
https://www.uscg.mil/ppc/alspo   Issue 12/2016 December 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

1 

Contents 
2017 Payroll Processing Schedule (Correction) ....................................................................................... 2 

2017 Basic Allowance for Housing (BAH) Rates Posted ......................................................................... 3 

Update to Reserve Policy Manual, COMDTINST M1001.28 (SERIES) ................................................. 3 

2017 Food Service Meal Rates ................................................................................................................. 4 

November 2016 Servicewide Exam Advancement Eligibility List Released ........................................... 4 

January 2017 Enlisted Personnel Advancement Announcement .............................................................. 4 

Final Manic Monday Mayhem of 2016 - December 19 at 1300 Central .................................................. 5 

Overseas Housing Allowance Utility / Recurring Maintenance Allowance ............................................. 5 

Known Issue - Entitlement Stop Dates on Same Day PCS Transfers from Ship to Shore ....................... 7 

2017 Social Security Contribution Wage Base and Medicare Tax Rates ................................................. 7 

Procedures for Basic Allowance for Subsistence (BAS) Type II payments ............................................. 8 

Selective Reenlistment Bonus Knowledge Guide and Checklist .............................................................. 9 

November 2016 Government Travel Charge Card Newsletter ................................................................. 9 

October 2016 Reserve Servicewide Exam Advancement Eligibility List Released ............................... 10 

CGHR: On the Radar Screen December 2016 ........................................................................................ 10 

2017 Thrift Savings Plan Limits and Rates ............................................................................................ 11 

Direct Access User Guides Updates for December 2016 ....................................................................... 12 

May 2016 Servicewide Exam Revised Cutoffs Announced ................................................................... 13 

Direct Access Award Codes Updated ..................................................................................................... 13 

Updating Dependent Data Member-Married-to-Member ....................................................................... 13 

Incomplete Waiver/Remission Applications Cause Delays and Frustration for Customers ................... 13 

 

About the PPC Customer Newsletter:  An authorized publication, the PPC Customer Newsletter is published under the direction of the U.S. 
Coast Guard Pay & Personnel Center. Views and opinions expressed are not necessarily those of the Department of Homeland Security or the 
U.S. Coast Guard. The PPC Customer Newsletter shall not be considered an authority for any official action and is non-record material. The PPC 
Customer Newsletter is published quarterly. Articles are solicited from all readers.  

How to submit an article: Articles for the PPC Customer Newsletter may be submitted by e-mail to the Procedures & Development branch e-
mail address "PPC-PF-PD". All items approved for publication will immediately be posted on our SPO news web page.  

Publication schedule: The PPC Customer Newsletter is published monthly. Articles received prior to the last working day of the month will be 
included in the current issue. 
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2017 Payroll Processing Schedule (Correction) 
The 2017 Coast Guard Active Duty and Reserve Payroll Processing Schedule is available in 
three different formats:  

• 2017 Pay Transaction Cutoff Dates (Calendar view)  
• 2017 Pay Transaction Cutoff Dates (Tabular view)  
• 2017 Pay Transaction Cutoff Dates (PDF/Print)  

The Payroll Processing Schedule has been corrected to reflect that the "SPO Data Approval 
Cutoff" date for the January 2017 End-Month Pay Period (1 February payment date) is 18 
January 2017 (was originally shown as 19 January).  

 

 

  

https://www.uscg.mil/ppc/alspo
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2017 Basic Allowance for Housing (BAH) Rates Posted 
The Defense Travel Management Office has updated the following information for 01 January 
2017:  

• 2017 Rates added to the BAH Calculator 
• BAH Reserve Component/Transit, BAH-Partial, and BAH-Differential (Non-Locality 

Rates)   

 

Update to Reserve Policy Manual, COMDTINST M1001.28 
(SERIES) 
ALCOAST 439/16 announces the promulgation of the new Reserve Policy Manual, 
COMDTINST M1001.2C . This is a major revision and should be reviewed in its entirety by 
members and commands. Major changes incorporated into this edition include:  

• Updated Electronic Based Distributed Learning (EBDL) Policy. New policy authorizes 
addition of new courses to the approved EBDL list via form CG-1001A, and authorizes 
payment for command directed EBDL meeting specified criteria.  

Note: See the Entering/Removing EBDL Courses  user guide for Direct Access 
procedures.  

The guide covers the following topics:  

o Entering Electronic Based Distributed Learning (EBDL) Courses 
o Removing Electronic Based Distributed Learning (EBDL) Courses 
o Verifying Payment of Electronic Based Distributed Learning Courses in DA 

• Assignment policy has been revised to allow more flexibility to alleviate various 
Reasonable Commuting Distance (RCD) issues. 

• Sexual Assault Response and Prevention Program (SAPR) policy now delegates limited 
Benefits Issuing Authority (BIA) to Office of Work-Life, Commandant (CG-111) for 
sexual assault restricted reports. 

• Medical policy has been updated to provide clarity to the field, and added policy for 
Medical Support Allowance Billets (MSABs). 

• Added Reserve High Year Tenure (HYT) policy. 
• Added Individual Augmentation Duty (IAD) Assignment policy for Reserve Captains 

and Commanders. 

  

https://www.uscg.mil/ppc/alspo
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https://www.uscg.mil/ppc/guides/GP/SPO/PersonProfile/EnteringRemovingEBDLcourses.pdf
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2017 Food Service Meal Rates 
ALCGFINANCE 048/16 announced that Food Service Meal Rates will not change with the new 
calendar year.  

Effective 01 JAN 2017, units shall continue to use the established meal rates and patron 
categories as follows:  

Meal CG Standard Meal Rate CG Full Meal Rate 
Breakfast 2.55 4.10 
Lunch 4.65 7.70 
Dinner 4.65 7.70 
Midnight rations/snacks 2.55 4.10 

 

November 2016 Servicewide Exam Advancement Eligibility 
List Released 
The Advancement Eligibility List from the November 2016 Servicewide Exam is available on 
the PPC (adv) CG Portal Page.  

The SWE Advancement Eligibility Lists do not include EMPLIDS, but please remind members 
not to publish the lists on internet or social media sites. The lists are not approved for Internet 
release. Dissemination in part or in whole is governed by The Coast Guard Freedom of 
Information (FOIA) and Privacy Acts Manual, COMDTINST M5260.3. 

 

January 2017 Enlisted Personnel Advancement 
Announcement 
ALCGENL message 199/16 lists enlisted advancements authorized on 1 January 2017. In 
addition to the message, a spreadsheet is available which also shows the member's unit:  

• EPAA0117.xls 

  

https://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGFINANCE/048-16_ALCGFINANCE.txt
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGFINANCE/048-16_ALCGFINANCE.txt
https://www.uscg.mil/ppc/adv.asp#Nov16
https://www.uscg.mil/ppc/adv.asp#Nov16
http://cglink.uscg.mil/PPCadv
https://www.uscg.mil/ppc/adv.asp#epaa
https://www.uscg.mil/ppc/adv.asp#epaa
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGENL/199-16_ALCGENL.txt
https://cg.portal.uscg.mil/units/ppc/Enlisted%20Personnel%20Advancement%20Announcements/EPAA0117.xlsx
https://cg.portal.uscg.mil/units/ppc/Enlisted%20Personnel%20Advancement%20Announcements/EPAA0117.xlsx
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Final Manic Monday Mayhem of 2016 - December 19 at 
1300 Central 
Season's Greetings Everyone!  

This has been an awesome year and we are quickly approaching the end of our Manic Monday 
Mayhem Series! Please join us this coming Monday, December 19 @ 1300 CST for our final 
virtual session of 2016. Remember, we are not ending our time with you, we are moving to 
Tuesdays beginning January 2017. I have attached the entire years schedule for you to share!  

The agenda will cover our year end review, preparing you for the blackout and providing best 
practices for a successful new year! Do not miss this special edition!  

https://dhsconnect.connectsolutions.com/manicmonday/  

Hope to see everyone online and don't forget to bring your shipmates!  

Many thanks for all you do!  

Respectfully,  

Karen S. Emmot 
Supervisor Training Specialist 
Procedures and Development 
Pay and Personnel Center 

 

Overseas Housing Allowance Utility / Recurring 
Maintenance Allowance 
Utility / Recurring Maintenance Allowance 

In calculating the amount of OHA, there is a utility / recurring maintenance allowance 
established for each OHA location. The utility / recurring maintenance allowance is established 
based on expenditures reported by members in an annual survey. 

The Utility / Recurring Maintenance Allowance paid to members without dependents is 
calculated as 75% of the Utility / Recurring Maintenance Allowance paid to members with 
dependents. 

The amount of the Utility / Recurring Maintenance Allowance paid as part of monthly OHA 
depends upon whether the member's monthly rent covers utility costs. 

https://www.uscg.mil/ppc/alspo
https://dhsconnect.connectsolutions.com/manicmonday/
https://dhsconnect.connectsolutions.com/manicmonday/
https://www.uscg.mil/ppc/training/2017Tuesdays/flyer.pdf
https://dhsconnect.connectsolutions.com/manicmonday/
https://www.uscg.mil/ppc/gp/Earnings/Overseas_Housing_Allowance.htm#Utility
https://www.uscg.mil/ppc/gp/Earnings/Overseas_Housing_Allowance.htm#Utility
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If the 
monthly 

rent 

Then Notes/Examples 

Does not 
include 
utilities 

Member will be 
entitled to the full 
Utility / Recurring 
Maintenance 
Allowance 

"NONE" is designated within "Utilities Included in Rent" OHA Housing Allowance Row. 
OHA with Dependents: 
- Member's Utility/Recurring Maintenance Allowance is $625.00 
- Member's ceiling based on rank from Appendix K (JTR) is $1908.00 
- Member's rent is $1850.00 
- Member has no sharers 
- No utilities are included in the rent 
Computation: 
- Member receives full amount of Utilities:$625.00 
- Members Ceiling is $1908.00 but rent is $1850.00, the rental entitlement is limited to the 
lesser amount. 
$625.00 utilities + $1850.00 rent = $2475.00 total OHA entitlement. 

Includes 
all 
utilities 

Member will not be 
entitled to the full 
Utility / Recurring 
Maintenance 
Allowance, but the 
Utility / Recurring 
Maintenance 
Allowance will be 
added to the rental 
ceiling when 
calculating OHA. 

"ALL" is designated within "Utilities Included in Rent" OHA Housing Allowance Row. 
OHA with Dependents: 
- Member's Utility/Recurring Maintenance Allowance is $600.00 
- Member's ceiling based on rank from Appendix K (JTR) is $1850.00 
- Member's rent is $1950.00 
- Member has no sharers 
- All utilities are included in the rent 
 
Computation: 
 
- Member's rent is $1950.00 but members ceiling is $1850.00. 
- Utilities are added to the rental ceiling when calculating OHA but the total cannot be more 
than the actual rent. 
- Member will receive Utility/Recurring Maintenance Allowance for $100.00 for the difference 
between the actual rent of $1950.00 and the rental ceiling $1850.00. 
- Member will receive up to the rental amount which in this example is $1950.00. 
- If rent in this example was $1850.00, member would receive the ceiling amount of 
$1850.00. 

Includes 
some 
utilities 

Member will be 
entitled to a 
percentage of the 
Utility / Recurring 
Maintenance 
Allowance based on 
the location's climate 
(cold, moderate, or 
hot).Â Â The amount 
of Utility / Recurring 
Maintenance 
Allowance not 
authorized will be 
added to the rental 
ceiling when 
calculating OHA. 

INCLUDES SOME UTILITIES 
"SOME" is designated within "Utilities Included in Rent" OHA Housing Allowance Row. 
For foreign countries, the Housing Officer will decide the points and percentages based on the 
Lease or Mortgage agreement. Below is the scale used by the Housing Officer: 
Utility/Recurring Maintenance 
Points Percentage 
0 0 
1-2 25 
3-4 65 
5-9 100 
OHA with Dependents 
- Member's Utility/Recurring Maintenance Allowance is $669.00 
- Member's ceiling based on rank from Appendix K (JTR) is $2,222.00 
- Members rent is $2200.00 
- Member has no sharers 
- Using the above scale, Climate Code 3 is 65% of Utility/Recurring Maintenance 
Allowance 
 
Computation: 
 
- Members rent is $2200.00, which is below the ceiling amount of $2,222.00. 
- Member would receive the lesser amount for rent plus 65% of the Utility/Recurring 
Maintenance Allowance, $669.00 x 65% = $434.85. 
$2200.00 + $434.85 = $2634.85 total OHA entitlement. 

 
  

https://www.uscg.mil/ppc/alspo
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Known Issue - Entitlement Stop Dates on Same Day PCS 
Transfers from Ship to Shore 
Impacts CG Standard Meal Rate (CGSMR), Career Sea Pay, and Career Sea Pay Premium - 
Added a new Known Issue for members departing sea duty and reporting to shore duty on the 
same date (Same day PCS):  

Scenario: Mbr PCS departed CGC DEPENDABLE (sea duty) effective 09/26/2016 and PCS 
reported to CG LANTAREA (shore duty) on the same effective date 09/26/2016. Direct Access 
erroneously debited CSEAPAY and CSPP for PCS departure date 09/26/2016; however, the 
MBR is entitled to CSEAPAY and CSPP on the day of PCS departure. Direct Access also failed 
to credit CGSMR for PCS departure date 09/26/2016; as CGSMR is supposed to stop the day 
prior to PCS departure.  

Workaround 

When a member executes PCS departure from a Career Sea Pay eligible unit and PCS reports to 
another unit on the same date, verify Pay Calculation Results to see if CSEAPAY / CSPP paid to 
include the PCS departure date; and if not paid, submit a PPC Customer Care ticket to request a 
One Time Positive Input (OTPI) be manually submitted for CSEAPAY / CSPP for PCS 
departure date.  

When a member executes PCS departure while CGSMR is running and PCS reports to another 
unit on the same date, verify Pay Calculation Results to see if CGSMR is credited for the PCS 
departure date; and if not credited, submit for Refunding Missed Meals (RMM). 

 

2017 Social Security Contribution Wage Base and Medicare 
Tax Rates 
For 2017, the wage base for withholding social security (old age, survivors, and disability 
insurance) is $127,200. There is no wage base limit for Medicare (hospital insurance). For social 
security, the tax rate is 6.2% each for employers and employees. For Medicare, the rate is 1.45% 
each for employers and employees. Also, as of January 2013, individuals with earned income of 
more than $200,000 ($250,000 for married couples filing jointly) pay an additional 0.9 percent in 
Medicare taxes. 

  

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/ppc/guides/gp/spo/PCS/PCS%20Entitlements%20Auto%20Start-Stop.pdf
https://www.uscg.mil/ppc/guides/gp/spo/PCS/PCS%20Entitlements%20Auto%20Start-Stop.pdf
https://www.ssa.gov/oact/cola/cbb.html
https://www.ssa.gov/oact/cola/cbb.html
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Basic Allowance for Subsistence (BAS) Type II payments 
BAS-II is a monthly rate equal to twice the ENL BAS rate.  

BAS-II is payable to enlisted members permanently assigned to single-type Government quarters 
(barracks or shipboard quarters) at a unit where messing is normally provided and:  

1. The messing facility is closed for 14 or more days;  
2. Contracted messing is unavailable;  
3. In-room cooking facilities are unavailable; and  
4. Commandant (CG-1332) authorizes payment.  

BAS-II shall terminate when a member is:  

1. In a non-pay status; or  
2. In military confinement (pre-trial or post-trial).  

BAS-II shall stop, and the member shall instead be paid ENL BAS, when the member is 
transferred on permanent change of station orders, on temporary duty, hospitalized, on leave or 
other authorized absence, or in a missing status.  

Enlisted BAS Type II SPO Procedure: 

1. To start BAS Type II, submit a PPC Customer Care ticket with the authorization from 
CG-1332 and include the member's name, EMPLID, and start date within the ticket 
description.  

2. To stop BAS Type II, submit a PPC Customer Care ticket with the authorization from 
CG-1332 and include the member's name, EMPLID, and stop date within the ticket 
description.  

Note: Other pay items (i.e. CGSMR) that may be prescribed on the authorization from CG-1332 
should be submitted by the SPO via normal procedures.  

Enlisted BAS Type II PPC Procedure: 

1. PPC-MAS will review Leave and assignment (TDY) history for the authorized period. 
BAS Type II is not authorized for any days on Leave or TDY.  

2. PPC-MAS will submit OTPI transactions for BAS (DELTA BAS if retro) and include 
comments in the Notepad for each separate pay calendar for the authorized period. This 
will create a concurrent BAS payment, which will equate to twice the ENL BAS rate. 
3.PPC-MAS will stop submitting OTPI transactions effective the stop date shown on the 
CG-1332 authorization; or, when prompted by the SPO (whichever is sooner).  

  

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/ppc/gp/Earnings/BASOverview.htm#BASTypeII
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Selective Reenlistment Bonus Knowledge Guide and 
Checklist 
The PPC Military Accounts Support Bonus Team (MAS-Bonus) has created a Knowledge Guide 
and a Checklist to assist in counseling members on Selective Reenlistment Bonuses (SRB) 
authorized in ALCOAST 157/16. The following SRBs are in effect:  

6 YR Zone A: $36K (Prorated at $500.00/MO): EM, ET, FS, GM, MK and OS  
4 YR Zone A: $20K (Prorated at $416.6667/MO): EM, ET, FS, GM, MK and OS  
6 YR Zone B*: $20K (Prorated at $277.7778/MO): EM, FS and OS.  
*Must be an E-5 or above IAW 1.B.4.b(4) of the Bonus Manual [CIM 7220.2].  
FSO Kicker (only for FS2 and above): $10K (6 YR prorated at $138.8889/MO and 4 YR 
prorated at $208.3333/MO).  

Refer to the SRB Knowledge Guide (December 2016)  for eligibility and computation 
guidance. Use the SRB Eligibility Checklist (December 2016)  to ensure all administrative 
requirements are met before submitting an SRB request to PPC.  

You must include the SRB Eligibility Checklist in the bonus payment request package sent via a 
PPC Customer Care Ticket, the bonus will not be processed until all documentation(including 
the checklist) is complete and delivered. 

 

November 2016 Government Travel Charge Card 
Newsletter 

The latest issue of the Government Travel Charge Card (CTCC) Newsletter  is available.  

In this issue:  

• TMC/Lodging Exceptions  
• Conference Lodging  
• No GTCC and Lodging  
• SmartPay III Timeline  
• Group Travel  
• Good to Know  
• PaymentNet Alerts  
• FAQs  
• Tax Exempt  
• In The Spotlight  

  

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/ppc/mas.asp#fy16bonusprograms
https://www.uscg.mil/ppc/mas.asp#fy16bonusprograms
https://www.uscg.mil/announcements/alcoast/157-16_ALCOAST.txt
https://www.uscg.mil/ppc/mas/SRBKnowledgeGuide.pdf
https://www.uscg.mil/ppc/mas/SRBEligibilityChecklist.pdf
https://www.uscg.mil/ppc/mas/SRBEligibilityChecklist.pdf
https://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/default_Travel_Manager.asp#Monthly_Newsletters
https://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/default_Travel_Manager.asp#Monthly_Newsletters
https://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/Newsletters/November_2016_GTCC_Newsletter.pdf
https://www.uscg.mil/ppc/mas/SRBKnowledgeGuide.pdf
https://www.uscg.mil/ppc/mas/SRBEligibilityChecklist.pdf
https://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/Newsletters/November_2016_GTCC_Newsletter.pdf
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October 2016 Reserve Servicewide Exam Advancement 
Eligibility List Released 
The Advancement Eligibility List from the October 2016 Reserve Servicewide Exam is available 
on the PPC (adv) CG Portal Page.  

Please note that if a rating does not appear on the list, it was either waived for this SWE cycle 
and now open for supplemental advancement message requests as per ALCGRSV 016/16, or it's 
a rating that did not have any eligible candidates. 

Member Profile Letters have been posted to member self service in DA. 

 

CGHR: On the Radar Screen December 2016 
Welcome to the latest issue of CGHR: On the Radar Screen. You can access the newsletter when 
(and how) it's convenient for you - from work, from home, your smartphone, or your tablet. 
CGHR is your calendar for upcoming training and professional development events, as well as 
time-sensitive news.  

You can read CGHR in its entirety by going to 
https://www.uscg.mil/hq/cg1/cghr/2016/12.6.16.asp.  

If you have trouble accessing any of the newsletter links from your Coast Guard workstation, 
forward this email so you can read CGHR at home (or share with your family).  

In this issue, you will find: 

• On the Horizon  
• Articles and Resources  
• Tips and Tricks  
• Coast Guard All Hands and Compass Blogs  
• Recent Messages  
• CG SUPRT  
• Infographic  

Earlier issues of CGHR can be accessed at http://www.uscg.mil/hq/cg1/cghr/default.asp.  

  

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/ppc/adv.asp#Oct16
https://www.uscg.mil/ppc/adv.asp#Oct16
http://cglink.uscg.mil/PPCadv
http://www.uscg.mil/announcements/alcgrsv/016-16_ALCGRSV.txt
https://www.uscg.mil/hq/cg1/cghr/2016/12.6.16.asp
https://www.uscg.mil/hq/cg1/cghr/2016/12.6.16.asp
https://www.uscg.mil/hq/cg1/cghr/
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2017 Thrift Savings Plan Limits and Rates 
The Federal Retirement Thrift Investment Board updated the Thrift Savings Plan limits and rates 
for 2017.  

• Loan interest rate for new loans is 2.375%. 
• Elective Deferral Limit (I.R.C. Section 402(g)): The elective deferral limit for 2016 

and 2017 is $18,000. See the Fact Sheet Annual Limit on Elective Deferrals  
document. 

