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MEMORANDUM

	From:
	ENTER Unit and Servicing SPO
	Reply to
Attn of:
	ENTER UNIT POC



	To:
	Distribution

	Thru:
	

	Subj:
	MEMORANDUM Of Understanding FOR UNIT TO MAINTAIN MEMBER LEAVE and COMPETENCY DATA


	Ref:
	(a) Personnel and Pay Procedures Manual, PPCINST M1000.2 (series)


1.
To allow field units to maintain member leave, competency, and other non-payroll related personnel data, using the Direct-Access, these parties have entered into an agreement on the following items:

(a) SYSTEMS ACCESS:  (Enter Name of Unit) will complete a user access form (CG‑7421B) for each person that will be authorized CG Field Admin access, to Direct Access applications, in order to provide personnel support for members assigned to the following units:


List Units
Access forms must be delivered to SPO Chief for expedited processing through PPC.

(b) RESOURCES:  No additional YN resources will be provided to Name of Unit. 

(c) RESPONSIBILITIES:  Data input responsibilities will shift from (SPO)  to (Unit) .   (Unit) will be responsible for entering leave requests and all member competency information (Education, Qualification Codes and Training, collectively know as “Competencies”), with the exception of honors and awards, for those units listed above, on the effective date of this agreement.  (Unit) must incorporate internal controls to safeguard data input integrity.  Failure to establish internal controls may result in your access being terminated.

(d) SUPPORT:  (SPO) will provide training, as requested, on data input requirements and software navigation.  

(e) EFFECTIVE DATE:  This agreement is entered into effective (date)  and will remain in effect for a period not to exceed two years from the effective date or until terminated by both parties, whichever occurs first.


(f) Agreed to by (Signatures Below):

	FIRST LAST NAME RANK, USCG
Title:     
       (CO, XO, or SPO Chief only) 
	FIRST LAST NAME RANK, USCG
Executive Officer, Unit



#

	Enclosures:
	List of CG form 7421B (Direct-Access Form) For Each Unit Member Who Is To Be Authorized Access

	

	Dist:
	Original SPO General Files

Copy Unit General Files
Copy Fax to PPC (PS&R) with User Access Forms (fax to the number on the form)

	

	Copy:
	COMDT (DCMS-81), YN Rating Force Manager


� EMBED Word.Picture.8  ���








PAGE  
2

[image: image2.wmf]_1106610537.doc
[image: image1.png]U.S. Department of
Homeland Security

United States
Coast Guard








