisted Bonus Programs (BON)

	
	


	BON-01 SELRES Reenlistment - Extension Bonus Unit

	BON-02 SELRES Enlistment Bonus - Recruiting Office

	BON-03 SELRES Enlistment Bonus - Unit

	BON-04 SELRES Affiliation Bonus - Unit

	BON-05 SELRES Bonus Absence due to recall

	BON-06 SELRES Bonus Authorized a period of non-availability

	BON-07 SELRES Bonus with A School Requirement


CG-3307's for Performance and Discipline (PD)
	PD-01 Overweight-Reccomend Discharge_Sep_IRR

	PD-01A Weight Probation Period Abeyance 30 Days

	PD-01B Weight Probation Period Abeyance 6 months

	PD-02 Weight Probation

	PD-03 Weight Probation Complete_Met Weight Standards

	PD-04 Weight Probation Complete_Not Met Weight Standards

	PD-05 Missed Vessel Movement

	PD-06 General_Positive

	PD-07 General_Negative

	PD-08 UCMJ Code of Conduct Acknowledgement

	PD-09 Obligation to Provide Continuous and Adequate Support of Dependents

	PD-10 Failure to Pay Depts

	PD-10A Counseled Government Travel Charge Card Payment 61 Days Late

	PD-10B Counseled Government Travel Charge Card Misuse

	PD-11 Unsat Conduct of Personal Affairs and Support of Dependents

	PD-12 Counseling for Inappropriate Relationships

	PD-13 Alcohol Incident

	PD-14 Involved in an Alcohol Incident

	PD-15 Involved in an Alcohol-Related Situation

	PD-16 Completion of Afer Care_Alcohol Dependent

	PD-16 Completion of After Care_Alcohol Abusive

	PD-16 Completion of After Care_Self-Referral

	PD-17 Alcohol Abusive or Alcohol-Drug Dependent

	PD-18 Begin 90 Day Aftercare Program

	PD-19 Begin 12 Month Aftercare Program

	PD-20 Alcohol-Drug Screening and Determination

	PD-21 Counseling for Placement on Performance Probation

	PD-22 Awarded General Discharge

	PD-23A Qualified Permanent Cutterman

	PD-23B Failed to Maintain Cutterman Qualification

	PD-24 OOD_Inport

	PD-24 OOD_Underway

	PD-25 EOIT Certified

	PD-26 Completed PQS or qualified certified as (specify watchstation)

	PD-27 Restraining Order_Military Protective Order

	PD-28 Conviction for Domestic Violence


 CG-3307’s for Reserve Incapacitation Benefits (RIB)

	RIB-01 Notice of Eligibility

	RIB-02 Medical Hold Orders

	RIB-03 Active Duty for Health Care Orders


CG-3307’s for Reserve Personnel Management (RPM)
	RPM-01 Counseled for failure to report for scheduled IDT

	RPM-02 Counseled for failure to report for scheduled ADT

	RPM-03 Counseled for failure to notify change in address

	RPM-04 Counseled for failure to complete the Annual Screening Questionnaire

	RPM-05 Counseled for failure to complete annual dental or medical exam


CG-3307's for Separation (SEP)
	SEP-01 Agree to withholding of final pay on sep date

	SEP-02 Rights upon separation

	SEP-03 Types of discharge certificates

	SEP-04 Reenlistment interview

	SEP-06 Counseled regarding the loss of entitlement to file for U.S citizenship

	SEP-07 Reenlistment interview conducted not recommended for reenlistment

	SEP-08 Discharged from active duty without immediate reenlistment

	SEP-09 Discharge - Immediate Reenlistment

	SEP-10 Released from active duty and transferred to the reserve to complete MSO

	SEP-11 Retired from active duty

	SEP-12 Must Reenlist within 3 months of sep

	SEP-13 Waiver of med treatment desire to sep on EAOS

	SEP-14 Desire to be discharged without further hearing and without disability

	SEP-15 Discharge from USCGR inactive duty and immediate reenlistment.

	SEP-16 Discharge from USCGR inactive duty without immediate reenlistment

	SEP-17 Counseled upon assignment to the IRR

	SEP-18 Retire in lieu of discharge due to High Year Tenure

	SEP-19 High Year Tenure E3 and E4 Professional Growth Point Counseling

	SEP-20 High Year Tenure E2 Professional Growth Point Counseling

	SEP-21 Acknowledgement of Separation Pay and  Recoupment from Retired PayP

	SEP-22 Agreement of obligation for transfer of Post 9-11 GI Bill

	SEP-24 Montgomery GI Bill Pre-Separation Counseling


CG-3307's for Selective Reenlistment Bonus (SRB)
	SRB-01 Counseled on SRB member near EAOS

	SRB-02 Counseled on SRB member near 6 or 10 year AD anniversary

	SRB-03 Counseled on SRB member entering into an extension

	SRB-04 Counseled on SRB payments for new rating
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