• I.R.C. Section 415(c) Limit: The limit was $53,000 for 2016 and $54,000 for 2017. 
• Catch-Up Contributions: The limit on catch-up contributions for 2016 and 2017 is 

$6,000. If you are at least age 50 (or will become age 50 during the calendar year) and if 
you have made or will make the maximum amount of employee contributions for the 
calendar year (e.g. $18,000 for 2016 and 2017), you may also make catch-up 
contributions to your TSP account. See the Fact Sheet "Catch-Up Contributions 
document ." 

• Annuity interest rate index: 1.625% for annuities purchased in December 2016, and 
1.500% for annuities purchased in November 2016. 

Self-Service Thrift Savings Plan Contribution Procedures 

Coast Guard military personnel must use Direct Access (DA) Self-Service to start, stop, or 
change Thrift Savings Plan (TSP) contributions. When a participant has reached the annual TSP 
contribution limit, Direct Access will automatically stop contributions for the remainder of the 
calendar year. On 1 January of the following year, Direct Access will automatically restart 
contributions for the new calendar year.  

TSP contributions are delivered to TSP on the first business day of the month. It can be up to five 
business days before your contribution posts into your TSP account.  

Thrift Savings Plan Mailing Address: A new address type has been added to the system for 
TSP participants. All TSP participants must add a TSP mailing address to the system. The 
address must be added before you can enroll in the TSP, or if already participating, before you 
can change any contributions. The TSP mailing address may be the same as your home and/or 
mailing address. However, the address line (number and street for example) cannot exceed 25 
characters. Select the Home and Mailing Address link under Tasks in the Employee Pagelet to 
add your TSP mailing address.  

Per TSP regulations, all contribution elections, except for Catch-Up contributions, are entered as 
a percentage of the base pay, special pay, incentive pay or bonus. You cannot enter dollar 
amounts. Catch-Up contributions are entered in whole dollar amounts.  

User guides for Direct Access are available via the Pay and Personnel Center's Procedures and 
Development web page. 

https://www.uscg.mil/ppc/alspo
https://www.tsp.gov/whatsnew/Content/currentLimitsAndRates.html
https://www.tsp.gov/PDF/formspubs/oc91-13.pdf
https://www.tsp.gov/PDF/formspubs/oc03-03.pdf
https://www.tsp.gov/PDF/formspubs/oc03-03.pdf
https://www.uscg.mil/ppc/gp/SSmbr/ssmbraddresschange.htm#TSPaddress
https://www.uscg.mil/ppc/pd.asp#tabs-3
https://www.uscg.mil/ppc/pd.asp#tabs-3
https://www.tsp.gov/PDF/formspubs/oc91-13.pdf
https://www.tsp.gov/PDF/formspubs/oc03-03.pdf
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Direct Access User Guides Updates for December 2016 
The following Direct Access user guides were updated this month:  

• Guide for Electronic Based Distributed Learning (EBDL) Courses updated to reference 
the new edition of the Reserve Policy Manual, COMDTINST M1001.28C. 

• Guide for PCS Entitlements Auto Stops/Starts updated to reflect the following system 
issues:  
 
Career Sea Pay/Premium as well as CGSMR/RMM are failing to start/stop on the correct 
dates when a member reports to shore duty on the same day they are departing the 
eligible unit.  
 
Example 1: When a member executes PCS departure from a Career Sea Pay eligible unit 
and PCS reports to another unit on the same date, verify Pay Calculation Results to see if 
CSEAPAY / CSPP paid to include the PCS departure date; and if not paid, submit a PPC 
Customer Care ticket to request a One Time Positive Input (OTPI) be manually submitted 
for CSEAPAY / CSPP for PCS departure date.  (Also applies to Career Sea Time.) 
 
Example 2: When a member executes PCS departure while CGSMR is running and PCS 
reports to another unit on the same date, verify Pay Calculation Results to see if CGSMR 
is credited for the PCS departure date; and if not credited, submit a ticket to PPC for 
Refunding Missed Meals (RMM). 

• Guide for Reserve Rehire updated. 
• Starting Overseas Housing Allowance (OHA) 
• Starting CONUS COLA 
• Entering Officer Uniform Allowance 
• Updating Dependent Data 
• CG Dept Run 
• Guide for completing Direct Commission Officer accessions has been updated and split 

into two guides:  
1. HIRE - Direct Commission Officer (DCO) 
2. REHIRE - Direct Commission Officer (DCO) 

Additional user guidance, tools and resources can be found on the 
PPC Procedures and Development web site or the PPC Portal page 
by selecting the E-learning Training Library button.  

  

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/ppc/pd.asp
https://www.uscg.mil/ppc/pd.asp#tabs-2
https://www.uscg.mil/ppc/guides/GP/SPO/PersonProfile/EnteringRemovingEBDLcourses.pdf
https://www.uscg.mil/directives/cim/1000-1999/CIM_1001_28C.pdf
https://www.uscg.mil/ppc/guides/GP/SPO/PCS/PCS%20Entitlements%20Auto%20Start-Stop.pdf
https://www.uscg.mil/ppc/guides/GP/SPO/Accessions/REHIRE-RESERVE.pdf
https://www.uscg.mil/ppc/guides/GP/SPO/Earnings/Starting%20Overseas%20Housing%20Allowance%20(OHA).pdf
https://www.uscg.mil/ppc/guides/GP/SPO/Earnings/Starting%20CONUS%20COLA.pdf
https://www.uscg.mil/ppc/guides/GP/SPO/Earnings/Officer_Uniform_Allowance.pdf
https://www.uscg.mil/ppc/guides/GP/SPO/PersonalData/Dependent%20Information%20SPO%20User%20Guide.pdf
https://www.uscg.mil/ppc/guides/GP/SelfService/Command/CG%20Dept%20Run.pdf
https://www.uscg.mil/ppc/guides/GP/SPO/Accessions/HIRE%20-%20DCO.pdf
https://www.uscg.mil/ppc/guides/GP/SPO/Accessions/DCO%20REHIRE.pdf
https://www.uscg.mil/ppc/pd.asp#tabs-3
https://cg.portal.uscg.mil/units/ppc/SitePages/Home.aspx
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May 2016 Servicewide Exam Revised Cutoffs Announced 
ALCENL message 194/16 announces new cutoffs for participants of the May 2016 Servicewide 
Exam. 

The Advancement Eligibility List from the May 2016 Servicewide Exam is available on the PPC 
(adv) CG Portal Page. 

 
Direct Access Award Codes Updated 
Codes for the following DHS awards have been added to Direct Access:  

Code Description 
CGDHSVSA Volunteer Service (DHS Award for Volunteer Service) 
CGDHSUA Unit Award (DHS Unit Award) 
CGDHSVAL DHS Award for Valor 
CGDHSAES DHS Award for Exemplary Service 
CGDHSAEX DHS Award for Excellence 
CGDHSOAD DHS Award for Outstanding Achievement in Diversity Management 

 
Updating Dependent Data Member-Married-to-Member 
When adding a dependent spouse that is a Coast Guard active or reserve member, under the 
"Dependent Data" page, ensure you enter the "Spouse's" EMPLID under the "If Branch CG/CGR 
- Spouse EMPLID" field. IMPORTANT: Enter the dependent spouse's EMPLID, not the 
member's. We have updated our procedural guide to include this step.  

Why is this important? When the Assignment Officers (AO) are working on assignments, the 
spouse's EMPLID is linked to spouse's eResume data. If the field is left blank or the wrong 
EMPLID is entered, the AO has to go find the correct EMPLID. 

 
Incomplete Waiver/Remission Applications Cause Delays 
and Frustration for Customers 
PPC/CG-1332 cannot process incomplete or inaccurate waiver and remission application 
packages. All packages must be accurately filled out and signed, include all required 
documentation listed on the application, and be properly endorsed. Any inaccurate and 
incomplete application received will be returned without action. Members/commands needing 
assistance with the application process or obtaining documentation are encouraged to contact 
their assigned personnel administration staff or Servicing Personnel Office (SPO). 

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/announcements/alcgenl/194-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgenl/194-16_ALCGENL.txt
http://cglink.uscg.mil/PPCadv
https://www.uscg.mil/ppc/alspo/default.asp#acodes
http://www.uscg.mil/ppc/pd.asp#tabs-2
https://www.uscg.mil/ppc/guides/GP/SPO/PersonalData/Dependent%20Information%20SPO%20User%20Guide.pdf
https://www.uscg.mil/ppc/mas.asp#waiver
https://www.uscg.mil/ppc/mas.asp#waiver
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About the PPC Customer Newsletter:  An authorized publication, the PPC Customer 
Newsletter is published under the direction of the U.S. Coast Guard Pay & Personnel Center. 
Views and opinions expressed are not necessarily those of the Department of Homeland Security 
or the U.S. Coast Guard. The PPC Customer Newsletter shall not be considered an authority for 
any official action and is non-record material. The PPC Customer Newsletter is published 
quarterly. Articles are solicited from all readers.  

How to submit an article: Articles for the PPC Customer Newsletter may be submitted by e-
mail to the Procedures & Development branch e-mail address "PPC-PF-PD". All items approved 
for publication will immediately be posted on our SPO news web page.  

Publication schedule: The PPC Customer Newsletter is published monthly. Articles received 
prior to the last working day of the month will be included in the current issue. 
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November End-Month Payroll Processing Complete 
"Payslips" for the 1 December pay day are available in Direct Access. Report any discrepancies 
through the P&A Office (Admin) to the SPO. If SPOs cannot address or need assistance, the 
SPO will submit trouble ticket. Payslips can be accessed via the Self-Service "View" menu. 
Refer to this guide for an overview of the new payslip.  

Note: Please see this Frequently Asked Question (FAQ) entry if you have any difficulty opening 
your payslip or other files in Adobe Acrobat (PDF) file format from within Direct Access.  

The End-Month November pay date is 1 December 2016. Paydays are the 1st (end of month 
(EOM)) and the 15th (Mid-Month) of each month, or the business day preceding the 1st or the 
15th if either should fall on a federal holiday, Saturday or Sunday. Members should not set up 
automated payments or assume funds will be available prior to published paydays. Members 
should verify with their financial institutions as to the actual time funds are available to their 
account. See When is Payday? for more information.  

Payslips more than one year old to January 2015 can be accessed by following this guide. 
Payslips/LESs issued prior to January 2015 are not available. It is strongly recommended that 
you download/print your payslips every payday. 

 

Direct Access Outage Scheduled for 20 December to 03 January 
R 210827 NOV 16  
FM COMDT COGARD WASHINGTON DC//CG-1//  
TO ALCOAST  
UNCLAS //N05298//  
ALCOAST 411/16  
COMDTNOTE 5298  
SUBJ: ADVANCE PREPARATIONS FOR UPCOMING LIMITED AVAILABILITY TO 
DIRECT ACCESS  

1. This ALCOAST announces necessary preparations in advance of the scheduled period of 
limited availability to Direct Access required to support 2017 pay rate and other 
regulatory changes of the Coast Guard's Human Capital Management system, Direct 
Access.  

2. At 0001 EST, Friday, 20 Dec 2016, availability to Direct Access will be limited to only 
those users who will be performing tasks associated with 2017 payroll and regulatory 
changes, and will be reactivated at 0001 EST, Tuesday, 3 January 2017. This limited 
availability is necessary to avoid the submission of self service and SPO transactions that 
potentially conflict with the legislative pay and regulatory changes.  

https://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/alspo/default.asp#endmonth
https://portal.direct-access.us/psp/EPPRD/EMPLOYEE/HRMS/c/CG_HRMS_EXT_(GBL).CG_GP_SS_AD_PSLP.GBL?PORTALPARAM_PTCNAV=CG_GP_SS_AD_PSLP_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=USCG_SELF_SERVIVE_FOLDER_USE&EOPP.SCLabel=View&EOPP.SCFName=CGROLE_EMPLOYEEINQRE&EOPP.SCSecondary=true&EOPP.SCPTcname=PT_PTPP_SCFNAV_BASEPAGE_SCR&FolderPath=PORTAL_ROOT_OBJECT.CG_SELF_SERVICE.CG_ROLE_EMPLOYEE.CGROLE_EMPLOYEEINQRE.CG_GP_SS_AD_PSLP_GBL&IsFolder=false
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
http://www.uscg.mil/ppc/faqs.asp#pdf
http://www.uscg.mil/ppc/faqs.asp#payday
https://www.uscg.mil/ppc/guides/GP/SelfService/Member/Viewing%20Older%20Payslips.pdf
https://www.uscg.mil/announcements/alcoast/411-16_ALCOAST.txt
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3. This limited availability to Direct Access potentially impacts all Active Duty, Reserve 
members, and civilian supervisors of military members. During this time-frame, access to 
self-service in Direct Access for all users will be unavailable. This means no login 
access, including no ability to submit absence requests, processing of pay or 
separation transactions, and no processing of orders to include Reserve IDT, ADT, 
etc.  

4. Separate guidance for commands and SPOs will be provided in upcoming ALCGPSC 
message. Additionally, guidance pertaining to A and C school orders will be provided in 
an upcoming TQC training advisory. Commanders, Commanding Officers, Officers-in-
Charge, and Command CPOs should proactively advise all potentially impacted members 
of the need to complete any critical paperwork prior to 0001 EST, Friday, 20 Dec 
2016.  

5. RDML W. G. Kelly, Assistant Commandant for Human Resources, sends.  
6. Internet release is authorized.  

 

Annual Verifications Help Ensure Your Family Receives the 
Right Benefits 

Written by Karen Emmot, Pay and Personnel Center 

Hello from Coast Guard Pay and Personnel Center (PPC), "the best hometown in the Coast 
Guard". Our nation's heartland location in Topeka, the capitol of Kansas, is known for its history, 
beauty and great family atmosphere making it the perfect location to dedicate services to all 
Coast Guard members and their families. PPC's mission is to provide caring and responsive 
personnel and compensation services for all Coast Guard military members, retirees, annuitants 
and other customers in support of the Department of Homeland Security missions. Our vision 
aligns us to be the premier military pay and personnel resource, providing unsurpassed service to 
our nation's guardians.  

In keeping with our mission and vision, every October through November we require all 
members to self-validate through the annual verification process. With assistance from local 
Administrative and Servicing Personnel Offices (SPO), all documentation for entitlements and 
dependency statuses are reviewed to ensure accuracy.  

There are also many transactions that can be performed by members using the Direct Access 
system anytime for changes and updates to member records and payroll information. User 

guidance, tools and resources can be found on the PPC 
Procedures and Development website or the PPC Portal page 
by selecting the E-learning Training Library button. 

Regardless of your rate and rank, there are resources 
available to answer any question including those needed for 

https://www.uscg.mil/ppc/alspo
http://allhands.coastguard.dodlive.mil/2016/11/25/coast-guard-family-month-annual-verifications-help-ensure-your-family-receives-the-right-benefits/
http://allhands.coastguard.dodlive.mil/2016/11/25/coast-guard-family-month-annual-verifications-help-ensure-your-family-receives-the-right-benefits/
https://www.uscg.mil/ppc/default.asp
https://www.uscg.mil/ppc/default.asp
https://cg.portal.uscg.mil/units/ppc/SitePages/Home.aspx
https://www.uscg.mil/ppc/pd.asp
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Self-service, Command Users, ADMIN Personnel, SPO Personnel, Reservists, Retirees, and 
Auxiliarists. 

For quick procedural guidance, a user guide will be perfect; for a more detailed definition, try 
searching our Knowledge Base. Have a question and don’t know where to look, or need some 
personal training and not sure what is available, please contact us via email at PPC-PF-
PD@uscg.mil and we will be happy to assist you! 

Other resources that can be found through the PPC sites include the following departments: 

• Advancements, Evaluations, and Service Validation (ADV) 
• Customer Care Branch (CCB) 
• Military Account Services (MAS) 
• Procedures & Development (P&D) 
• Retiree Annuitant Services (RAS) 
• Separations Branch (SEP) 
• Travel Branch (TVL) 

PPC is passionately committed to providing the very best in customer service. We know what we 
do every day has a direct impact on so many lives and we take that seriously. As we celebrate the 
upcoming holidays and focus on family, please know our family is taking of yours 

 

Direct Access Member Information Report Now Runs for 
Separated Members 
The Member Info Report provides the user with the following information about a member. The 
report can be run for both current and, as of 28 November 2016, former members.  

1. Identification - Member name and employee ID number.  
2. Current Employment Information - Current position data, rate/rank and assignment 

officer code.  
3. Addresses - Home and mailing addresses.  
4. Phone Numbers - Telephone numbers entered by the member.  
5. E-Mail Addresses. E-Mail addresses entered by the member.  
6. Employee Information - Birth location, birth date, gender, marital status, and if married 

to another member, the collocation status.  
7. Ethnicity - The member's self-reporting of race and ethnic data.  
8. Security Clearance - The member's security clearance data.  
9. Career Summary - A chronological listing of job data changes resulting from changes in 

position (PCS and reorganization) or Job Code (advancements, promotions, rate changes, 
etc.)  

https://www.uscg.mil/ppc/alspo
mailto:PPC-PF-PD@uscg.mil
mailto:PPC-PF-PD@uscg.mil
https://www.uscg.mil/ppc/adv.asp
https://www.uscg.mil/ppc/ccb/
https://www.uscg.mil/ppc/mas.asp
https://www.uscg.mil/ppc/pd.asp
https://www.uscg.mil/ppc/ras/
https://www.uscg.mil/ppc/sep/
https://www.uscg.mil/ppc/tvl.asp
https://www.uscg.mil/ppc/gp/index.htm#Member_Info_Report.htm
https://www.uscg.mil/ppc/gp/index.htm#Member_Info_Report.htm
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10. Service Dates - A listing of critical dates used for pay calculation, service computation, 
retirement, advancement or promotion, etc.  

11. Reserve Unique data fields: 
o Annual Screening Questionnaire Date - Date of last ASQ submission.  
o AD Base Counter - The years, months and days of prior active service. 

12. Competencies Summary - Listing of assigned competencies.  
13. Officer Specialties Summary - Listing of assigned officer specialties.  
14. Honors and Awards - Listing of awards.  
15. Language Skills Summary - Listing of foreign language skills.  
16. Licenses and Certifications Summary - Listing of any licenses and certifications 

submitted by the member. Note: Only Licenses and Certifications the Coast Guard has 
determined to be job-related will be recorded. Licenses and Certifications will not be 
used if a competency code or course code already exists which adequately describes the 
skill. Members will forward copies of licenses and certifications to the SPO for data 
entry. Specific licenses and certifications to be recorded have not been defined yet. 
Additional guidance will be promulgated via ALCOAST, ALCGOFF, ALCGENL or 
email ALSPO messages.  

17. Membership Summary - Listing of any professional memberships reported by the 
member. Note: Prior to 2012, this component was used to record Memberships in 
organizations which directly relate with Coast Guard responsibilities. This component is 
now used by CG-1 and PSC (opm/rpm/opm) to record memberships on boards and 
panels. The ability to add Memberships, via self-service, was removed from the system in 
2012.  

18. Education Summary - Listing of educational accomplishments reported by the member. 

Refer to this DA Knowledge Base entry for more information.  

 

Direct Access Department Run Report - How to Display Orders 
and Review Dates 
The Department Run report can be ran through either the "Command Information" or "Airport 
Terminal" links. When running the report, the "Order In/Out" and/or the "Last Review Dt" are to 
be checked AFTER you hit "Execute". Once you click the boxes, the report will automatically 
refresh. If you hit "Execute" after you checked either of those boxes, those columns will blank 
out. If you do click "Execute" after you had selected either of the two boxes, just reselect them 
and it will repopulate.  

Refer to this Direct Access Knowledge Base entry for more information. 

 

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/ppc/gp/index.htm#Member_Info_Report.htm
https://www.uscg.mil/ppc/gp/index.htm#CommandSS/CG_Department_Run.htm
https://www.uscg.mil/ppc/gp/index.htm#CommandSS/CG_Department_Run.htm
https://www.uscg.mil/ppc/gp/index.htm#CommandSS/CG_Department_Run.htm
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More Information on Upcoming Direct Access Maintenance 
Period 
ALCGPSC 138/16 
SUBJ: DIRECT ACCESS (DA) - LIMITED ACCESS 
A. ALCOAST 411/16  

1. As previously announced in reference (a), there will be no field access to DA from 20 
Dec 2016 through 2 Jan 2017. Commands/SPOs will not have access to view data nor 
enter any pay and/or personnel actions during this period. System availability will be 
restored for all users on 3 Jan 2017.  

2. Transactions with an effective, start, or end date between 20 Dec 2016 and 2 Jan 2017 for 
accessions, separations, PCS, and reserve orders should be avoided. If unavoidable, the 
transactions will need to be entered after system availability has been restored and a 
trouble ticket must to be submitted to PPC to have data corrected in DA.  

3. All E6 and E8 evaluations shall be entered and finalized by COB 19 Dec 2016.  
4. All leave with a start or end date through 2 Jan 2017 shall be approved by COB 19 Dec 

2016.  
5. Promotions and advancements with effective date of 1 Jan 2017 will be processed as 

normal and members should expect their 15 Jan 2017 pay to reflect entitlements earned in 
their new pay grades.  

6. Actions for a decedent affairs case shall be processed as normal. SPOs shall contact PPC 
Customer Care immediately to have the transaction entered in DA.  

7. Direct inquiries to PPC Customer Care Branch (CCB) at 785-339-2200/toll free 1-866-
772-8724, via e-mail to ppc-dg-customercare@uscg.mil or by completing a trouble ticket 
at https://cg.portal.uscg.mil/units/ppc/SitePages/Contact Us.aspx.  

8. Released by: RDML M. T. Bell, Jr., Commander, CG Personnel Service Center. The 
Service Center for our Most Important Resources - Our People.  

9. Internet release authorized.  

 

2017 Payroll Processing Schedule 
The 2017 Coast Guard Active Duty and Reserve Payroll Processing Schedule is available in 
three different formats:  

• 2017 Pay Transaction Cutoff Dates (Calendar view)  
• 2017 Pay Transaction Cutoff Dates (Tabular view)  
• 2017 Pay Transaction Cutoff Dates (PDF/Print)  

 

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/announcements/alcgpsc/138-16_ALCGPSC.txt
https://www.uscg.mil/announcements/alcgpsc/138-16_ALCGPSC.txt
https://www.uscg.mil/announcements/alcoast/411-16_ALCOAST.txt
https://cg.portal.uscg.mil/units/ppc/SitePages/Contact%20Us.aspx
http://www.uscg.mil/ppc/mas/default.asp
http://www.uscg.mil/ppc/mas/
http://www.uscg.mil/ppc/mas.asp#paydays
http://www.uscg.mil/ppc/alspo/2016/2017ProcessingScheduleALSPOk16.pdf


https://www.uscg.mil/ppc/alspo   Issue 11/2016 November 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

7 

Notify PPC When Making Out of Range Pay Corrections 
If a transaction is In Range, the entire affected period is within 24 pay periods or one year. For 
instance...if BAH was started for the wrong BAH Quarter Status (like it was started with the 
without dependents rate instead of the with dependents rate or vice versa) when the member 
checked in 2 months ago, that correction would be considered In Range. Follow the Correcting 
BAH guide to make the change and the system will automatically correct the appropriate 
calendars and either create a debt or credit the member.  

If a transaction is Out of Range, the affected period includes dates older than 24 pay periods or 
one year. ALL Out of Range transactions require a PPC Customer Care ticket.  

For instance...if a member divorced over a year ago and had no other dependents and just told 
their SPO about it (that never happens, right?), that correction would be considered Out of 
Range. Follow the Correcting BAH guide to make the change and the system will correct the 
most recent 24 pay calendars but a PPC Customer Care ticket must be submitted so all earlier 
calendars can be manually adjusted by PPC-MAS. The guide specifically tells the user to take 
screen shots of what the member currently has before making any changes so they can be 
attached to the trouble ticket. This will assist the pay techs in MAS when they are making their 
manual adjustments. This is especially critical when you have to delete rows of any kind. Once 
those deletions are approved by a SPO auditor, they are gone forever. So please remember to 
include those screen shots with your tickets. 

 

Transition Assistance Program Forms 
The links on the PPC forms webpage have been updated to reflect that the DD-2648 and DD-
2648-1 have been superseded by DD eForm 2648 (Rev. Nov 2016). See 
https://www.dodtap.mil/forms.html for more information.  

The following form is used by TAP staff to document a Servicemember's separations counseling.  

• DD eForm 2648 - Service Member Pre-Separation / Transition Counseling and Career 
Readiness Standards eForm for Service Members Separating, Retiring, Released from 
Active Duty (REFRAD) 

The following forms have been superseded by the above DD eForm 2648, and are no longer 
utilized to document a Servicemember's separation.  

• DD Form 2648 - Active Duty Pre-Separation Checklist 
• DD Form 2648-1 - National Guard and Reserve Pre-Separation Checklist 
• DD Form 2958 - Individual Transition Plan (ITP) Checklist 

https://www.uscg.mil/ppc/alspo
https://wwwstage.uscg.mil/ppc/pd.asp#tabs-2
https://www.dodtap.mil/forms.html
https://www.uscg.mil/ppc/forms/default.asp#tabs-2
https://www.dodtap.mil/forms.html
https://www.dodtap.mil/rest/docs?filename=Blank_eForm_PDF_Print_Out.pdf
https://www.dodtap.mil/rest/docs?filename=Blank_eForm_PDF_Print_Out.pdf
https://www.dodtap.mil/rest/docs?filename=Blank_eForm_PDF_Print_Out.pdf
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DEERS and Your Income Tax Reporting 
When you do not have your family enrolled in the Defense Enrollment Eligibility Reporting 
System(DEERS), the Department of Defense (DoD) cannot accurately report your healthcare 
coverage to the Internal Revenue Service.  

Starting last year, the DoD reported health care coverage of its service members and their 
dependents to the IRS. This report allows the IRS to determine which families had minimum 
essential coverage (MEC) as required by the Patient Protection and Affordable Care Act (ACA).  

For tax purposes, individuals and family members are identified by their Social Security 
Numbers (SSN). If a sponsor receives a letter indicating that their SSN or a family members' 
SSN needs to be updated in DEERS please follow the instructions in the letter to ensure your 
information is correctly reported to the IRS. Those who have not met the MEC requirement will 
be required to pay a fee for the number of months each family member did not have coverage. If 
your family information is not reported accurately in DEERS, then your IRS information will be 
reported incorrectly.  

Make sure you go to the right place if you have questions about any required forms you might 
need. Active duty members and active reservists of the U.S. Coast Guard, National Oceanic and 
Atmospheric Administration (NOAA) can call 1-866-772-8724 or visit their Pay and Personnel 
Center page. Non-active duty Coast Guard, NOAA, Public Health Service (PHS) retirees, 
annuitants and former spouses can call 1-800-772-8724. Active Public Health Service members 
can call 240-276-8799, email the PHS pay center at compensationbranch@psc.gov or fax to 240-
276-8817.  

For general ACA tax questions, please use the Yellow Pages to contact your local IRS Service 
Center or go to www.irs.gov/aca.  

For more information on how TRICARE works with the ACA, go to the TRICARE website. 

 

Direct Access Competency Dictionary Update 

The Direct Access Competency Dictionary  (a spreadsheet which shows all authorized 
competency codes and descriptions) has been updated by Comdt (CG-1B-1).  

Changes made since last update (8 September 2016) are hi-lighted in blue text on the 
spreadsheet.  

• 9 Competency created  
• 2 Competencies inactivated  
• 5 Competency modified  

https://www.uscg.mil/ppc/alspo
http://www.tricare.mil/TaxReporting2016
https://www.uscg.mil/ppc/aca/
https://www.uscg.mil/ppc/aca/
http://www.irs.gov/aca
http://www.tricare.mil/About/MEC
https://www.uscg.mil/ppc/da/competencydictionary.xls
https://www.uscg.mil/ppc/da/competencydictionary.xls
https://www.uscg.mil/ppc/da/competencydictionary.xls
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Fiscal Year 2017 Reserve Active Duty Scheduling 
ALCOAST message 396/16 (Commandant Notice 1570) announces key dates reservists and 
their commands must use when scheduling Active Duty for Training (ADT) in FY17. It also 
restates the ADT policy and management responsibilities. 

 

Fiscal Year 2017 Reserve Drill Scheduling 
ALCOAST message 397/16 (Commandant Notice 1570) announces key dates reservists and 
their commands must use when scheduling Inactive Duty Training (IDT) drills, Readiness 
Management Periods (RMPs), and Additional Training Periods (ATPs) in FY17. It also restates 
the IDT, RMP, and ATP policy and management responsibilities. 

 

Defense Travel Management Office Allowances and 
Regulations Update 
The Defense Travel Management Office has updated the following information for 01 December 
2016:  

OCONUS Non-Foreign and Foreign Per Diem Rates  
Overseas Housing Allowances (OHA)  
Overseas Cost of Living Allowances (COLA)  
Joint Travel Regulations (JTR) and Appendices  

To access this information, visit the DTMO Website. 

  

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/announcements/alcoast/396-16_ALCOAST.txt
https://www.uscg.mil/announcements/alcoast/396-16_ALCOAST.txt
https://www.uscg.mil/announcements/alcoast/397-16_ALCOAST.txt
https://www.uscg.mil/announcements/alcoast/397-16_ALCOAST.txt
http://www.uscg.mil/ppc/travel/default.asp#dtmoSep
http://www.uscg.mil/ppc/travel/default.asp#dtmoSep
http://www.defensetravel.dod.mil/Docs/perdiem/oc-pdr-chges.pdf
http://www.defensetravel.dod.mil/site/ohaCalc.cfm
http://www.defensetravel.dod.mil/Docs/perdiem/Current-COLA-Adjustments.pdf
http://www.defensetravel.dod.mil/site/changesjtr.cfm?ID=83
http://www.defensetravel.dod.mil/
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Top 10 Tuesdays in 2017 
 

https://www.uscg.mil/ppc/alspo
https://dhsconnect.connectsolutions.com/top10tuesday/
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About the PPC Customer Newsletter:  An authorized publication, the PPC Customer 
Newsletter is published under the direction of the U.S. Coast Guard Pay & Personnel Center. 
Views and opinions expressed are not necessarily those of the Department of Homeland Security 
or the U.S. Coast Guard. The PPC Customer Newsletter shall not be considered an authority for 
any official action and is non-record material. The PPC Customer Newsletter is published 
quarterly. Articles are solicited from all readers.  
 
How to submit an article: Articles for the PPC Customer Newsletter may be submitted by e-
mail to the Procedures & Development branch e-mail address "PPC-PF-PD". All items approved 
for publication will immediately be posted on our SPO news web page.  
 
Publication schedule: The PPC Customer Newsletter is published monthly. Articles received 
prior to the last working day of the month will be included in the current issue. 
 
 

https://www.uscg.mil/ppc/alspo
mailto:PPC-pf-pd
http://www.uscg.mil/ppc/alspo/
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New Coast Guard Weight and Body Fat Program Standards 
TTP 
R 281247 OCT 16 
FM COMCOGARD FORCECOM NORFOLK VA//FC-Cd// 
TO ALCOAST 
UNCLAS //N01020// 
ACN 391/16  

SUBJ: PROMULGATION OF COAST GUARD WEIGHT AND BODY FAT PROGRAM 
STANDARDS TACTICS, TECHNIQUES AND PROCEDURES (TTP), CGTTP 1-16.6  

A. Coast Guard Weight and Body Fat Program Standards Tactics, Techniques and 
Procedures (TTP), CGTTP 1-16.6 

1. Effective immediately, REF (A) provides TTP for all United States Coast Guard 
command-designated personnel administering the Coast Guard Weight and Body Fat 
Standards Program, including the procedures for the proper completion of the weigh-in, 
body fat measurement, and appropriate entries into Direct Access.  

2. COMDT (CG-1331) identified that Coast Guard TTP were needed to incorporate new 
and changing procedures related to the weigh-in program processes and standards. 
Details were discussed to combine best practices with new policy-driven standards into 
one single document. This publication describes those standards and will be used to 
administer the program.  

3. Submit recommendations for TTP improvements or corrections through the TTP Request 
form by navigating to CGPortal, selecting References, and then TTP Request. Info 
COMCOGARD FORCECOM NORFOLK VA//FC-P// on message traffic containing 
lessons learned applicable to this TTP. Changes to REF (A) will be promulgated via 
administrative message. The electronic version of REF (A) is the most current version of 
the TTP and is maintained by FORCECOM in the CGTTP library. The CGTTP library 
can be accessed by navigating to CGPortal, selecting References, and then selecting 
Tactics, Techniques and Procedures Library.  

4. Bravo Zulu to members of the Integrated Process Team (IPT) for their time, 
professionalism, and diligence. IPT departments and partners who supported this team 
effort include COMDTs (CG-1), (CG-1331), PSC, SMTC, PPC, TRACEN Petaluma, 
District 14, Base Cape Cod, and the CG Yard.  

5. FORCECOM (FC-P) POC: D05-SG-M-FORCECOM-PI@uscg.mil or 757-628-4881.  
6. Dr. G. Brignoni, Deputy, Force Readiness Command, sends.  
7. Internet release is authorized. 

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/announcements/alcoast/391-16_ALCOAST.txt
https://www.uscg.mil/announcements/alcoast/391-16_ALCOAST.txt
https://cg.portal.uscg.mil/communities/hp/HPCenter/Pubs/CGTTP_1-16_6_CG_Weight_and_Body_Fat_Program_Standards.pdf
https://cg.portal.uscg.mil/communities/hp/HPCenter/Pubs/CGTTP_1-16_6_CG_Weight_and_Body_Fat_Program_Standards.pdf
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State/Federal Income Tax Withholding for Residents of 
Puerto Rico or Northern Mariana Islands 
There are special income tax withholding requirements for certain federal agencies that have 
employees who work in the Commonwealth of the Northern Mariana Islands (CNMI) or Puerto 
Rico. The U.S. Treasury Department has entered into agreements under 5 U.S.C. Section 5517 
("5517 Agreements") with the CNMI and with Puerto Rico that require certain federal employers 
to withhold U.S. territorial income taxes (rather than U.S. federal income taxes) on certain 
employees. The 5517 Agreements apply to all executive agencies, military departments, and the 
Postal Service.  

Effective 1 January 2017, Direct Access will systematically change all members with Puerto 
Rico and Northern Mariana Islands as their state of legal residence to the following tax 
withholdings:  

• Federal: Special Tax Withholding set to "Do Not Maintain Taxable Gross and Do Not 
Withhold Tax"  

• State: Special tax Withholding set to "None".  

No other special tax withholdings will be permitted. 

 

October End-Month Payroll Processing Complete 
"Payslips" for the 1 November pay day are available in Direct Access. Report any discrepancies 
through the P&A Office (Admin) to the SPO. If SPOs cannot address or need assistance, the 
SPO will submit trouble ticket. Payslips can be accessed via the Self-Service "View" menu. 
Refer to this guide for an overview of the new payslip.  

Note: Please see this Frequently Asked Question (FAQ) entry if you have any difficulty opening 
your payslip or other files in Adobe Acrobat (PDF) file format from within Direct Access.  

The End-Month October pay date is 1 November 2016. Paydays are the 1st (end of month 
(EOM)) and the 15th (Mid-Month) of each month, or the business day preceding the 1st or the 
15th if either should fall on a federal holiday, Saturday or Sunday. Members should not set up 
automated payments or assume funds will be available prior to published paydays. Members 
should verify with their financial institutions as to the actual time funds are available to their 
account. See When is Payday? for more information.  

Payslips more than one year old to January 2015 can be accessed by following this guide. 
Payslips/LESs issued prior to January 2015 are not available. It is strongly recommended that 
you download/print your payslips every payday. 

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/ppc/mas.asp#prnmitax
https://www.uscg.mil/ppc/mas.asp#prnmitax
http://www.uscg.mil/ppc/alspo/default.asp#endmonth
https://portal.direct-access.us/psp/EPPRD/EMPLOYEE/HRMS/c/CG_HRMS_EXT_(GBL).CG_GP_SS_AD_PSLP.GBL?PORTALPARAM_PTCNAV=CG_GP_SS_AD_PSLP_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=USCG_SELF_SERVIVE_FOLDER_USE&EOPP.SCLabel=View&EOPP.SCFName=CGROLE_EMPLOYEEINQRE&EOPP.SCSecondary=true&EOPP.SCPTcname=PT_PTPP_SCFNAV_BASEPAGE_SCR&FolderPath=PORTAL_ROOT_OBJECT.CG_SELF_SERVICE.CG_ROLE_EMPLOYEE.CGROLE_EMPLOYEEINQRE.CG_GP_SS_AD_PSLP_GBL&IsFolder=false
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
http://www.uscg.mil/ppc/faqs.asp#pdf
http://www.uscg.mil/ppc/faqs.asp#payday
https://www.uscg.mil/ppc/guides/GP/SelfService/Member/Viewing%20Older%20Payslips.pdf
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New User Guide - Correcting BAH 
This guide provides the procedures for Correcting BAH transactions in Direct Access. This 
includes changes to the effective date, BAH Change, BAH Qtr Status or Zip Code. This does not 
apply to the status (active/inactive).  

https://www.uscg.mil/ppc/guides/gp/spo/earnings/Correcting%20BAH.pdf 

 

Deductions for SGLI, TSGLI, and FSGLI terminate upon 
Release from Active Duty 
A Direct Access system change was implemented to terminate SGLI, FSGLI and TSGLI 
effective the 1st day of the month following separation for all separation types. Prior to this 
change, deductions for insurance premiums would continue after the RELAD date. This was 
causing out-of-service debts for members who RELAD into the IRR because SPOs were not 
manually terminating coverage per the procedures in the SPO SGLI and RELAD-AD to 
SELRES or IRR user Guides. 

This action populates [the Life and AD/D Benefits page] once the separation has processed 
through "Orders Integration" and "Finalization". 

If you have a member being RELAD into SELRES and the member wishes to continue 
SGLI/FSGLI coverage, the receiving SPO will need to restart SGLI and FSGLI upon reporting 
(following "Finalization"). 

For Reserve members [who had SGLI/FSGLI coverage prior to recall to active duty] RELADing 
off of long-term orders, the SPO must delete the termination row(s) [from the Life and AD/D 
Benefits page]. The row(s) must be deleted after "Finalization" but before the next "SPO Data 
Entry Cutoff Date". If this deadline is missed, the SPO must restart the deductions in the 
following pay cycle. 

Example: A reserve component being RELAD on 10/28. Orders integration ran on 10/20 
successfully. Finalization ran on 10/21. DA created a transaction to terminate my SGLI and 
FSGLI effective 11/1. If the member wants SGLI/FSGLI to continue, I must delete the 11/1 
transactions after Finalization (that date the transaction was created, in this case 10/21), but 
before the next SPO Data Approval Date of 11/6. 

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/ppc/guides/gp/spo/earnings/Correcting%20BAH.pdf
https://www.uscg.mil/ppc/guides/gp/spo/earnings/Correcting%20BAH.pdf
http://www.uscg.mil/ppc/mas.asp#reladandsgli
http://www.uscg.mil/ppc/mas.asp#reladandsgli
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Coast Guard Announces New Career Sea Pay Rates for 2017 
Starting in January 2017, Coast Guard members attached to afloat units will begin to see 
something a little different when it comes to career sea pay rates. The Coast Guard recently 
revised the three-table sea pay system in an effort to increase compensation for career afloat 
personnel. The new five-table system  takes into consideration desirability of different cutter 
platforms, personnel tempo, deployment lengths and programmed operational hours. - See more 
at: Coast Guard All Hands: Changes to Coast Guard Career Sea Pay.  

More Information on 2017 Career Sea Pay (CSP) Tables 
ALCOAST 474/15 
COMDTNOTE 7220 

SUBJ: CHANGE TO CAREER SEA PAY (CSP) TABLES 

A. TITLE 37 U.S. CODE SEC. 305a 
B. COAST GUARD PAY MANUAL, COMDTINST M7220.29 (SERIES) 
C. PERSONNEL AND PAY PROCEDURES MANUAL, PPCINST M1000.2 (SERIES) 

1. This ALCOAST announces new five-level Career Sea Pay (CSP) tables that will be effective 
on 01 January 2017.  

2. Background. CSP is a special pay authorized by law. While CSP is a statutory entitlement, the 
statute also gives each Service authority to set CSP rates and establish policy and regulations to 
administer the Service's CSP program. The current CSP rate tables took effect 01 Oct 2001. The 
Coast Guard will implement restructured CSP rates effective 01 Jan 2017. The five-level system 
was developed to better group all ranks and rates serving aboard diverse types of cutters into 
groups that share common characteristics. 

3. Policy. Effective 01 Jan 2017, REF B policy concerning Monthly Career Sea Duty Pay Rates 
will be amended as follows: 

A. The Monthly Career Sea Duty Pay Rates according to a   three-level CSP rate table, is 
replaced by a five-level CSP   rate table. 

B. New CSP Rates are effective 01 Jan 2017. 

C. No "grandfathering" or rate protection is authorized. For   example, a member who is 
receiving CSP under the current   three-level CSP tables while assigned to a CSP-eligible 
vessel in December  2016, will receive the CSP IAW the new  five-level tables, 
regardless if it is higher or lower than the  previous rate, effective 01 Jan 2017. 

https://www.uscg.mil/ppc/alspo
http://allhands.coastguard.dodlive.mil/2015/10/01/changes-to-coast-guard-career-sea-pay/#sthash.LoKQgqvN.dpuf
https://www.uscg.mil/ppc/mas/CY17%20Sea%20Pay%20Tables%20Approved%20Format.pdf
https://www.uscg.mil/ppc/mas/CY17%20Sea%20Pay%20Tables%20Approved%20Format.pdf
http://allhands.coastguard.dodlive.mil/2015/10/01/changes-to-coast-guard-career-sea-pay/#sthash.LoKQgqvN.dpuf
https://www.uscg.mil/announcements/ALCOAST/474-15_ALCOAST.txt
https://www.uscg.mil/ppc/mas/CY17 Sea Pay Tables Approved Format.pdf�
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D. New Monthly Career Sea Pay Tables may be found at  the following CG website:   
https://cg.portal.uscg.mil/units/cg751/Sea%20Pay%20Tables%20CY%202017/Forms/All
Items.aspx 

4. COMDT (CG-1) designates Coast Guard mobile units.  Over the next 12 months, COMDT 
(CG-133) will coordinate a comprehensive review of the requirements to be designated a 
"mobile unit" to validate current mobile units status and determine eligibility of future units. 

5. The new CSP policy and procedures will be reflected in forthcoming changes to REFs B and 
C, which will be released within the next year. 

6. Questions or concerns regarding the Career Sea Pay Tables should be directed to: LCDR D. F. 
Flusche, COMDT (CG-7514) Office of Cutter Forces Patrol Boat Policy & Capabilities Division, 
email: Donald.F.Flusche@uscg.mil 

7. Released by RADM Kurt B Hinrichs, Director Reserve and Military Personnel, and RDML 
John P Nadeau, Assistant Commandant for Capability. 

8. Internet release authorized. 

 

FY 2017 (1 Oct 16 to 30 Sep 17) Special Duty Assignment 
Pay 
Reference: COMDT COGARD Washington DC 301613Z SEP 16, ALCOAST 362, 
COMDTNOTE 1430 

Related Topics: Global Payroll Knowledge Base - SDAP | COMDTINST 1430.1P 

The monthly SDAP payments are:  

Level Amount 
SD-1 $ 75 
SD-2 $150 
SD-3 $225 
SD-4 $300 
SD-5 $375 

Effective 01 October 2016, the following billets are authorized SDAP for FY17 at the levels 
indicated on the following page(s).  
 
 

https://www.uscg.mil/ppc/alspo
https://wwwstage.uscg.mil/units/cg751/Sea%20Pay%20Tables%20CY%202017/Forms/AllItems.aspx
https://wwwstage.uscg.mil/units/cg751/Sea%20Pay%20Tables%20CY%202017/Forms/AllItems.aspx
mailto:Donald.F.Flusche@uscg.mil
https://www.uscg.mil/ppc/sdap.asp
https://www.uscg.mil/ppc/sdap.asp
https://www.uscg.mil/announcements/alcoast/362-16_ALCOAST.txt
https://www.uscg.mil/announcements/alcoast/362-16_ALCOAST.txt
https://wwwstage.uscg.mil/ppc/gp/Earnings/Special_Duty_Assignment_Pay.htm
https://wwwstage.uscg.mil/directives/ci/1000-1999/CI_1430_1P.pdf
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Code BILLET  FY 17 
LEVEL 

OCSCHF Academy Company Chief  SD-2 
  Advanced Interdiction Coxswain  

Note: New for FY 17. Code wil be added to DA. 
SD-3 

  Advisor positions in Saudi Arabia  
Note: New for FY 17. Code wil be added to DA. 

SD-2 

APMARK Aviation Precision Marksman  
Note: Was SD-1 in FY 16  

SD-2 

CANINE Canine Explosive Detection Teams DSF(CEDT)  SD-1 
SPECAG CGIS Special Agent  

Note: Was SD-2 in FY 16 
SD-3 

CMC-MC Command Senior Enlisted Leader (CSEL): MCPOCG  SD-5 
CMCLV4 Command Senior Enlisted Leader (CSEL): CMC (Deputy, DCMS, DCO, PAC, LANT, MCPO-CGRF)  SD-4 
CMCLV3 Command Senior Enlisted Leader (CSEL): CMC (Districts, FORCECOM, DOL, PSC, JIATF-S, USCGA)  SD-3 
CMCLV2 Command Senior Enlisted Leader (CSEL): CMC/CSC (Sectors, Bases, CGRC, TRACEN Petaluma, 

TRACEN Yorktown, TRACEN Cape May, PATFORSWA, SFLC, C4IT, ALC, SMTC)  
SD-2 

CMCLV1 Command Senior Enlisted Leader (CSEL): CMC (MFPU, RFMC, PSU)  SD-1 
CINTLA Counterintelligence Agents  SD-1 
CDSED Cryptologic Direct Support Element Mission Supervisor  SD-1 
D17 District 17 Aids to Navigations Team  SD-2 
FCLDIV First Class Diver (DV1) AIRDVSUP  

Note: New for FY 17. Code was in system for FY 15 
SD-1 

FCLDIV First Class Diver (DV1) HRT  
Note: New for FY 17. Code was in system for FY 15 

SD-1 

HELORS Helicopter Rescue Swimmers  
Note: Was SD-3 in FY 16 

SD-4 

SMTCIN1 High Risk Training Instructors at SMTC  SD-1 
HONOR Honor Guard Petty Officer/Nonrates  

  
SD-2 

IDFSO1 Independent Duty (FSO) (140, 110 & 87 cutters FS-17 COMPETENCY CODE) SD-3 
DOGB2 MSRT (MSST San Diego) Tactical Operator  SD-2 
MSRTTL MSRT (MSST San Diego) Team Leaders  

Note: Was SD-2 in FY 16 
SD-3 

DOGDTL MSST Team Leaders  SD-1 
ITDLDR MTB Deployable Team Leaders  SD-2 
ITDMBR MTB Deployable Team Members  SD-1 
NSF-RM National Strike Force Response Member  SD-1 
NSF-RS National Strike Force Response Supervisor  SD-3 
NSF-RT National Strike Force Response Technician  SD-2 
NCVPST NCV Pursuit Coxswain (Ashore)  SD-2 
COXCUT NCV Pursuit Coxswain-AF  SD-2 
NCVCUT NCV Pursuit Crewmember-AF  SD-1 
  NCV Pursuit Mission Commanders-AF  

Note: New for FY 17. Code wil be added to DA. 
SD-2 

OCSCC Officer Candidate School Company Chief  SD-2 
OICAFL OIC Afloat  SD-4 
OICASH OIC Ashore  SD-4 
RECBAT Recruit Battalion Commander  

Note: Was SD-3 in FY 16 
SD-5 

REC-CC Recruit Company Commander  
Note: Was SD-4 in FY 16 

SD-5 

REC-SEC Recruit Section Commander  SD-5 
RECPRO Recruiters  SD-3 
SPECAG Special Intelligence Agents  SD-2 
SURFCT Surfman  SD-4 
DOGBO TACLET Tactical Operator  SD-2 

https://www.uscg.mil/ppc/alspo
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Code BILLET  FY 17 
LEVEL 

Note: Was SD-1 in FY 16 
DOGDTL1 TACLET Team Leaders  

Note: Was SD-2 in FY 16 
SD-3 

COXHWC Tactical Coxswain/Heavy Weather  SD-1 
DETACH USDAO Attaché Support Staff  SD-3 
PREEOC White House President EOC  SD-3 
WHOCM4 White House Situation Room Team Member  SD-4 
 
SDAP Terminations  

The following billets are no longer authorized SDAP effective 30 September 2016: 

Code  Billet  FY16 SD Level 
NCVPST NCV Pursuit Boat Crew Member (Ashore) SD-1 
OPMSFS Office of Program Managers Facility Security Forces SD-1 

 

Blue Ink Signatures on Travel Orders 
Blue ink is NOT required on any type of order when submitting travel claims. Approving 
Officials must have the original signed order prior to approving travel claims. All paper 
submitted travel claim packages must include the original signed order. Audit packages do not 
require original orders. 

 

Digital Signatures on Reserve Orders 
We are expanding the use of digital signatures to all reserve orders (except reserve PCS orders). 
If you use digital signatures on reserve orders, the order must remain on the CG network for the 
purpose of submitting travel claims. The digital signature must be able to be validated. If the 
order is printed, then scanned in and submitted with travel claim, it WILL be rejected. 

 

Combat Tax Exclusion - Retroactive Transactions 
When a SPO enters a Combat Tax Exclusion transaction for retroactive start and/or stop dates in 
an already finalized pay calendar, the SPO MUST follow up with a PPC Customer Care Ticket 
requesting manual adjustment to the members tax balances.  

Example - SPO enters a Combat Tax Exclusion transaction with a begin date of 1AUG2016, but 
the SPO didn't approve the transaction until 17AUG2016. The mid-AUG pay calendar (1st - 
15th) has already been finalized, so the SPO must submit a PPC Customer Care Ticket so that 
PPC can manually adjust the member’s tax balances. 

https://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/tvl.asp#signatures
http://www.uscg.mil/ppc/tvl.asp#signatures
http://www.uscg.mil/mas.asp#combattaxretro
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Defense Travel Management Office Allowances and 
Regulations Update 
The Defense Travel Management Office has updated the following information for 01 November 
2016:  

OCONUS Non-Foreign and Foreign Per Diem Rates  
Overseas Housing Allowances (OHA)  
Overseas Cost of Living Allowances (COLA)  
Joint Travel Regulations (JTR) and Appendices (Available 01 November)  

To access this information, visit the DTMO Website. 

 

https://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/travel/default.asp#dtmoOct
http://www.uscg.mil/ppc/travel/default.asp#dtmoOct
http://www.defensetravel.dod.mil/Docs/perdiem/oc-pdr-chges.pdf
http://www.defensetravel.dod.mil/site/ohaCalc.cfm
http://www.defensetravel.dod.mil/Docs/perdiem/Current-COLA-Adjustments.pdf
http://www.defensetravel.dod.mil/site/changesjtr.cfm?ID=83
http://www.defensetravel.dod.mil/
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Defense Travel Management Office Allowances and 
Regulations Update 
The Defense Travel Management Office has updated the following information for 01 October 
2016:  

FY17 CONUS Per Diem Rates  
FY17 Spendable Income Table  
OCONUS Non-Foreign and Foreign Per Diem Rates  
Overseas Housing Allowances (OHA)  
Overseas Cost of Living Allowances (COLA)  
Joint Travel Regulations (JTR) and Appendices (Available 30 Sep)  

To access this information, visit the DTMO Website. 

 

Fiscal Year 2017 (FY17) Standard CONUS Per Diem Rate 
Announced 
The FY17 Standard CONUS per diem rate is $142 ($91/$46) from $140 ($89/$46) applicable for 
all official travel performed on or after 1 October 2016 to 30 September 2017.  

LOCATION Max 
Lodging 

Local 
Meals 

Prop. 
Meals 

Incidentals  
Per Diem 

Effective 
Date 

STANDARD 
CONUS RATE 

91 46 30 5 142 10/01/2016 

Other FY 17 CONUS Per Diem Rates  

 

Fiscal Year 2017 Clothing and Uniform Allowances 
Fiscal Year (FY) 2017 Clothing and Uniform Allowances rates for Coast Guard military 
personnel are available on the pages listed below:  

• Civilian Clothing Allowance Authorizations  
• Clothing Maintenance Allowances (CMA)  
• Enlisted Supplementary Clothing Allowances (SUPP CMA)  

https://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/travel/default.asp#dtmoOct
http://www.uscg.mil/ppc/travel/default.asp#dtmoOct
http://www.defensetravel.dod.mil/site/perdiemCalc.cfm
http://www.defensetravel.dod.mil/Docs/perdiem/browse/Allowances/COLA/Compensation_Tables/Spendable_Income_Tables/Spendable-Income-Table(2016-10-01).pdf
http://www.defensetravel.dod.mil/Docs/perdiem/oc-pdr-chges.pdf
http://www.defensetravel.dod.mil/site/ohaCalc.cfm
http://www.defensetravel.dod.mil/Docs/perdiem/Current-COLA-Adjustments.pdf
http://www.defensetravel.dod.mil/site/changesjtr.cfm?ID=83
http://www.defensetravel.dod.mil/
http://www.uscg.mil/ppc/tvl.asp#fy17rates
http://www.uscg.mil/ppc/tvl.asp#fy17rates
http://www.defensetravel.dod.mil/site/faqpropmeal.cfm
http://www.defensetravel.dod.mil/site/perdiemCalc.cfm
https://www.uscg.mil/ppc/rates.asp#clothing
https://www.uscg.mil/ppc/mas/cca.asp
https://www.uscg.mil/ppc/mas/cma.asp
https://www.uscg.mil/ppc/mas/suppcma.asp
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The rate changes are effective on 1 October 2016. 

SPO Consolidation Update (Sector Ohio Valley) 
The SPO located at SEC OHIO VAL ADMIN/PERS DIV (007736) has been disestablished in 
DA. All records previously serviced by the SPO at SEC OHIO VAL ADMIN/PERS DIV have 
been moved to BASE DET STL SPO (PS)(042312).  

Please refer to the SPO Contact List page at 
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx for SPO contact 
information and previously issued updates. 

Ensure all communications regarding the shifting of SPO records are routed through PSC-BOPS-
R. The POC is Emily Jennings. 

SPO Consolidation Update - SPO at AIRSAT Detroit Not 
Closed 
The SPO located at CG AIRSTA Detroit (000210) has been reestablished in DA. Records were 
not moved to Base Cleveland SPO. The SPO at AIRSTA Detroit will remain until 25 January 
2017. The following department IDs are serviced by AIRSTA Detroit:  

• 000210 Air Station  
• 006252 Airfac Waukegon  
• 010341 Air Station Medical  
• 006539 AV Student Eng Detroit  
• 008816 Baker College  

Please refer to the SPO Contact List page at 
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx for SPO contact 
information and previously issued updates. 

Ensure all communications regarding the shifting of SPO records are routed through PSC-BOPS-
R. The POC is Emily Jennings. 

https://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx


https://www.uscg.mil/ppc/alspo   Issue 09/2016 September 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

 

4 

DA Programming Issue: 31ST Day of the Calendar Month 
(and 29TH OF FEB) 
Published Date: Tue, 13 Sep 2016 15:30:01 CDT 

***Note: We reported, as of 29 July, that this issue had been resolved. However it has 
returned. Developers are researching the issue. Until they find a permanent fix, please 

adhere to the following guidance when inputting transactions with effective dates described 
below. Thank you!***  

When entering ANYTHING that affects pay, and the effective date is the 31st calendar day of 
the month (or 29th of Feb), SPOs are directed as follows (failure to follow these steps will cause 
erroneous overpayments / debts): 

1. Use the following day as the effective date (i.e. the 1st day of the following month); and,  
2. Enter a detailed note in the Notepad to explain the true effective date; then,  
3. Submit a ticket to PPC-DG-CustomerCare@uscg.mil to request manual credit / debit for 

the affected pay item, if necessary.  

To be clear: DO NOT use the 31st calendar day of the month (or 29th of Feb) when 
entering ANYTHING that affects pay. 

"ANYTHING" includes all deductions and all earnings - Forfeitures, reductions in pay-grade, 
CGSMR, BAH, BAS, promotions, etc. 

*EXCEPTIONS: 

1. Leave is not affected by this programming issue. You can enter Leave on the 31st of the 
month (and 29th of Feb).  

2. Reserve Drills are not affected by this programming issue. You can enter drills on the 
31st of the month (and 29th of Feb).  

3. Reserve Orders are not affected by this programming issue; however, the accompanying 
pay items (i.e. BAH, etc.) that are based on order dates may be affected.  

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/ppc/mas.asp#lastdayofmonthis31or29
https://www.uscg.mil/ppc/mas.asp#lastdayofmonthis31or29
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New DA SPO User Guide - Viewing Transactions by 
Member 
The Viewing Transactions by Member guide provides the procedures for viewing all transactions 
by member that require approval, whether they are pending, approved or denied. The CGHRS 
user role is required for this action. This does NOT display PCS, Reserve or Separation Orders.  

This is a useful tool for locating transactions sent to an erroneous emplid or to see specific details 
for a transaction including when it was approved/denied and by whom. 

 

CGHR: On the Radar Screen September 2016 
Published Date: Tue, 13 Sep 2016 11:30:01 CDT 

Welcome to the latest issue of CGHR: On the Radar Screen. You can access the newsletter when 
(and how) it's convenient for you - from work, from home, your smartphone, or your tablet. 
CGHR is your calendar for upcoming training and professional development events, as well as 
time-sensitive news.  

You can read CGHR in its entirety by going to 
https://www.uscg.mil/hq/cg1/cghr/2016/9.13.16.asp.  

If you have trouble accessing any of the newsletter links from your Coast Guard workstation, 
forward this email so you can read CGHR at home (or share with your family).  

In this issue, you will find:  

• On the Horizon  
• Articles and Resources  
• Tips and Tricks  
• Coast Guard All Hands and Compass Blogs  
• Recent Messages  
• CG SUPRT  
• Infographic  

Earlier issues of CGHR can be accessed at http://www.uscg.mil/hq/cg1/cghr/default.asp.  

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/ppc/guides/GP/SPO/Earnings/Viewing%20Transactions%20by%20Member.pdf
https://www.uscg.mil/ppc/guides/GP/SPO/Earnings/Viewing%20Transactions%20by%20Member.pdf
https://www.uscg.mil/ppc/guides/GP/SPO/Earnings/Viewing%20Transactions%20by%20Member.pdf
https://www.uscg.mil/hq/cg1/cghr/2016/9.13.16.asp
https://www.uscg.mil/hq/cg1/cghr/2016/9.13.16.asp
https://www.uscg.mil/hq/cg1/cghr/
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Enlisted Ratings Advancement Training System Update 
Published Date: Fri, 09 Sep 2016 14:30:01 CDT 

ALCOAST 323/16 updates advancement policy and procedures for the Enlisted Ratings 
Advancement Training System (ERATS). 

 

Certificate Information for Retirements After January 1, 
2017 
Due to the election of a new President, certificate request for retirements after January 1, 2017 
will only contain the Retirement and Spousal Appreciation certificates. In the package containing 
these two documents will be the instructions for requesting the Presidential certificate along with 
the wording so that a mock certificate may be produced by the unit for the ceremony. Once PPC 
RAS has secured the new signature and we have the proper information as requested from the 
packet we will process the Presidential certificate.  

The date of retirement determines which Presidential signature will be used not the ceremony 
date. NO EXCEPTIONS  

See our Retirement Certificate ordering web page for more information on obtaining certificates. 

 

Direct Access Competency Dictionary Update 

The Direct Access Competency Dictionary  (a spreadsheet which shows all authorized 
competency codes and descriptions) has been updated by Comdt (CG-1B-1).  

Changes made since last update (19 August 2016) are hi-lighted in blue text on the spreadsheet.  

• 79 Competency created  
• 0 Competencies removed  
• 1 Competency modified  

 

https://www.uscg.mil/ppc/alspo
https://www.uscg.mil/announcements/alcoast/323-16_ALCOAST.txt
https://www.uscg.mil/announcements/alcoast/323-16_ALCOAST.txt
https://www.uscg.mil/ppc/ras/CertificateRequest.asp
https://www.uscg.mil/ppc/ras/CertificateRequest.asp
https://www.uscg.mil/ppc/ras/CertificateRequest.asp
https://www.uscg.mil/ppc/da/competencydictionary.xls
https://www.uscg.mil/ppc/da/competencydictionary.xls
https://www.uscg.mil/ppc/da/competencydictionary.xls
https://www.uscg.mil/ppc/da/competencydictionary.xls�
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SPO Consolidation Update (Sector Buffalo and Sector New 
York) 
The SPO located at SEC BUFFALO ADMIN/PERS DIV (007519) has been disestablished in 
DA. All records previously serviced by the SPO at SEC BUFFALO ADMIN/PERS DIV have 
been moved to BASE CLEV SPO (PS) (042191).  

The SPO located at CG AIRSTA DETROIT (000210) has been disestablished in DA. All records 
previously serviced by the SPO at CG AIRSTA DETROIT have been moved to BASE CLEV 
SPO (PS) (042191).  

The SPO located at CG AIRSTA Detroit (000210) has been reestablished in DA. Records 
were not moved to Base Cleveland SPO. The SPO at AIRSTA Detroit will remain until 25 
January 2017.  

The SPO located at SEC NEW YORK ADMIN/PERS DIV (007283) has been disestablished in 
DA. All records previously serviced by the SPO at SEC NEW YORK ADMIN/PERS DIV have 
been moved to BASE CAPE COD SPO (045431).  

Please refer to the SPO Contact List page at 
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx for SPO contact 
information and previously issued updates. 

Ensure all communications regarding the shifting of SPO records are routed through PSC-BOPS-
R. The POC is Emily Jennings. 

https://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
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Supplemental and Striker Advancement Eligibility Lists 
Updated 
Published Date: Fri, 02 Sep 2016 10:30:01 CDT 

The advancement eligibility lists for active duty striker and supplemental advancements have 
been updated to reflect requests processed prior to 1 September 2016.  

The advancement eligibility lists for reserve supplemental advancements have been updated to 
reflect requests processed prior to 1 September 2016.  

The lists and other helpful information are available on the Advancements branch CG Portal 
page. 

 

SPO Consolidation Update (Sector San Juan and Air Station 
Clearwater 
The Sector San Juan SPO (007382) has been disestablished in DA. All records previously 
serviced by the Coast Guard Sector San Juan SPO have been moved to Base Miami Beach SPO 
(041675).  

The Air Station Clearwater SPO (000657) has been disestablished in DA. All records 
previously serviced by the Coast Guard Air Station Clearwater SPO have been moved to Base 
Miami Beach SPO (041675).  

Note that the mailing address for the Base Miami Beach SPO is NOT the same as the rest of the 
base, it is:  

Commanding Officer (SPO) 
U. S. Coast Guard 
Base Miami Beach 
15610 SW 117Th Avenue 
Miami, FL 33177  

Please refer to the SPO Contact List page at 
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx for SPO contact 
information and previously issued updates. 

Ensure all communications regarding the shifting of SPO records are routed through PSC-BOPS-
R. The POC is Emily Jennings. 

https://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/adv.asp#supplemental
http://www.uscg.mil/ppc/adv.asp#supplemental
https://cg.portal.uscg.mil/units/ppc/Active%20Duty%20Supplemental%20and%20Striker%20Advancement%20L/Forms/AllItems.aspx
https://cg.portal.uscg.mil/units/ppc/Reserve%20Supplemental%20Advancement%20Lists/Forms/AllItems.aspx
https://cg.portal.uscg.mil/units/ppc/SitePages/Advancements%20and%20Evaluations%20Branch.aspx
https://cg.portal.uscg.mil/units/ppc/SitePages/Advancements%20and%20Evaluations%20Branch.aspx
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
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http://www.uscg.mil/ppc/alspo
mailto:PPC-pf-pd
http://www.uscg.mil/ppc/alspo/
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August End-Month Payroll Processing Complete 

"Payslips" for 1 September 2016 pay are available in Direct Access. Report any discrepancies 
through the P&A Office (Admin) to the SPO. If SPOs cannot address or need assistance, the 
SPO will submit trouble ticket. Payslips can be accessed via the Self-Service "View" menu. 
Refer to this guide for an overview of the new payslip. Payslips more than one year old to 
January 2015 can be accessed by following this guide. Payslips/LESs issued prior to January 
2015 are not available.  

Note: Please see this Frequently Asked Question (FAQ) entry if you have any difficulty opening 
your payslip or other files in Adobe Acrobat (PDF) file format from within Direct Access.  

The End-Month September pay date is 1 September 2016. Paydays are the 1st (end of month 
(EOM)) and the 15th (Mid-Month) of each month, or the business day preceding the 1st or the 
15th if either should fall on a federal holiday, Saturday or Sunday. Members should not set up 
automated payments or assume funds will be available prior to published paydays. Members 
should verify with their financial institutions as to the actual time funds are available to their 
account. See When is Payday? for more information. 

 

Next Manic Monday Mayhem is 26 September 

Our next scheduled Manic Monday Mayhem will take place Monday, September 26 at 1300 
CDT! Please put us on your calendar and tell everyone you know. Use the Manic Monday link to 
access the session: https://dhsconnect.connectsolutions.com/manicmonday/  

We look forward to sharing our virtual space with all of you!  

Karen S. Emmot 
Supervisory Training Specialist 

 
  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/alspo/default.asp#endmonth
https://portal.direct-access.us/psp/EPPRD/EMPLOYEE/HRMS/c/CG_HRMS_EXT_(GBL).CG_GP_SS_AD_PSLP.GBL?PORTALPARAM_PTCNAV=CG_GP_SS_AD_PSLP_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=USCG_SELF_SERVIVE_FOLDER_USE&EOPP.SCLabel=View&EOPP.SCFName=CGROLE_EMPLOYEEINQRE&EOPP.SCSecondary=true&EOPP.SCPTcname=PT_PTPP_SCFNAV_BASEPAGE_SCR&FolderPath=PORTAL_ROOT_OBJECT.CG_SELF_SERVICE.CG_ROLE_EMPLOYEE.CGROLE_EMPLOYEEINQRE.CG_GP_SS_AD_PSLP_GBL&IsFolder=false
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
https://www.uscg.mil/ppc/guides/GP/SelfService/Member/Viewing%20Older%20Payslips.pdf
http://www.uscg.mil/ppc/faqs.asp#pdf
http://www.uscg.mil/ppc/faqs.asp#payday
https://www.uscg.mil/ppc/pd.asp
https://dhsconnect.connectsolutions.com/manicmonday/
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SPO Consolidation Update 

The SPO located at Coast Guard Yard SPO (002190) has been disestablished in DA. All 
records previously serviced by the Coast Guard Yard SPO have been moved to Base NCR SPO 
(PS) (042822). 

The SPO located at SFLC (009488) has been disestablished in DA. All records previously 
serviced by the SFLC SPO have been moved to Base NCR SPO (PS) (042822). 

The SPO located at Sector Maryland-NCR (007299) has been disestablished in DA. All records 
previously serviced by the Sector Maryland-NCR SPO have been moved to Base NCR SPO 
(PS) (042822). 

The SPO located at Sector San Diego (007213) has been disestablished in DA. All records 
previously serviced by the Sector San Diego SPO have been moved to Base LA/LB (PS) 
(042632). 

The SPO located at Sector Buffalo (007519) will be disestablished in DA on 26 August. All 
records previously service by the Sector Buffalo SPO have been moved to Base Cleveland SPO 
(04291). 

The SPO at Sector Lower Mississippi River (007552) has been disestablished in DA. All 
records previously serviced by Sector Lower Mississippi River have been transferred to the SPO 
at Base Detachment St. Louis (042312).  

Please refer to the SPO Contact List page on our CG Portal site for SPO contact information and 
previously issued updates.  

Ensure all communications regarding the shifting of SPO records are routed through PSC-BOPS-
R. The POC is Emily Jennings. 

 

September Enlisted Advancements 

ALCGENL message 144/16 lists enlisted advancements authorized on 1 September 2016.  

ALCGRSV message 040/16 lists enlisted reserve advancements authorized on 1 September 
2016. 

 
  

http://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
http://www.uscg.mil/ppc/adv.asp#epaaeraa
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGENL/144-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgrsv/040-16_ALCGRSV.txt
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Patrol Forces Southwest Asia Solicitations for Assignment Year 2017 

Today, the Coast Guard is the nation's oldest continuously serving sea-going service and 
conducts 11 different missions. One of those missions is Defense Readiness. Coast Guard Patrol 
Forces Southwest Asia (PATFORSWA) is at the forefront of the Defense Readiness mission. 
Today, PATFORSWA's mission is to train, organize, equip, support and deploy mission-ready 
Coast Guard Forces in support of U.S. Central Command (CENTCOM), U.S. Naval Forces 
Central Command (NAVCENT) and national security objectives. 

Want to know more about the mission and history of PATFORSWA? Read this U.S. Coast Guard 
Coast Guard Compass Update:  
PATFORSWA: Guardians of the Arabian Gulf 

Coast Guard personnel interested in a demanding and challenging tour at PATFORSWA are 
encouraged to apply. The following messages provided detailed application procedures:  

Link Title 

133/16 AY17 GM PATROL FORCES SOUTHWEST ASIA (PATFORSWA) SOLICITATION 

132/16 AY17 OS PATROL FORCES SOUTHWEST ASIA (PATFORSWA) SOLICITATION 

131/16 

AY17 ET/IT PATROL FORCES SOUTHWEST ASIA (PATFORSWA) 
SOLICITATION 

130/16 AY17 BM PATROL FORCES SOUTHWEST ASIA (PATFORSWA) SOLICITATION 

129/16 AY17 DC PATROL FORCES SOUTHWEST ASIA (PATFORSWA) SOLICITATION 

128/16 AY17 HS PATROL FORCES SOUTHWEST ASIA (PATFORSWA) SOLICITATION 

127/16 AY17 FS PATROL FORCES SOUTHWEST ASIA (PATFORSWA) SOLICITATION 

126/16 AY17 ME PATROL FORCES SOUTHWEST ASIA (PATFORSWA) SOLICITATION 

125/16 AY17 MK PATROL FORCES SOUTHWEST ASIA (PATFORSWA) SOLICITATION 

124/16 AY17 EM PATROL FORCES SOUTHWEST ASIA (PATFORSWA) SOLICITATION 

123/16 AY17 YN PATROL FORCES SOUTHWEST ASIA (PATFORSWA) SOLICITATION 

122/16 AY17 SK PATROL FORCES SOUTHWEST ASIA (PATFORSWA) SOLICITATION 

http://www.uscg.mil/ppc/alspo
https://www.uscg.mil/PSC/EPM/PATFORSWA.ASP
http://coastguard.dodlive.mil/2016/08/patforswa-guardians-of-the-arabian-gulf/
https://www.uscg.mil/announcements/alcgenl/133-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgenl/132-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgenl/131-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgenl/130-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgenl/129-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgenl/128-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgenl/127-16_ALGENL.txt
https://www.uscg.mil/announcements/alcgenl/126-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgenl/125-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgenl/124-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgenl/123-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgenl/122-16_ALCGENL.txt


http://www.uscg.mil/ppc/alspo   Issue 08/2016 August 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

 

5 

Coast Guard Medals, Awards, and Recognition Programs Guidance 

ALCGPSC message 088/16 announces the promulgation of two manuals, the Coast Guard 
Military Medals and Awards Manual, COMDTINST M1650.25E and the Recognition Programs 
Manual, COMDTINST M1650.26. The Medals and Awards Manual, COMDTINST M1650.25D 
is cancelled. 

 

Reserve Orders Extract Report Added 

The Reserve Orders Extract Report identifies the status of all upcoming Reserve Orders within a 
DXR. It is recommended that Units/SPOs run this report at least once a week to see which orders 
require action. The following user roles have access to this report:  

• CGHRS  
• CGHRSUP  
• CGHRSVW  
• CGRSVISC  
• CGRSVMGR  
• CGSSCMD  
• Payroll Accounting Technician/Manager  

See the Reserve Orders Extract Report User Guide for the procedure to follow to run the report. 

 

July Government Travel Charge Card (CTCC) Newsletter 

The July issue of the Government Travel Charge Card (CTCC) Newsletter is available.  

In this issue:  

• Which fare to choose?  
• Prudent Traveler  
• Travel Order and ADTRAV  
• Close a GTCC Account  
• Good to Know  
• All About Applications  
• In the Spotlight  
• Application Status/Rejects  

http://www.uscg.mil/ppc/alspo
https://www.uscg.mil/announcements/ALCGPSC/088-16_ALCGPSC.txt
https://www.uscg.mil/announcements/ALCGPSC/088-16_ALCGPSC.txt
https://www.uscg.mil/directives/cim/1000-1999/CIM_1650_25E.pdf
https://www.uscg.mil/directives/cim/1000-1999/CIM_1650_25E.pdf
https://www.uscg.mil/directives/cim/1000-1999/CIM_1650_26.pdf
https://www.uscg.mil/directives/cim/1000-1999/CIM_1650_26.pdf
https://www.uscg.mil/ppc/guides/GP/SelfService/Command/Reserve%20Orders%20Extract%20Report.pdf
https://www.uscg.mil/ppc/guides/GP/SelfService/Command/Reserve%20Orders%20Extract%20Report.pdf
https://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/Newsletters/July_2016_GTCC_Newsletter.pdf
https://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/Newsletters/July_2016_GTCC_Newsletter.pdf
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CGHR: On the Radar Screen August 2016 

Welcome to the latest issue of CGHR: On the Radar Screen. You can access the newsletter when 
(and how) it's convenient for you - from work, from home, your smartphone, or your tablet. 
CGHR is your calendar for upcoming training and professional development events, as well as 
time-sensitive news.  

You can read CGHR in its entirety by going to 
http://www.uscg.mil/hq/cg1/cghr/2016/8.16.16.asp.  

If you have trouble accessing any of the newsletter links from your Coast Guard workstation, 
forward this email so you can read CGHR at home (or share with your family).  

In this issue, you will find:  

• On the Horizon  
• Articles and Resources  
• Tips and Tricks  
• Coast Guard All Hands and Compass Blogs  
• Recent Messages  
• CG SUPRT  
• Infographic  

Earlier issues of CGHR can be accessed at http://www.uscg.mil/hq/cg1/cghr/default.asp.  

 

Direct Access Competency Dictionary Update 

The Direct Access Competency Dictionary  (a spreadsheet which shows all authorized 
competency codes and descriptions) has been updated by Comdt (CG-1B-1).  

Changes made since last update (29 June 2016) are hi-lighted in blue text on the spreadsheet.  

• 2 Competency created  
• 2 Competencies removed  
• 9 Competency modified  

Also highlighted blue was a bulk change within the "Mapped to TMT" column that ensured the 
all competencies mapped to TMT are properly reflected in the dictionary (216 of these changes 
were made). They can be found by looking at the column "Change Date" and filtering for 
changes made on 7/29/16.  

http://www.uscg.mil/ppc/alspo
https://www.uscg.mil/hq/cg1/cghr/2016/8.16.16.asp
https://www.uscg.mil/hq/cg1/cghr/2016/8.16.16.asp
https://www.uscg.mil/hq/cg1/cghr/
https://www.uscg.mil/ppc/da/competencydictionary.xls
https://www.uscg.mil/ppc/da/competencydictionary.xls
https://www.uscg.mil/ppc/da/competencydictionary.xls
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Defense Travel Management Office Allowances and Regulations Update 

The Defense Travel Management Office has updated the following information for 01 September 
2016:  

OCONUS Non-Foreign and Foreign Per Diem Rates  
Overseas Housing Allowances (OHA)  
Overseas Cost of Living Allowances (COLA)  
Joint Travel Regulations (JTR) and Appendices  

To access this information, visit the DTMO Website. 

 

Reserve Early Retirement 
Written by Chip Chase, CG-131 

If you are a reservist, are you aware that you may qualify for retired pay before the age of 
60? Have you served 90 days or more on active duty in any fiscal year since January 28, 2008? If 
so, you may be eligible to receive your Reserve retirement pay before age 60. 

The 2008 National Defense Authorization Act (NDAA) included a provision to reduce the age at 
which a reservist may collect retired pay before age 60. The retirement age may be reduced by 
three months for every 90 cumulative days of qualifying active duty performed in a fiscal year 
after January 28, 2008. 

The 2015 NDAA amended this even further and reads “serves on such active duty or 
performs such active service in any fiscal year after January 28, 2008, or in any two consecutive 
fiscal years after September 30, 2014.'' This is great news. Now, for fiscal years 2015 and 
beyond, any short term qualifying active duty may be accumulated across two consecutive fiscal 
years to attribute to retired pay prior to age 60, eliminating the fiscal year barrier that may have 
hampered some of you earning reduced retirement age. 

Qualifying duty includes “Overseas Contingency Operations” (OCO) (10 United States 
Code (U.S.C.) §12302 or commonly referred to as “Title 10”), Active Duty for Operational 
Support (ADOS) (10 U.S.C. §12301(d)), and “med-hold” (10 U.S.C. §12301(h)) orders. Orders 
under 14 U.S.C. §712 authority in response to domestic incidents prior to December 31, 2011 do 
not qualify for Reserve Early Retirement. The Coast Guard successfully submitted a legislative 
change proposal to include active duty for domestic contingency response as qualifying duty for 
early retirement, and was subsequently amended but was not back dated. The total cumulative 
days, including other qualifying active duty, must be in 90 day increments, and the domestic 
response duty must have been performed after December 31, 2011. The effective date does 
include response to SUPER STORM SANDY, but unfortunately does not include recall in 
response to the DEEPWATER HORIZON oil spill. 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/alspo/default.asp#dtmoSep
http://www.defensetravel.dod.mil/Docs/perdiem/oc-pdr-chges.pdf
http://www.defensetravel.dod.mil/site/ohaCalc.cfm
http://www.defensetravel.dod.mil/Docs/perdiem/Current-COLA-Adjustments.pdf
http://www.defensetravel.dod.mil/site/changesjtr.cfm?ID=83
http://www.defensetravel.dod.mil/


http://www.uscg.mil/ppc/alspo   Issue 08/2016 August 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

 

8 

A reservist still may not be ordered to nor have their current orders extended beyond the 
original end date solely for the purpose of qualifying the member for retired pay. 

Some of you may not realize that you might already be eligible. You will not, however, 
be allowed to collect retired pay for periods of time when you were or are in a status that entitles 
you to collect other forms of pay or credit toward retirement. In other words, if you are still on 
active duty, in a Selected Reserve (SELRES) drilling status, or in an Individual Ready Reserve 
(IRR) status, you will have to request transfer to a retired status in order to begin collecting 
retired pay. If you are already in a retired awaiting pay (RET-2) status and you were eligible for 
Reserve Early Retirement you may request back pay within prescribed limits. 

If you believe that you are entitled to Reserve Early Retirement, depending on your current 
status (SELRES/IRR/ISL/ASL/RET-2), you will need to apply for retired pay to Commanding 
Officer (CG PPC-RAS) through the following processes: 

1) SELRES retirement eligible members complete a Reserve Retirement Transfer request 
through their chain of command with a requested retirement date to Commander (CG 
PSC-RPM) at ARL-PF-CGPSC-RPM-1-Status@uscg.mil 100 days before the requested 
retirement date. 

2) IRR/ISL/ASL members contact Commander (CG PSC-RPM-3) for assistance with 
completing the Reserve Retirement Transfer form at ARL-PF-CGPSC-RPM-3-
Query@uscg.mil. 

3) RET-2 members submit a Trouble Ticket to PPC at http://www.uscg.mil/ppc/ccb with a 
completed Reserve Retirement Transfer request requesting early retirement calculations. 
Those in a retired status who apply later than their eligibility date may receive pay 
retroactively to the date you were eligible, up to six years, as long as you were not in a 
pay status. 

When you begin collecting your Reserve Early Retired pay you are classified as a RET-1, 
“retired receiving pay.” You will qualify for a blue retired ID card; however, you will not be 
entitled to medical benefits until you actually reach age 60, which will be reflected on the back 
of the ID card. You may still be eligible for TRICARE Retired Reserve until you reach age 60. 

Examples: 

1. YN1 John Doe was on “Title 10” orders from 1 October 2010 to 30 September 2011, and 
then received ADOS orders from 1 October 2011 to 30 September 2012. YN1 Doe would be 
eligible to collect retired pay at age 58, as a result of serving 24 months of qualifying duty, 
instead of waiting until he reaches age 60. 

2. BMC Jane Doe was on “Title 10” orders from 1 February through 30 September 2011. BMC 
Doe would be eligible to collect retired pay 6 months prior to reaching age 60. 

http://www.uscg.mil/ppc/alspo
mailto:ARL-PF-CGPSC-RPM-1-Status@uscg.mil
mailto:ARL-PF-CGPSC-RPM-3-Query@uscg.mil
mailto:ARL-PF-CGPSC-RPM-3-Query@uscg.mil
http://www.uscg.mil/ppc/ccb
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3. ME2 George Bailey served on 14 U.S.C. §712 orders in response to a hurricane for 60 days 
from 1 March to 29 April 2011, and then served on short-term ADOS orders from 1 June to 
31 July 2011. ME2 Bailey would be eligible to collect retired pay 3 months prior to reaching 
age 60. 

4. MK3 Sam Austin served on ADOS from 1 August 2015 to 30 September 2016 and received 
another short term ADOS orders from 1October 2016 through 30 November 2016. Though 
MK3 Austin served 61 days on qualifying active duty in FY15 and 61 days of qualifying 
active duty in FY16, under the new rules he would qualify for 3 months of early retirement. 
The remaining qualifying days may be available to accumulate with any other qualifying 
active duty. 

FAQs: 

1.  Do we need to show a DD214 for every 90-days of qualifying active duty, or will a signed set 
of original orders suffice? 

A:  No, you will only need to provide additional proof of creditable time if you feel your SOCS 
computation, to include your qualifying duty toward Reserve Early Retirement, is in error. 

2.  Is it true that the active duty must encompass an entire 3 months from the beginning to end of 
a quarter, or are any 90-days eligible to earn retirement credit? 

A:  The qualifying active duty does not have to be consecutive, and may be a cumulative time of 
90, 180, 270, or 360 days within a fiscal year, and may cross two fiscal years for any qualifying 
duty served on or after October 1, 2014. 

3.  Once my Reserve Early Retirement time is calculated, will it show up on an LES or 
somewhere in Direct Access? 

A:  No, the final calculations are done at PPC-RAS when requesting retired pay and will not 
show on an LES, but should be reflected on the statement of creditable service (SOCS). Request a SOCS 
at least 1 year away from when you estimate you could retire early to confirm final eligible dates and total creditable 
points. 

  

http://www.uscg.mil/ppc/alspo
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Training Opportunity: SGLI Program Overview, 9/14/2016 
 
An Overview of the SGLI Program is being offered to all branches of service on Wednesday, 
September 14th at 2 p.m. Eastern.  The training will be done by phone, so no travel is involved.  
   
Who Should Attend?  
 
The session is designed for Branch of Service Casualty Officers, clerks and human resource staff 
who are new to their roles.  You are welcome to invite others who you think might benefit.    
   
What will it cover?  
 
Here are the topics we'll cover:  
 

• Program History  
• Servicemembers’ Group Life Insurance (SGLI)  
• Family Servicemembers’ Group Life Insurance (FSGLI)  
• Accelerated Benefit Option (ABO)  
• Servicemembers’ Group Life Insurance Traumatic Injury Protection Program (TSGLI)  
• Veterans’ Group Life Insurance (VGLI)  
• Payment Options  
• Q&A 

 
 
When and How to Register  
 
Date: Wednesday September 14, 2016  
Time: 2:00 - 3:00 PM Eastern Time  
Registration:  Email Wendy Eberle (wendy.eberle@prudential.com) by Monday 9/12  
 
The training material and dial in information will be provided to all registered participants by 
September 13.  
   
If you have additional questions about this training, please feel free to contact me for 
clarification.  
 
V/R,  
 
Wendy Eberle  
Prudential  
Office of Servicemembers' Group Life Insurance  
973-548-6681 
 

http://www.uscg.mil/ppc/alspo
mailto:wendy.eberle@prudential.com
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About the PPC Customer Newsletter:  An authorized publication, the PPC Customer 
Newsletter is published under the direction of the U.S. Coast Guard Pay & Personnel Center. 
Views and opinions expressed are not necessarily those of the Department of Homeland Security 
or the U.S. Coast Guard. The PPC Customer Newsletter shall not be considered an authority for 
any official action and is non-record material. The PPC Customer Newsletter is published 
quarterly. Articles are solicited from all readers.  

How to submit an article: Articles for the PPC Customer Newsletter may be submitted by e-
mail to the Procedures & Development branch e-mail address "PPC-PF-PD". All items approved 
for publication will immediately be posted on our SPO news web page.  

Publication schedule: The PPC Customer Newsletter is published monthly. Articles received 
prior to the last working day of the month will be included in the current issue. 

 
  

http://www.uscg.mil/ppc/alspo
mailto:PPC-pf-pd
http://www.uscg.mil/ppc/alspo/
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Defense Travel Management Office Allowances and 
Regulations Update 
The Defense Travel Management Office has updated the following information for 01 July 2016. 
To access this information, visit the DTMO Website. 

OCONUS Non-Foreign and Foreign Per Diem Rates  
Overseas Housing Allowances (OHA)  
Overseas Cost of Living Allowances (COLA)  
Joint Travel Regulations (JTR) and Appendices  

 

Direct Access Separation and Retention Processing 
Procedures Revised 
Direct Access (DA) 9.1 has changed the process for entering and approving separations. The 
procedures in E-Mail ALSPO message J/16 must be followed to properly enter and approve 
separation orders and retention documents/transactions. 

 

PPC Procedures and Development branch to Offer 
Specialized Virtual Sessions 
Now that the official launch of DA 9.1 has concluded and PPC Procedures and Development 
staff is back on the road, it is time to introduce another training option for personnel support 
staffs. As you are aware, there are resident Base training sessions being conducted through the 
end of fiscal year 2015. We realize that even though we have targeted a large population that 
some may not be able to attend. 
 
Virtual Training Requests: 
 
After everything that has been published and shared there still may be some specific areas that 
need guidance and attention. In order to continue to meet our customer service obligations, PPC 
Procedures and Development would like to extend the availability of specialized virtual sessions 
for anyone and everyone upon request. We are more than willing to customize a session for 
your office that meets specific training needs. Some examples of a request follows: 
 

• My SPO has attended all the virtual sessions and some of us even the resident offerings 
but we are still having trouble with _____________. 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/travel/default.asp#dtmoJul
http://www.uscg.mil/ppc/travel/default.asp#dtmoJul
http://www.defensetravel.dod.mil/
http://www.defensetravel.dod.mil/Docs/perdiem/oc-pdr-chges.pdf
http://www.defensetravel.dod.mil/site/ohaCalc.cfm
http://www.defensetravel.dod.mil/Docs/perdiem/Current-COLA-Adjustments.pdf
http://www.defensetravel.dod.mil/site/changesjtr.cfm?ID=83
https://www.uscg.mil/ppc/alspo/2016/ALSPOj16SeparationProcessingProcedures.pdf
https://www.uscg.mil/ppc/alspo/2016/ALSPOj16SeparationProcessingProcedures.pdf
https://www.uscg.mil/ppc/alspo/2016/ALSPOj16SeparationProcessingProcedures.pdf
https://www.uscg.mil/ppc/pd.asp
https://www.uscg.mil/ppc/pd.asp
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• We are an ADMIN unit and have discovered that many of the topics available are really 
targeted at the SPO. We need further guidance and instruction on ______________. 

• We handle all Reserve records and deal mainly with the ISC/DXR and SPO but are still 
seeking answers in processing _____________. 

• We have been dealing with a lot of Self Service issues from the field regarding pay 
errors. How does our office counsel the members on ___________. 

• There have been so many changes to both procedure and policy, how do we know what 
process to follow and where do we find _______________. 

 
How to Request a Specialized Office Session: 
 
If any of the examples apply to your office or there are other areas you want to explore please 
send an email detailing the request to: 
 
Karen.S.Emmot@uscg.mil or call 785-339-2225.  
David.Cota@uscg.mil or call 785-339-2252. 
 
All sessions will be customized to meet your needs and will be held via Adobe Connect with live 
teleconferencing to elaborate on discussion, hear firsthand your obstacles, and share solutions 
with everyone. All requests are first come first served and will require flexibility on dates and 
times due to limited staffing of Procedures and Development. 
 
Thank you for all you do! We are here to help always and look forward to serving your needs! 
 
Respectfully, 
Karen S. Emmot  
Supervisor Training Specialist  
Procedures and Development  
Pay and Personnel Center 
 
  

http://www.uscg.mil/ppc/alspo
mailto:karen.s.emmot@uscg.mil
mailto:david.cota@uscg.mil


http://www.uscg.mil/ppc/alspo   Issue 07/2016 July 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

4 

CG Travel Management Center (ADTRAV) REZDESK 
Login Screen Changes 
ADTRAV has provided a new website address that provides an updated Login Screen to include 
information specific to USCG travelers and users. An information panel with USCG specific 
login information has been added to the login form along with updated labels for the user name 
text box and custom placeholder labels to more easily inform the user as to what information to 
include and in what format. 

Please update any saved website favorites/links for the ADTRAV RezDesk site that you may 
have to -https://uscg.rezdesk.com. 

This information has also been updated on the GTCC website. 

 

November 2016 SWE Eligibility Requirements and SWE 
Announcement Message 
Below are the subject rating requirements for the November SWE and SWE Announcement 
Message. 

• ALCGENL 110/16; November 2016 Reserve Servicewide Examination (SWE) 
Competition 

• Eligibility Criteria for the November 2016 SWE  

 

Thrift Savings Plan Mailing Address Now Required 
A new address type has been added to Direct Access. All Thrift Savings Plan (TSP) participants 
must add a TSP mailing address to the system. The address must be added before you can enroll 
in the TSP, or if already participating, before you can change any contributions. The TSP mailing 
address may be the same as your home and/or mailing address. However, the address line 
(number and street for example) cannot exceed 25 characters. See the Thrift Savings Plan 
Mailing Address topic in the DA Knowledge Base to learn how to add the TSP mailing 
address to your profile. 
  

http://www.uscg.mil/ppc/alspo
https://www.uscg.mil/psc/bops/govtrvl/TMC/ADTRAV/default_ADTRAV.asp#REZDESK
https://www.uscg.mil/psc/bops/govtrvl/TMC/ADTRAV/default_ADTRAV.asp#REZDESK
https://www.uscg.mil/psc/bops/govtrvl/TMC/ADTRAV/default_ADTRAV.asp#REZDESK
http://www.uscg.mil/ppc/adv.asp#nov16
http://www.uscg.mil/ppc/adv.asp#nov16
https://www.uscg.mil/announcements/alcgenl/110-16_ALCGENL.txt
https://www.uscg.mil/announcements/alcgenl/110-16_ALCGENL.txt
https://www.uscg.mil/ppc/adv/EligibilityCriteriaNOV16SWE.pdf
https://www.uscg.mil/ppc/gp/SSmbr/ssmbraddresschange.htm#TSPaddress
https://www.uscg.mil/ppc/gp/SSmbr/ssmbraddresschange.htm#TSPaddress
https://www.uscg.mil/ppc/gp/SSmbr/ssmbraddresschange.htm#TSPaddress
https://www.uscg.mil/ppc/adv/EligibilityCriteriaNOV16SWE.pdf


http://www.uscg.mil/ppc/alspo   Issue 07/2016 July 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

5 

May 2016 Servicewide Exam Advancement Eligibility List 
The Advancement Eligibility list for those who participated in the May 2016 Servicewide Exam 
(SWE) has been posted on PPC ADV's CG Portal Page. You can access the list and exam 
statistics using the following links: 

May 2016 SWE List (PDF)  
May 2016 SWE Statistical Summary (PDF) 

Be sure to select your "email" certificate when logging on the CG Portal. 

 

Procedure for Submitting PPC Customer Care Trouble 
Tickets 
Effective 10 June 2016, per U. S. Coast Guard Internet content policy, our web-based trouble 
ticket form will be removed from our Customer Care web page.  

We have created a new template for submitting trouble tickets to PPC via e-mail. It works like 
this:  

1. Open the MS word template at http://cglink.uscg.mil/PPCticket (CG Portal access required).  
 
Note: If you cannot access the CGPortal you can still contact us by telephone (866-772-8724) or 
by email to PPC-DG-CustomerCare@uscg.mil.  
 
2. You will be prompted to open or save the file. Choose "Open"  
3. MS word will open with the template form. You may see a security warning at the top of 
the window. If so, click "Options" and then click "Enable this content"and"OK"as shown in the 
image below.  

 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/adv.asp#may16
https://cg.portal.uscg.mil/units/ppc/SitePages/Advancements%20and%20Evaluations%20Branch.aspx
https://cg.portal.uscg.mil/units/ppc/Enlisted%20Advancement%20Lists/May%202016%20Musician%20Advancement%20Eligibility%20List.pdf
https://cg.portal.uscg.mil/units/ppc/Enlisted%20Advancement%20Lists/May16Stats.pdf
http://www.uscg.mil/ppc/ccb
http://www.uscg.mil/ppc/ccb
http://www.uscg.mil/ppc/ccb
http://cglink.uscg.mil/PPCticket
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4. Fill out the ticket as you have filled out the web ticket in the past.  
5. Click the "Submit" button.  
6. Review the information in the warning message (show below) and click "OK"  

 
7. If you have MS Outlook open, the icon in the task bar will blink. Click it and you will see you 
have a new message in draft form.  

 
8. Open the draft message by clicking on the icon in the task bar. The message is addressed to 
PSC-bpam@uscg.mil this is the correct address for our tracking system. Do not change it.  
9. You can add attachments if desired. Do not make any other changes to the message.  
10. Click "Send" and cancel the spell check.  
11. Click "Yes" when prompted to send the message.  
12. Your ticket will be loaded into our tracking system. You may close the MS word document. 
A copy of the message is available in your "sent items" folder in Outlook. 

 
  

http://www.uscg.mil/ppc/alspo
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PSC Transfer Season 2016 - Don't Leave Your User Account 
Behind 
The 2016 Transfer Season is in full swing, and similar to years past, an automated method is 
being used to move CGOne Standard User accounts from one unit to another. This process, 
which reconfigures user accounts for use at a new location, does not move user data (such as 
files maintained on local C4IT resources) but does archive them for a specific time. Because of 
this, transferring personnel are responsible for performing a number of tasks on their own before 
departing their unit. More information about end user responsibilities to ensure a smooth and 
successful transfer of IT resources is on the Transfer Tech Tips site.  

The automated portion of a PCS Transfer is triggered by the transferring member submitting a 
CGFIXIT ticket at least two weeks before departing their unit. Once a ticket is submitted, the 
User Transfer Service (UTS) system completes the account transfer process. If a ticket is not 
submitted in CGFIXIT before departing your old unit, you will experience delays at your new 
unit.  

Effective and successful transfers are an essential part of Coast Guard operations and affect 
every member at some point in their career. The Transfer Season team is consistently finding 
ways to simplify and improve the technical portion of this important process. After you arrive at 
your new unit, you might receive an email with a survey about the technical portion of your 
transfer experience. You are encouraged to participate and share your candid feedback so that 
future transfer seasons may be improved.  

 

Adobe Acrobat PDF Files Do Not Open (Payslips, Tax 
Statements, etc.) in Direct Access 
Sometimes, when you attempt to open a link from Direct Access to a file in Adobe Acrobat 
(PDF) file format a window will open with just a letter "X". This can be caused by the internet 
browser's security settings. Here's a workaround which will allow you to open the file directly in 
Adobe Acrobat reader. This bypasses the browser's security settings and should only be used on 
trusted sites. Follow these steps to open a file in Adobe Acrobat reader: 

1. Once you are signed into DA, go to open a pay slip or any other document that need to open as 
a PDF.  When the new window opens showing the "X" block in the corner of the screen, 

http://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/units/c4itsc/FSD/SitePages/PCS-Account-Transfer.aspx
https://cg.portal.uscg.mil/units/c4itsc/FSD/SitePages/PCS-Account-Transfer.aspx
https://cg.portal.uscg.mil/units/c4itsc/FSD/SitePages/PCS-Account-Transfer.aspx
https://www.uscg.mil/ppc/faqs.asp#pdf
https://www.uscg.mil/ppc/faqs.asp#pdf
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2. Go to the browser address block and copy the address 

 

3. Open Adobe Acrobat (from the shortcut on the desktop or the start menu link) 

 

4. From within Adobe Acrobat, go to File and chose Open. 

 

5. A new window will appear, paste the address that you copied into the File Name block on the 
bottom. 

 

6. Click the Open button. The file will open in Adobe Acrobat. 

  

http://www.uscg.mil/ppc/alspo
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Manic Monday Mayhem 

PPC Procedures & Development proudly presents a monthly virtual extravaganza bringing 
the latest known issues, review of newly released information, best practices for the coming 
month, and Q&A no holds barred!  

NO REGISTRATION REQUIRED 
1300 Central Standard Time 

60 minute session  

Link >>>>https://dhsconnect.connectsolutions.com/manicmonday/<<<< Link  

 

August, 29, 2016 
September 26, 2016 
October 24, 2016 
November 28, 2016 
December 19, 2016 

  

Here are the recordings, slides, questions, and answers from our previous 2016 "Manic Mondays" discussion 
sessions. Be sure to join us on 25 July for our next session:  

• 25 January 2016  
• 29 February 2016  

o Video Recording  
• 28 March  

o Video Recording  
• 25 April   

o Video Recording  
• 23 May  

o Video Recording  
• 27 June  

o Video Recording  
• 25 July (PDF) 

o Video Recording 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/pd.asp
https://dhsconnect.connectsolutions.com/manicmonday/
https://www.uscg.mil/ppc/training/2016Mondays/JanuaryQandA.pdf
https://www.uscg.mil/ppc/training/2016Mondays/FebruaryQandA.pdf
https://dhsconnect.connectsolutions.com/p1afq619mf4/
https://www.uscg.mil/ppc/training/2016Mondays/MarchQandA.pdf
https://dhsconnect.connectsolutions.com/p1l2k0aurt4/
https://www.uscg.mil/ppc/training/2016Mondays/AprilQandA.pdf
https://dhsconnect.connectsolutions.com/p7lnhkd4xve/
https://www.uscg.mil/ppc/training/2016Mondays/MayQandA.pdf
https://dhsconnect.connectsolutions.com/p2vi8n2zdri/
https://www.uscg.mil/ppc/training/2016Mondays/JuneQandA.pdf
https://dhsconnect.connectsolutions.com/p6y99nmuhtj/
https://www.uscg.mil/ppc/training/2016Mondays/JulyQandA.pdf
https://dhsconnect.connectsolutions.com/p7c2y1g9vb6/
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About the PPC Customer Newsletter:  An authorized publication, the PPC Customer 
Newsletter is published under the direction of the U.S. Coast Guard Pay & Personnel Center. 
Views and opinions expressed are not necessarily those of the Department of Homeland Security 
or the U.S. Coast Guard. The PPC Customer Newsletter shall not be considered an authority for 
any official action and is non-record material. The PPC Customer Newsletter is published 
quarterly. Articles are solicited from all readers.  

How to submit an article: Articles for the PPC Customer Newsletter may be submitted by e-
mail to the Procedures & Development branch e-mail address "PPC-PF-PD". All items approved 
for publication will immediately be posted on our SPO news web page.  

Publication schedule: The PPC Customer Newsletter is published monthly. Articles received 
prior to the last working day of the month will be included in the current issue. 

  

http://www.uscg.mil/ppc/alspo
mailto:PPC-pf-pd
http://www.uscg.mil/ppc/alspo/
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Updates To The Temporary Separation Program 
Are you considering separating from the Coast Guard but not sure if you want to take a one-way 
ticket to civilian life? Well, you don't have to!  

Service members can request a temporary separation, also known as TEMPSEP, to keep one foot 
in the organization while exploring life in the civilian world. The program enables you to leave 
active duty service for anywhere between six months and two years, effectively putting your 
military career on hold until you choose to re-join the ranks.  

ALCOAST 241/16 announces a major overhaul of the TEMPSEP program. As one of the 31 
initiatives of the Human Capital Strategy, the previous TEMPSEP policy has been updated and is 
now its own manual, COMDTINST M1040.6 (series).  

Read more about the updated policy at Coast Guard All Hands.  

 

Direct Access Competency Dictionary Update 

The Direct Access Competency Dictionary  (a spreadsheet which shows all authorized 
competency codes and descriptions) has been updated by COMDT (CG-1B-1).  

Changes made since last update (10 February 2016) are hi-lighted in blue text on the spreadsheet.  

• 12 Competency Created  
• 2 Competencies Removed  
• 10 Competency Modified  

Also not highlighted was a bulk change within the "Category" column that ensured the 
uniformity of nomenclature (Knowledge, Skill, Ability, Other). 

 

SPO Disestablishment 
Sector Lake Michigan's SPO (007855) has been disestablished in DA. All records previously 
serviced by Sector Lake Michigan's SPO have been moved to Base Cleveland SPO (042191). 

 
  

http://www.uscg.mil/ppc/alspo
http://allhands.coastguard.dodlive.mil/2016/06/24/human-capital-strategy-updates-to-the-temporary-separation-program/
http://www.uscg.mil/announcements/alcoast/241-16_ALCOAST.txt
http://www.uscg.mil./directives/CIM/1000-19999/CIM_1040_6.pdf
http://allhands.coastguard.dodlive.mil/2016/06/24/human-capital-strategy-updates-to-the-temporary-separation-program/
http://www.uscg.mil/ppc/da/competencydictionary.xls
http://www.uscg.mil/ppc/da/competencydictionary.xls
http://www.uscg.mil/ppc/alspo/default.asp#007855
http://www.uscg.mil/ppc/da/competencydictionary.xls
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June End-Month Payroll Processing Complete 
"Payslips" for 1 July payday are available in Direct Access. Report any discrepancies through the 
P&A Office (Admin) to the SPO. If SPOs cannot address or need assistance, the SPO will submit 
trouble ticket. Payslips can be accessed via the Self-Service "View" menu. Refer to this guide for 
an overview of the new payslip.  

The End-Month June pay date is 1 July 2016. Paydays are the 1st (end of month (EOM)) and the 
15th (Mid-Month) of each month, or the business day preceding the 1st or the 15th if either 
should fall on a federal holiday, Saturday or Sunday. Members should not set up automated 
payments or assume funds will be available prior to published paydays. Members should verify 
with their financial institutions as to the actual time funds are available to their account. See 
When is Payday? for more information.  

Note: Please see this Frequently Asked Question (FAQ) entry if you have any difficulty opening 
your payslip or other files in Adobe Acrobat (PDF) file format from within Direct Access. 

 

July Enlisted Advancements 
ALCGENL message 100/16 lists enlisted advancements authorized on 1 July 2016. In addition to 
the message, a spreadsheet is available which also shows the member's unit:  

EPAA0716.xls (CGPortal Link)  

ALCGRSV message 027/16 lists enlisted reserve advancements authorized on 1 July 2016. In 
addition to the message, a spreadsheet is available which also shows the member's unit:  

ERAA0716.xls (CGPortal Link) 

 

Defense Travel Management Office Allowances and 
Regulations Update 
The Defense Travel Management Office has updated the following information for 01 February 
2016. To access this information, visit the DTMO Website. 

OCONUS Non-Foreign and Foreign Per Diem Rates  
Overseas Housing Allowances (OHA)  
Overseas Cost of Living Allowances (COLA)  
Joint Travel Regulations (JTR) and Appendices  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/alspo/default.asp#Endjune
https://portal.direct-access.us/psp/EPPRD/EMPLOYEE/HRMS/c/CG_HRMS_EXT_(GBL).CG_GP_SS_AD_PSLP.GBL?PORTALPARAM_PTCNAV=CG_GP_SS_AD_PSLP_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=USCG_SELF_SERVIVE_FOLDER_USE&EOPP.SCLabel=View&EOPP.SCFName=CGROLE_EMPLOYEEINQRE&EOPP.SCSecondary=true&EOPP.SCPTcname=PT_PTPP_SCFNAV_BASEPAGE_SCR&FolderPath=PORTAL_ROOT_OBJECT.CG_SELF_SERVICE.CG_ROLE_EMPLOYEE.CGROLE_EMPLOYEEINQRE.CG_GP_SS_AD_PSLP_GBL&IsFolder=false
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
http://www.uscg.mil/ppc/faqs.asp#payday
http://www.uscg.mil/ppc/faqs.asp#pdf
http://www.uscg.mil/ppc/adv.asp#epaaeraa
http://www.uscg.mil/announcements/alcgenl/100-16_ALCGENL.txt
https://cg.portal.uscg.mil/units/ppc/Enlisted%20Personnel%20Advancement%20Announcements/EPAA0716.xls
http://www.uscg.mil/announcements/alcgrsv/027-16_ALCGRSV.txt
https://cg.portal.uscg.mil/units/ppc/Enlisted%20Reserve%20Advancement%20Announcements/ERAA0716.xls
http://www.uscg.mil/ppc/travel/default.asp#dtmoJul
http://www.uscg.mil/ppc/travel/default.asp#dtmoJul
http://www.defensetravel.dod.mil/
http://www.defensetravel.dod.mil/Docs/perdiem/oc-pdr-chges.pdf
http://www.defensetravel.dod.mil/site/ohaCalc.cfm
http://www.defensetravel.dod.mil/Docs/perdiem/Current-COLA-Adjustments.pdf
http://www.defensetravel.dod.mil/site/changesjtr.cfm?ID=83
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E-Mail ALSPO F/16; Electronic based Distributed Learning 
(EBDL) Courses 
E-Mail ALSPO message F/16 promulgates an update to the Personnel and Pay Procedures 
Manual, PPCINST M1000.2 (series). The message provides procedures to report completion of 
Electronic Based Distributed Learning (EBDL) Courses for Reserve Component members who 
complete eligible non-Coast Guard correspondence courses.  

E-Mail ALSPO F/16; Electronic based Distributed Learning (EBDL) Courses .  

 

SPO Alignment Changes 
SPO at Air Station Borinquen, PR closed:  

AIRSTA Borinquen SPO (000012) has been disestablished and all records previously serviced 
have been moved to Base Miami Beach (041675).  

SPO Records Shift for Some San Diego Area Units (Not All)  

The below departments have been moved from Sector San Diego SPO (007213) to Base LA/LB 
SPO (042632). Sector San Diego is still a SPO, only the following records have shifted to Base 
LA/LB. Check the SPO Relationship Report (Hosted on the CGPortal) for a list of Department 
IDs they maintain responsibility for.  

Dept ID Description 
046730 MSST SD ARMORY DIV 
046729 MSST SD INTEL/COMMS DEPT 
046728 MSST SD MEDICAL DIV 
046727 MSST SD SUPPLY/FINANCE DIV 
046726 MSST SD ADMIN DIV 
046725 MSST SD DIRECT ACTION DIV 
046724 MSST SD PRECISION MARKSMAN DIV 
046723 MSST SD CBRNE DIV 
046722 MSST SD TACT DELIVERY TEAM DIV 
046617 OL-ATO SW SAN DIEGO-SEA PAY CA 
044750 TACLET PACAREA LEDET 110 
007038 MSST SAN DIEGO (91109) 
009199 REGIONAL DIVE LOCKER WEST 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/alspo/2016/EBDLCoursesALSPOF16.pdf
http://www.uscg.mil/ppc/alspo/2016/EBDLCoursesALSPOF16.pdf
http://www.uscg.mil/ppc/alspo/2016/EBDLCoursesALSPOF16.pdf
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx#report
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx#report
http://www.uscg.mil/ppc/alspo/2016/EBDLCoursesALSPOF16.pdf
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Dept ID Description 
038414 TACLET PACAREA OPERATIONS DEPT 
038415 TACLET PACAREA TRAINING DEPT 
038416 TACLET PACAREA LOGISTICS DEPT 
038417 TACLET PACAREA LEDET 101 
038418 TACLET PACAREA LEDET 102 
038419 TACLET PACAREA LEDET 103 
038420 TACLET PACAREA LEDET 104 
038421 TACLET PACAREA LEDET 105 
038424 TACLET PACAREA LEDET 106 
038425 TACLET PACAREA LEDET 107 
038426 TACLET PACAREA LEDET 108 
038427 TACLET PACAREA LEDET 109 
038584 MSST SD COMMAND STAFF 
038585 MSST SD CURRENT OPS DEPT 
038587 MSST SD ENGINEERING DIV 
038589 MSST SD WSS 
038590 MSST SD WHETSTONE DIV 
043793 DD-MSST SD-SMT DET 

 

How to Request a Presidential Letter of Appreciation for 
Members Retiring With 30 or More Years of Service 
Per COMDTINST 1800.6A - Presidential Recognition on Retirement from the Coast Guard, 
service Members who retire with at least 30 years of military service shall receive a standard 
letter of appreciation upon retirement, prepared by the White House and signed by the President 
of the United States.  

To request a letter for a member at your unit, complete and sign the the memo template - 
Presidential 30 YR Request Memo - from Enclosure (4) of the Personnel and Pay Procedures 
Manual, PPCINST M1000.2(series) and send it via email to PSC (OPM-1/EPM-1/or RPM-1) 
with a copy of the DA Retirement Authorization. You must allow at least 90 days for processing.  

  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/ras/CertificateRequest.asp#30
http://www.uscg.mil/ppc/ras/CertificateRequest.asp#30
http://www.uscg.mil/directives/ci/1000-1999/CI_1800_6A.pdf
http://www.uscg.mil/ppc/pppm/encl04.doc
http://www.uscg.mil/ppc/pppm/encl04.doc
http://www.uscg.mil/ppc/pppm/encl04.doc
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Requests MUST be sent to the appropriate PSC email addresses for processing:  

If Email Memo to 
Active Duty Officer ARL-PF-CGPSC-OPM-1-Separations@uscg.mil 
Active Duty Enlisted ARL-PF-CGPSC-EPM-1-Retirements@uscg.mil 
Reserve Officer or Enlisted ARL-PF-CGPSC-RPM-Query@uscg.mil 

 

How to Request Active Duty Retirement Certificates 
Per U. S. Coast Guard Internet content policy, the web-based form for requesting Active Duty 
Retirement Certificates has been removed from PPC's Retiree and Annuitant Services (RAS) 
Branch web page.  

The form has been replaced with a memo template. Retirement certificates for active duty 
members are not automatically sent by PPC (RAS). Certificates must be requested, at least 60 
days in advance of the retirement ceremony date, by the member's unit via memo to PPC (RAS). 
Submit memo requests via e-mail to PPC-DG-CERT@uscg.mil.  

Please fill out the following memo to order retirement certificates. A PPC representative will 
review the information, print the certificates, and mail to the address provided as soon as 
possible.  

If you are a Reservists transferring into a RET-2 status or if you are a drilling reservists reaching 
age 60, your certificates will be sent to you automatically based on your Reserve Retirement 
Transfer Request (CG-2055A).  

Please submit requests for certificates to PPC-ras in memo format.  
Here is a template showing all the information we need to process the request.  
Submit memo requests via e-mail to PPC-DG-CERT@uscg.mil.  

The following information is required for all retirement certificate requests: 

a. Is this request for replacement 
certificates? 

Yes/No  
If yes, explain. 

b. Member's full name: First Middle Last 

c. Member's gender: Male / Female 

d. Member's employee ID number: 1234567 

e. Member's Rate/Rank: Yeoman First Class / Lieutenant 
Commander 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/ras/CertificateRequest.asp
http://www.uscg.mil/ppc/ras/RetirementCertificateRequestMemoFormat.docx
http://www.uscg.mil/forms/cg/CG_2055A.pdf
http://www.uscg.mil/forms/cg/CG_2055A.pdf
http://www.uscg.mil/ppc/ras/RetirementCertificateRequestMemoFormat.docx
http://www.uscg.mil/ppc/ras/RetirementCertificateRequestMemoFormat.docx
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f. Member's branch of service:  Active Duty /Reserve 

g. Member's marital status: Married / Single  

h. Spouse's Name:   If married – First MI Last 

i. Spouse's Gender: If married – Male /Female 

j. Relationship:  If married – Husband / Wife / Spouse 

k. Date of retirement ceremony:  Enter date. Submit at least 60 days prior to 
this date. 

l. Retirement date: Enter date. 

m. Retiree's total years in service: Enter total years of service 

n Active Duty Base Date (ADBD) Enter Date. 

o. Unit name: Name of unit 

p. Unit mailing address: Full mailing address 
Including  
City, State, and zip code. 

q. Unit point of contact (POC) 
name: 

Enter the name of the POC 

r. POC rank/rate/title: Enter the POC's title 

s. POC daytime telephone number: Enter the POC's phone number with area 
code. 

t. POC e-mail address: First.m.last@uscg.mil 

u. Permanent Disability:  Yes / No.  

v. Comments/Requests:  Enter any additional information.  

REMINDERS  

The Pay and Personnel Retiree and Annuitant Services Branch no longer pre-mails active duty 
retirement certificates. Retirement certificates must be requested by the member's unit using this 
memo template. The unit must submit the certificate request memo at least 60 days prior to the 
date planned for the member's retirement ceremony.  

• PPC (RAS) issues three types of certificates: Retirement, Spousal Appreciation and 
Presidential. We do NOT issue certificates to significant others, children or pets. 
Children's certificates are processed at the unit level.  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/ras/RetirementCertificateRequestMemoFormat.docx


http://www.uscg.mil/ppc/alspo   Issue 06/2016 June 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

8 

• The information on the Direct Access/Global Pay database is what is used to populate the 
names on the certificates. PPC-RAS cannot deviate from this for nicknames or AKA 
situations.  

• Certificate request will be accepted for member's with APPROVED SEPARATION 
AUTHORIZATIONS vice APPROVED ORDERS. 

For information on the Presidential Letter of Appreciation - 30 Years go to the PSC website 
www.uscg.mil/epm/epm1/Retiredefault.asp 
This is not a service provided by PPC (RAS). 

 

New Procedure for Submitting PPC Customer Care Trouble 
Tickets 
Effective 10 June 2016, per U. S. Coast Guard Internet content policy, our web-based trouble 
ticket form will be removed from our Customer Care web page.  

We have created a new template for submitting trouble tickets to PPC via e-mail. It works like 
this:  

1. Open the MS word template at http://cglink.uscg.mil/PPCticket (CG Portal access required).  
 
Note: If you cannot access the CGPortal you can still contact us by telephone (866-772-8724) or 
by email to PPC-DG-CustomerCare@uscg.mil.  
 
2. You will be prompted to open or save the file. Choose "Open"  
3. MS word will open with the template form. You may see a security warning at the top of 
the window. If so, click "Options" and then click "Enable this content"and"OK"as shown in the 
image below.  

 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/epm/epm1/Retiredefault.asp
http://www.uscg.mil/ppc/ccb
http://www.uscg.mil/ppc/ccb
http://www.uscg.mil/ppc/ccb
http://cglink.uscg.mil/PPCticket
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4. Fill out the ticket as you have filled out the web ticket in the past.  
5. Click the "Submit" button.  
6. Review the information in the warning message (show below) and click "OK"  

 
7. If you have MS Outlook open, the icon in the task bar will blink. Click it and you will see you 
have a new message in draft form.  

 
8. Open the draft message by clicking on the icon in the task bar. The message is addressed to 
PSC-bpam@uscg.mil this is the correct address for our tracking system. Do not change it.  
9. You can add attachments if desired. Do not make any other changes to the message.  
10. Click "Send" and cancel the spell check.  
11. Click "Yes" when prompted to send the message.  
12. Your ticket will be loaded into our tracking system. You may close the MS word document. 
A copy of the message is available in your "sent items" folder in Outlook. 

 
  

http://www.uscg.mil/ppc/alspo


http://www.uscg.mil/ppc/alspo   Issue 06/2016 June 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

10 

May 2016 Government Travel Charge Card Bulletin 

The latest issue of the Government Travel Charge Card (CTCC) Bulletin  is available.  

In this issue:  

• Reporting Delinquencies  
• PCS and GTCC  
• Hurricanes and Limits  
• Good to Know  
• Travel Order Requirements  
• ADTRAV Lodging Fees  
• Conference-Tuition Fees  
• In The Spotlight  
• Premium Class Travel  

 

CGHR: On the Radar Screen June 2016 
Welcome to the latest issue of CGHR: On the Radar Screen. You can access the newsletter when 
(and how) it's convenient for you - from work, from home, your smartphone, or your tablet. 
CGHR is your calendar for upcoming training and professional development events, as well as 
time-sensitive news.  

You can read CGHR in its entirety by going to 
http://www.uscg.mil/hq/cg1/cghr/2016/6.7.16.asp.  

If you have trouble accessing any of the newsletter links from your Coast Guard workstation, 
forward this email so you can read CGHR at home (or share with your family).  

In this issue, you will find: 

• On the Horizon  
• Articles and Resources  
• Tips and Tricks  
• Coast Guard All Hands and Compass Blogs  
• Recent Messages  
• CG SUPRT  
• Infographic  

Earlier issues of CGHR can be accessed at http://www.uscg.mil/hq/cg1/cghr/default.asp.  

 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/Newsletters/May_2016_GTCC_Newsletter.pdf
http://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/Newsletters/May_2016_GTCC_Newsletter.pdf
http://www.uscg.mil/hq/cg1/cghr/2016/6.7.16.asp
http://www.uscg.mil/hq/cg1/cghr/2016/6.7.16.asp
http://www.uscg.mil/hq/cg1/cghr/
http://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/Newsletters/May_2016_GTCC_Newsletter.pdf
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PSC Transfer Season 2016 - Don't Leave Your User Account 
Behind 
The 2016 Transfer Season is in full swing, and similar to years past, an automated method is 
being used to move CGOne Standard User accounts from one unit to another. This process, 
which reconfigures user accounts for use at a new location, does not move user data (such as 
files maintained on local C4IT resources) but does archive them for a specific time. Because of 
this, transferring personnel are responsible for performing a number of tasks on their own before 
departing their unit. More information about end user responsibilities to ensure a smooth and 
successful transfer of IT resources is on the Transfer Tech Tips site.  

The automated portion of a PCS Transfer is triggered by the transferring member submitting a 
CGFIXIT ticket at least two weeks before departing their unit. Once a ticket is submitted, the 
User Transfer Service (UTS) system completes the account transfer process. If a ticket is not 
submitted in CGFIXIT before departing your old unit, you will experience delays at your new 
unit.  

Effective and successful transfers are an essential part of Coast Guard operations and affect 
every member at some point in their career. The Transfer Season team is consistently finding 
ways to simplify and improve the technical portion of this important process. After you arrive at 
your new unit, you might receive an email with a survey about the technical portion of your 
transfer experience. You are encouraged to participate and share your candid feedback so that 
future transfer seasons may be improved.  

 

Adobe Acrobat PDF Files Do Not Open (Payslips, Tax 
Statements, etc.) in Direct Access 
Sometimes, when you attempt to open a link from Direct Access to a file in Adobe Acrobat 
(PDF) file format a window will open with just a letter "X". This can be caused by the internet 
browser's security settings. Here's a workaround which will allow you to open the file directly in 
Adobe Acrobat reader. This bypasses the browser's security settings and should only be used on 
trusted sites. Follow these steps to open a file in Adobe Acrobat reader: 

1. Once you are signed into DA, go to open a pay slip or any other document that need to open as 
a PDF.  When the new window opens showing the "X" block in the corner of the screen, 

http://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/units/c4itsc/FSD/SitePages/PCS-Account-Transfer.aspx
https://cg.portal.uscg.mil/units/c4itsc/FSD/SitePages/PCS-Account-Transfer.aspx
https://cg.portal.uscg.mil/units/c4itsc/FSD/SitePages/PCS-Account-Transfer.aspx
https://www.uscg.mil/ppc/faqs.asp#pdf
https://www.uscg.mil/ppc/faqs.asp#pdf
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2. Go to the browser address block and copy the address 

 

3. Open Adobe Acrobat (from the shortcut on the desktop or the start menu link) 

 

4. From within Adobe Acrobat, go to File and chose Open. 

 

5. A new window will appear, paste the address that you copied into the File Name block on the 
bottom. 

 

6. Click the Open button. The file will open in Adobe Acrobat. 

  

http://www.uscg.mil/ppc/alspo
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Manic Monday Mayhem 

PPC Procedures & Development proudly presents a monthly virtual extravaganza bringing 
the latest known issues, review of newly released information, best practices for the coming 
month, and Q&A no holds barred!  

NO REGISTRATION REQUIRED 
1300 Central Standard Time 

60 minute session  

Link >>>>https://dhsconnect.connectsolutions.com/manicmonday/<<<< Link  

 

July 25, 2016 
August, 29, 2016 
September 26, 2016 
October 24, 2016 
November 28, 2016 
December 19, 2016 

  

Here are the recordings, slides, questions, and answers from our previous 2016 "Manic Mondays" discussion 
sessions. Be sure to join us on 25 July for our next session:  

• 25 January 2016  
• 29 February 2016  

o Video Recording  
• 28 March  

o Video Recording  
• 25 April   

o Video Recording  
• 23 May  

o Video Recording  
• 27 June  

o Video Recording  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/pd.asp
https://dhsconnect.connectsolutions.com/manicmonday/
https://www.uscg.mil/ppc/training/2016Mondays/JanuaryQandA.pdf
https://www.uscg.mil/ppc/training/2016Mondays/FebruaryQandA.pdf
https://dhsconnect.connectsolutions.com/p1afq619mf4/
https://www.uscg.mil/ppc/training/2016Mondays/MarchQandA.pdf
https://dhsconnect.connectsolutions.com/p1l2k0aurt4/
https://www.uscg.mil/ppc/training/2016Mondays/AprilQandA.pdf
https://dhsconnect.connectsolutions.com/p7lnhkd4xve/
https://www.uscg.mil/ppc/training/2016Mondays/MayQandA.pdf
https://dhsconnect.connectsolutions.com/p2vi8n2zdri/
https://www.uscg.mil/ppc/training/2016Mondays/JuneQandA.pdf
https://dhsconnect.connectsolutions.com/p6y99nmuhtj/
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New Procedure for Submitting PPC Customer Care Trouble 
Tickets 

The Web-based trouble ticket at http://www.uscg.mil/ppc/ccb will be removed on 10 June 2016. 
We have created a new template for submitting trouble tickets to PPC via e-mail. It works like 
this: 
 
1. Open the MS word template at http://cglink.uscg.mil/PPCticket 
  
2. You will be prompted to open or save the file. Choose "Open" 
  
3. MS word will open with the template form. You may see a security warning at the top of 
the window. If so, click "Options" and then click "Enable this content" and "OK" as shown in 
the image below. 

 
4. Fill out the ticket as you have filled out the web ticket in the past. 
  
5. Click the "Submit" button 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/ccb
http://cglink.uscg.mil/PPCticket
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6. Review the information in the warning message (show below) and click "OK" 

 
7. If you have MS Outlook open, the icon in the task bar will blink. Click it and you will see you 
have a new message in draft form.  

 
8. Open the draft message by clicking on the icon in the task bar. The message is addressed to 
PSC-bpam@uscg.mil this is the correct address for our tracking system. Do not change it. 
  
9. You can add attachments if desired. Do not make any other changes to the message.  
  
10. Click "Send" and cancel the spell check. 
  
11. Click "Yes" when prompted to send the message.  
  
12. Your ticket will be loaded into our tracking system. You may close the MS word document. 
A copy of the message is available in your "sent items" folder in Outlook. 
 
  

http://www.uscg.mil/ppc/alspo
mailto:PSC-bpam@uscg.mil
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Supplemental and Striker Advancement Eligibility Lists 
Updated 

The advancement eligibility lists for active duty striker and supplemental advancements have 
been updated to reflect requests processed prior to 1 June 2016.  

The advancement eligibility lists for reserve supplemental advancements have been updated to 
reflect requests processed prior to 1 June 2016.  

The lists and other helpful information are available on the Advancements branch CG Portal 
page. 

 

May End-Month Payroll Processing Complete 
"Payslips" for 01 June pay day are available in Direct Access. Report any discrepancies through 
the P&A Office (Admin) to the SPO. If SPOs cannot address or need assistance, the SPO will 
submit trouble ticket. Payslips can be accessed via the Self-Service "View" menu. Refer to this 
guide for an overview of the new payslip. 

The End-Month May pay date is 01 June 2016. Paydays are the 1st (end of month (EOM)) and 
the 15th (Mid-Month) of each month, or the business day preceding the 1st or the 15th if either 
should fall on a federal holiday, Saturday or Sunday. Members should not set up automated 
payments or assume funds will be available prior to published paydays. Members should verify 
with their financial institutions as to the actual time funds are available to their account. See 
When is Payday? for more information.  

Note: Please see this Frequently Asked Question (FAQ) entry if you have any difficulty opening 
your payslip or other files in Adobe Acrobat (PDF) file format from within Direct Access. 

 
  

http://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/units/ppc/Active%20Duty%20Supplemental%20and%20Striker%20Advancement%20L/Forms/AllItems.aspx
https://cg.portal.uscg.mil/units/ppc/Reserve%20Supplemental%20Advancement%20Lists/Forms/AllItems.aspx
https://cg.portal.uscg.mil/units/ppc/SitePages/Advancements%20and%20Evaluations%20Branch.aspx
https://cg.portal.uscg.mil/units/ppc/SitePages/Advancements%20and%20Evaluations%20Branch.aspx
https://portal.direct-access.us/psp/EPPRD/EMPLOYEE/HRMS/c/CG_HRMS_EXT_(GBL).CG_GP_SS_AD_PSLP.GBL?PORTALPARAM_PTCNAV=CG_GP_SS_AD_PSLP_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=USCG_SELF_SERVIVE_FOLDER_USE&EOPP.SCLabel=View&EOPP.SCFName=CGROLE_EMPLOYEEINQRE&EOPP.SCSecondary=true&EOPP.SCPTcname=PT_PTPP_SCFNAV_BASEPAGE_SCR&FolderPath=PORTAL_ROOT_OBJECT.CG_SELF_SERVICE.CG_ROLE_EMPLOYEE.CGROLE_EMPLOYEEINQRE.CG_GP_SS_AD_PSLP_GBL&IsFolder=false
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
http://www.uscg.mil/ppc/faqs.asp#payday
http://www.uscg.mil/ppc/faqs.asp#pdf
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October 2016 RSWE Eligibility Requirements and RSWE 
Announcement Message 

Linked below are the RSWE Announcement MSG and the SWE Eligibility Requirements 
document for the upcoming reserve SWE (RSWE). Eligibility requirements must be completed 
effective 1 July 2016.  

• ALCGRSV 016/16; October 2016 Reserve Servicewide Examination (SWE) Competition 
• Eligibility Criteria for the October 2016 RSWE  

Please take note that all ratings are now integrated into ERATS as per ALCOAST 112/15, Para 
2.B. A number of reserve ratings that were previously not required to have the "Rating 
Competency Code" recorded in TMT, will be required to have the code for the first time for the 
October 2016 RSWE. The "Rating Competency Code" must be entered and approved in TMT 
once the member has all RPQ's completed in TMT. Members who completed RPQ's but did not 
also receive the Rating Competency Code in TMT will receive a "Not Eligible" PDE. The Rating 
Competency Code may be entered into TMT as soon as RPQ's are completed or up to the 
1SEP2016 PDE correction deadline, provided the RPQ's were completed on/before 1JUL2016 
and the Rating Competency Code approval date is backdated to 1JUL2016 or earlier. PPC(ADV) 
is expecting an increase of PDE trouble tickets due to "not eligible" PDE's that are missing the 
Rating Competency Code. Your help in disseminating this information to the reserve enlisted 
force and local SWE Officer/ESO is appreciated.  

Also, please take note of paragraph 3.a of the RSWE Announcement Message which lists those 
ratings which will have the SWE waived in October. These ratings will either become or remain 
supplemental ratings. Guidance for requesting advancement in 2017 for members in 
supplemental ratings will be provided by a future ALCOAST message from CG-13. The most 
current reserve supplemental advancement message is ALCOAST 012/16. Several ratings which 
were previously waived in 2015 will have a RSWE in 2016. It's recommended that all members 
in these ratings who are currently on reserve supplemental advancement lists plan to participate 
in the RSWE since those supplemental lists do not guarantee advancement and will expire on 
1JAN2017.  

Finally, please take note on the attached SWE Eligibility Requirements document that all RAT 
and EPME AQE exams are waived for the 2016 RSWE. This is per ALCOAST 353/15. 
However, this waiver does not include DWO exams for BM's, CPOA for E8 candidates and 
LAMS for E6 candidates. And, although the EPME AQE is waived for E6 and E8 candidates, all 
members are still required to have their EPME performance factors signed off to qualify IAW 
CIM1510.2. The EPME performance factors are currently paper based and have not been 
integrated to ERATS and must be verified by the members command.  

  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/announcements/alcgrsv/016-16_ALCGRSV.txt
http://www.uscg.mil/ppc/adv/EligibilityCriteriaOCT16SWE.pdf
http://www.uscg.mil/ppc/adv/EligibilityCriteriaOCT16SWE.pdf
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Electronically Imaged PDR (EI-PDR) 
PSC-BOPS-MR has streamlined their email accounts. All SPOs who need documents included 
into a member's record should now use ARL-PF-CGPSC-BOPS-MR-
SPO_Support@uscg.mil. SPOs should advise their customers that all requests to have parts or 
all of the PDR produced for their use should be sent to ARL-PF-CGPSC-
MR_CustomerService@uscg.mil. 

SPOs are also encouraged to look at and direct customers to the MR website 
http://www.uscg.mil/psd/mr/.  

The PPC SPO User Guide - SPO Access to the Electronically Imaged PDR (EI-PDR)  has 
been revised and updated to reflect these and other changes. 

 

PSC Transfer Season 2016 - Don't Leave Your User Account 
Behind 

The 2016 Transfer Season is in full swing, and similar to years past, an automated method is 
being used to move CGOne Standard User accounts from one unit to another. This process, 
which reconfigures user accounts for use at a new location, does not move user data (such as 
files maintained on local C4IT resources) but does archive them for a specific time. Because of 
this, transferring personnel are responsible for performing a number of tasks on their own before 
departing their unit. More information about end user responsibilities to ensure a smooth and 
successful transfer of IT resources is on the Transfer Tech Tips site.  

The automated portion of a PCS Transfer is triggered by the transferring member submitting a 
CGFIXIT ticket at least two weeks before departing their unit. Once a ticket is submitted, the 
User Transfer Service (UTS) system completes the account transfer process. If a ticket is not 
submitted in CGFIXIT before departing your old unit, you will experience delays at your new 
unit.  

Effective and successful transfers are an essential part of Coast Guard operations and affect 
every member at some point in their career. The Transfer Season team is consistently finding 
ways to simplify and improve the technical portion of this important process. After you arrive at 
your new unit, you might receive an email with a survey about the technical portion of your 
transfer experience. You are encouraged to participate and share your candid feedback so that 
future transfer seasons may be improved.  

  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/psd/mr/
http://www.uscg.mil/ppc/guides/GP/SPO/eIPDR/SPO%20Access%20to%20the%20Electronically%20Imaged%20PDR.pdf
https://cg.portal.uscg.mil/units/c4itsc/FSD/SitePages/PCS-Account-Transfer.aspx
http://www.uscg.mil/ppc/guides/GP/SPO/eIPDR/SPO%20Access%20to%20the%20Electronically%20Imaged%20PDR.pdf
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When are contributions sent from the Coast Guard to the 
Thrift Savings Plan (TSP)? 

When are contributions sent from the Coast Guard to the TSP? 

TSP contributions are delivered to TSP on the first business day of the month. It can be up to 
five business days before your contribution posts into your TSP account. 

Visit our Thrift Savings Plan (TSP) web page for more information on enrolling and managing 
your TSP payroll contributions. 

 

2016 PCS Season - Avoiding BAH Overpayment 
Ref: Coast Guard Pay Manual, COMDTINST M7220.29B, Chapter 3  

Erroneous BAH entitlements continue to be a problem. Here is some guidance to avoid BAH 
overpayments during the PCS transfer season:  

1. Review BAH in the Direct Access/Global Pay Knowledge Base.  
2. Setup a good communications process with the Local Housing Office to ensure timely 

notice of gov't quarters assignments and terminations.  
3. Advise every member who PCS reports of what dollar amount they should expect to see 

on their payslip, and to contact the SPO immediately if the amount is different.  
4. Timing is EVERYTHING! Send a reminder to the units and members that your SPO 

supports about the importance of the timely submission of BAH/Housing Worksheets and 
other PCS Reporting documents.  

5. Common BAH items to remember:  
A. Single E-3 and below members assigned to vessels are entitled to BAH-Partial 

and their BAH codes must be D, E, or F.  
B. Member-married-to-member - if they reside on the economy and if there are no 

other dependents, both members should have BAH code H (without dependents 
rate). However, if there is another dependent(s), one member should have BAH 
code L (with dependents rate), while the other member should have BAH code H 
(without dependents rate). Both members CANNOT have the "with dependents" 
rate. 

Related Topics: 

Please review the following articles on the PPC (mas) web page relating to BAH and PCS 
transfers:  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/tsp.asp
http://www.uscg.mil/directives/cim/7000-7999/CIM_7220_29B.pdf
http://www.uscg.mil/ppc/gp/index.htm#Earnings/Basic_Allowance_for_Housing_Overview.htm
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• BAH-Transit to Single Members PCS Transferred from outside the U.S.  
• BAH for Single Recruit, OCS, or Academy Graduates In-Transit  

Also, to avoid potential overpayment issues, SPOs are highly encouraged to implement a 
periodic "Payslip Validation" routine as recommended in this article. 

 

June Enlisted Advancements 
ALCGENL message 076/16 lists enlisted advancements authorized on 1 June 2016. In addition 
to the message, a spreadsheet is available which also shows the member's unit:  

EPAA0616.xls (CGPortal Link)  

ALCGRSV message 015/16 lists enlisted reserve advancements authorized on 1 June 2016. In 
addition to the message, a spreadsheet is available which also shows the member's unit:  

ERAA0616.xls (CGPortal Link)) 

 

PPC Travel Hurricane and Evacuation Order Guidance 
2016 

Preparedness for the hurricane season requires a review of evacuation entitlement as well as the 
evacuation manual claim submission process. Our 2016 Hurricane/Evacuation Order Guide is 
intended to summarize the important points but not to replace the official guidance provided by 
the JTR and FTR. If you have any questions please contact your travel manager or travel 
approving official. 

PPC Travel Hurricane / Evacuation Order Guidance 2016   

  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/mas.asp#bahtoseas
http://www.uscg.mil/ppc/mas.asp#review
http://www.uscg.mil/ppc/pd.asp#tabs-7
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGENL/076-16_ALCGENL.txt
https://cg.portal.uscg.mil/units/ppc/Enlisted%20Personnel%20Advancement%20Announcements/EPAA0616.xls
http://www.uscg.mil/announcements/alcgrsv/015-16_ALCGRSV.txt
https://cg.portal.uscg.mil/units/ppc/Enlisted%20Reserve%20Advancement%20Announcements/ERAA0616.xls
http://www.uscg.mil/ppc/travel/EvacuationGuidance.pdf
http://www.uscg.mil/ppc/travel/EvacuationGuidance.pdf
http://www.uscg.mil/ppc/travel/EvacuationGuidance.pdf
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Overseas Transfer Webinar Materials Posted 
Per ALCGPSC 058/16, PSC (BOPS-C) conducted a series of webinars in May 2016 for 
members and their spouses executing permanent change of station (PCS) orders to overseas 
locations in 2016. 

The materials along with a recording of the presentation are now available for viewing/download 
via the Overseas Screening working group's CG Portal page. 

To see and hear the Overseas Transfer Webinar, click on the following link: 

• https://dhsconnect.connectsolutions.com/p1k09vtydid/ 
 
Make sure your speakers on turned on. 
This Webinar is available to view anytime. 

The slides for the presentation along with guidance for travel to/from Vehicle Processing Centers 
are located in the Work Group Documents section of the working group's portal page. 

As a reminder, the CG-1300, CG-1300.1, and changes to CIM1000.8 are still working drafts and 
not approved for official use. 

 

Preferred Retirement Window 
By: YNC Arnold Uhrina, CG PSC, Enlisted Personnel Management-1  

In accordance with ALCOAST 516/13, the preferred window for requesting voluntary retirement 
falls between the dates of May 1st and October 1st. Members may request retirement for a date 
that falls outside of this window; however a command endorsement is required to accompany the 
retirement request that specifically addresses the potential impact for a staffing gap at the unit.  

*Note: A signature on the retirement request as a Thru addressee does not constitute acceptance 
of a potential gap or conclude that no gap will exist. A new-page first endorsement to the memo 
must accompany the retirement request explaining the potential for a staffing gap resulting from 
the requested retirement date. Failure to provide the proper command endorsement may result in 
the member's retirement request to be returned with no action taken.  

Q1: Should I contact my Assignment Officer prior to requesting retirement?  

A1: It is imperative that IF you plan to request retirement outside of the window AND this may 
be of concern with your command, the member and/or their command should contact their 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/announcements/alcgpsc/058-16_ALCGPSC.txt
https://cg.portal.uscg.mil/units/psc/psc-bops/SitePages/overseas_sceening.aspx
https://dhsconnect.connectsolutions.com/p1k09vtydid/
https://cg.portal.uscg.mil/units/psc/psc-bops/WORK%20GROUP%20DOCUMENTS/Member%20-%20Overseas%20Transfer.pptx
https://cg.portal.uscg.mil/units/psc/psc-bops/WORK%20GROUP%20DOCUMENTS/VPC%20POE-POD.PDF
https://cg.portal.uscg.mil/units/psc/psc-bops/WORK%20GROUP%20DOCUMENTS/Forms/AllItems.aspx
http://www.uscg.mil/announcements/ALCOAST/516-13_ALCOAST.txt
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Assignment Officer to discuss retirement intentions and potential backfill of the position at the 
unit.  

Q2: ALCOAST messages are only good for a period of 12 months. The latest edition of Military 
Separations (COMDTINST M1000.4), released in March 2015, noted that the preferred 
retirement window is September 1st through December 1st. Why are we still using an old 
ALCOAST from 2013?  

A2: As noted in paragraph four of ALCOAST 516/13, the update to the retirement window dates 
were intended to be included in the recent update of Military Separations. When the manual was 
released, the dates were not updated. The preferred retirement dates have been confirmed with 
CG-133. The correction to the dates will be reflected in the next update to Military Separations, 
tentatively scheduled for a 2016 release.  

Q3: How do these dates relate to High Year Tenure (HYT) retirements? Retire In Lieu Of Orders 
(RILO)?  

A3: All HYT candidates may request retirement for a date no later than 1 September of the year 
following the year their active military service time exceeds their PGP. Members who request to 
RILO should still request a date no later than 1 August of the applicable assignment year. HYT 
and RILO requested retirement dates that fall before 1 May will require a command endorsement 
that specifically addresses the potential of a staffing gap at the unit. Note that a member may 
request to Commander (CG PSC-EPM) to be retired, if eligible, due to HYT, up to six months 
prior to their required retirement date. In this case, the nature of the retirement is involuntary.  

Q4: Do you have a template for a new-page endorsement that my command can use?  

A4: A template for this endorsement may be found at the CG PSC-epm-1 Retirement Section 
Website: http://www.uscg.mil/epm/epm1/Retiredefault.asp. 

 

Known Issue: Some Retirement DD-214s may be missing Re-
Entry Codes 

Prior to the Global Pay update to Direct Access in January 2015, the retirement staff at CG PSC-
epm-1 did not enter the applicable re-entry code in Direct Access for members who were retiring 
from the Service. This was previously the responsibility of the Servicing Personnel Office (SPO) 
to review the retirement documentation and enter the appropriate re-entry code on the DD-214. 
Following the Global Pay update in January 2015, the change to the DD-214 entry form in Direct 
Access did not allow for manipulation of this block by the SPO. PSC will now enter in the 
appropriate re-entry code in Direct Access.  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/epm/epm1/Retiredefault.asp
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If your SPO discovers that a member who has an approved retirement authorization in Direct 
Access is missing the appropriate re-entry code on their DD-214, please notify PSC immediately 
at the following email address to request the appropriate changes: ARL-PF-CGPSC-EPM-1-
Retirements@uscg.mil. 

 

CGHR: On the Radar Screen May 2016 
Welcome to the latest issue of CGHR: On the Radar Screen. You can access the newsletter when 
(and how) it's convenient for you - from work, from home, your smartphone, or your tablet. 
CGHR is your calendar for upcoming training and professional development events, as well as 
time-sensitive news.  

You can read CGHR in its entirety by going to 
http://www.uscg.mil/hq/cg1/cghr/2016/5.10.16.asp.  

If you have trouble accessing any of the newsletter links from your Coast Guard workstation, 
forward this email so you can read CGHR at home (or share with your family).  

In this issue, you will find: 

• On the Horizon  
• Articles and Resources  
• Tips and Tricks  
• Coast Guard All Hands and Compass Blogs  
• Recent Messages  
• CG SUPRT  
• Infographic  

Earlier issues of CGHR can be accessed at http://www.uscg.mil/hq/cg1/cghr/default.asp.  

 
  

http://www.uscg.mil/ppc/alspo
mailto:ARL-PF-CGPSC-EPM-1-Retirements@uscg.mil
mailto:ARL-PF-CGPSC-EPM-1-Retirements@uscg.mil
http://www.uscg.mil/hq/cg1/cghr/2016/5.10.16.asp
http://www.uscg.mil/hq/cg1/cghr/
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Defense Travel Management Office Allowances and 
Regulations Update 

The Defense Travel Management Office has updated the following information for 01 May 
2016:  

OCONUS Non-Foreign and Foreign Per Diem Rates  
Overseas Housing Allowances (OHA)  
Overseas Cost of Living Allowances (COLA)  
Joint Travel Regulations (JTR) and Appendices  

To access this information, visit the DTMO Website. 

 

WEB-TPAX Upgrade Completed 

Read about the changes and new features here: WEBTPAX What's New in Version 6.21.5 . 

 

PPC Travel eNewsletter May 2016 
Published Date: Mon, 09 May 2016 13:30:01 CDT 

The May 2016 Travel eNewsletter  is now available.  

In this issue:  

• WebTpax Outage Scheduled for System Upgrade  
• What's New in WebTpax version 6.21.5  
• Authorized use of the CBA  
• Permanent Change of Station (PCS)  
• Things to remember when submitting PCS claims through WebTPAX  
• Reimbursement for the Use of More than Two POCs  
• When is PCS TLE Payable?  
• TLE Reimbursement for Member Married to Member  
• Constructed PCS Travel Dates  
• Most Common Reasons Why a Manual PCS Travel Claim is Returned  
• Shipping a Second Privately Owned (Motor) Vehicle within the Contiguous United 

States  
• Consecutive Overseas Tour Travel Clarification  

http://www.uscg.mil/ppc/alspo
http://www.defensetravel.dod.mil/Docs/perdiem/oc-pdr-chges.pdf
http://www.defensetravel.dod.mil/site/ohaCalc.cfm
http://www.defensetravel.dod.mil/Docs/perdiem/Current-COLA-Adjustments.pdf
http://www.defensetravel.dod.mil/site/changesjtr.cfm?ID=83
http://www.defensetravel.dod.mil/
http://www.uscg.mil/ppc/travel/WhatsNewinWebTPAXver6-21-5.pdf
http://www.uscg.mil/ppc/travel/TvlEnewsletterMay2016.pdf
http://www.uscg.mil/ppc/travel/WhatsNewinWebTPAXver6-21-5.pdf
http://www.uscg.mil/ppc/travel/TvlEnewsletterMay2016.pdf


http://www.uscg.mil/ppc/alspo   Issue 05/2016 May 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

 

13 

Monthly Monday Learning Opportunity 

Manic Monday Mayhem 

PPC Procedures & Development proudly presents a monthly virtual extravaganza bringing the 
latest known issues, review of newly released information, best practices for the coming month, 
and Q&A no holds barred!  

NO REGISTRATION REQUIRED 
1300 Central Standard Time 

60 minute session  

Link >>>>https://dhsconnect.connectsolutions.com/manicmonday/<<<< 
Link 

 

June 27, 2016 
July 25, 2016 
August, 29, 2016 
September 26, 2016 
October 24, 2016 
November 28, 2016 
December 19, 2016 

 
  

http://www.uscg.mil/ppc/alspo
https://dhsconnect.connectsolutions.com/manicmonday/
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Known Issue: Web-TPAX E-Mail and Proxy  
 

Web-TPAX is currently experiencing issues with the AO notification email function and TPAX 
Proxy releasing.  These issues have been reported to the CG Programmers and they are working 
on a emergency patch to correct these defects.  In the meantime, for the email notification issue, 
please communicate with your travelers and ensure they notify you (their AO) when a claim has 
been sent for review/approval.  For the Proxy issue, please have your travelers utilize the full 
signature proxy (vice Proxy) under their TPAX profile or have the traveler enter their own claim 
until these issues can be resolved. 
 
If you have any questions or concerns please contact PPC Customer Care via an online ticket at 
:  https://cg.portal.uscg.mil/units/ppc/SitePages/Home.aspx or you can call 785-339-2200 or 1-
866-772-8724. Thank for your patience while we work through these issues. 

 

SPO Record Shift 
Sector Long Island Sound SPO (007165) has been disestablished in DA and all records moved to 
the Academy SPO (002667). 

Records for the following units have been transferred to the Academy SPO: 

UNIT  ID UNIT NAME 

000037 CG R&D CENTER GROTON 

000080 CG INTL ICE PATROL 

000344 CG ANT LONG ISLAND SOUND 

000347 CG ANT MORICHES 

000353 CG STA NEW LONDON 

000358 CG STA JONES BEACH 

000361 CG STA EATONS NECK 

000362 CG STA FIRE ISLAND 

000363 CG STA MONTAUK 

000374 CGC BOLLARD 

000566 CG STA NEW HAVEN 

000567 CG STA SHINNECOCK 

000738 CG MSL GROTON 

000799 CGC ALBACORE 

004391 IPD NEW HAVEN 

http://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/units/ppc/PD/GlobalPay/Lists/Posts/Post.aspx?ID=592
https://cg.portal.uscg.mil/units/ppc/SitePages/Home.aspx


http://www.uscg.mil/ppc/alspo   Issue 05/2016 May 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

 

15 

UNIT  ID UNIT NAME 

004547 ESD MORICHES 

004578 ESD NEW HAVEN 

005745 STA (SM) EAST MORICHES 

005746 STA (SM) FISHERS ISLAND 

006167 CGC RIDLEY 

006373 CGC BONITO 

007157 SECTOR LONG ISLAND SOUND 

007158 SEC LIS CMD CADRE 

007159 SEC LIS CP/RDNS STF 

007160 SEC LIS CMD CENTER 

007161 SEC LIS LOGISTICS DEPT 

007162 SEC LIS PREVENTION DEPT 

007163 SEC LIS RESPONSE DEPT 

007164 SEC LIS INTEL STAFF 

007166 SEC LIS FIN/SUPPLY DIV 

007167 SEC LIS ENG/SUPPORT DIV 

007168 SEC LIS INSPECTIONS DIV 

007169 SEC LIS WTRWAYS MGT DIV 

007170 SEC LIS INVESTIGATE DIV 

007171 SEC LIS INCIDENT MGT DIV 

007172 SEC LIS ENFORCEMENT DIV 

007648 SFO MORICHES 

007674 MSD CORAM 

009286 CG R&D CEN - COMMAND STAFF 

009288 CG R&D CEN - SUPPORT DIV 

009289 CG R&D CEN -TECHNICAL DIV 

038097 DD-SEC LONG ISLAND SOUND 

042912 NAUGATUCK VALLEY COLLEGE 

043154 DD-STA EATONS NECK 

044230 QUINNIPIAC UNIVERSITY 

 
  

http://www.uscg.mil/ppc/alspo
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What to do When Adobe Acrobat PDF Files Do Not Open 
(Payslips, Tax Statements, etc.) in Direct Access 

Sometimes, when you attempt to open a link from Direct Access to a file in Adobe Acrobat 
(PDF) file format a window will open with just a letter "X". This can be caused by the internet 
browser's security settings. Here's a workaround which will allow you to open the file directly in 
Adobe Acrobat reader. This bypasses the browser's security settings and should only be used on 
trusted sites. Follow these steps to open a file in Adobe Acrobat reader: 

1. Once you are signed into DA, go to open a pay slip or any other document that need to open as 
a PDF.  When the new window opens showing the "X" block in the corner of the screen, 

 

2. Go to the browser address block and copy the address 

 

3. Open Adobe Acrobat (from the shortcut on the desktop or the start menu link) 

 

4. From within Adobe Acrobat, go to File and chose Open. 

 

http://www.uscg.mil/ppc/alspo
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5. A new window will appear, paste the address that you copied into the File Name block on the 
bottom. 

 

6. Click the Open button. The file will open in Adobe Acrobat. 

 

http://www.uscg.mil/ppc/alspo


http://www.uscg.mil/ppc/alspo   Issue 04/2016 April 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

 

1 

Contents 
Alaska Marine Highway System (AMHS) Reservation Procedure Update ............................... 2 

E-Mail ALSPO E/16; Statement of Service Letter for Civilian Employment ............................ 2 

New Bonus Programs for Multiple Rates ................................................................................... 2 

E-Mail ALSPO D/16; Reserve Inactive Duty or Training (IDT) Orders Procedures................. 3 

E-Mail ALSPO C/16; Personnel and Pay Procedures Manual, PPCINST M1000.2 (series) ..... 3 

April End-Month Payroll Processing Complete ......................................................................... 3 

Assignment Year 2017 Recruiter Solicitation - Video Demo .................................................... 4 

April Mid-Month Payroll Processing Complete ......................................................................... 4 

Inactive duty for Training (IDT) Subsistence Allowance ........................................................... 5 

March 2016 Government Travel Charge Card Bulletin ............................................................. 6 

CGHR: On the Radar Screen April 2016 .................................................................................... 7 

Reminder: Start Deduction for Coast Guard Standard Meal Rate in a Timely Fashion to Avoid 
Overpayment ............................................................................................................................... 7 

Special Duty Assignment Pay (SDAP) Update .......................................................................... 8 

Transfer of PDRs from Sector North Bend to Base Seattle SPO ............................................... 8 

Supplemental and Striker Advancement Eligibility Lists Updated ............................................ 9 

Government Travel Charge Card Program and Reminders ........................................................ 9 

Personally Procured Movements (PPM) of Household Goods (HHG) .................................... 11 

New User guide added - Verifying the Remaining Balance of an Advance ............................ 12 

Household Goods Weight Limits and Reimbursement for Excess Weight .............................. 12 

Optional Webinar for Members Transferring to Overseas Locations in 2016 ......................... 14 

Coast Guard Reserve Inactive Duty for Training (IDT) Pay Support Documentation............. 15 

Update to Certificate of Release or Discharge from Active Duty, DD Form 214 Instruction . 18 

 
 
  

http://www.uscg.mil/ppc/alspo


http://www.uscg.mil/ppc/alspo   Issue 04/2016 April 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

 

2 

Alaska Marine Highway System (AMHS) Reservation 
Procedure Update 
Please inform personnel transferring in and out of D17 using the AMHS ferry to only book their 
ferry reservation through the AMHS Juneau call center at 1-800-642-0066. Upon receipt of PCS 
orders, the member emails a copy of orders with the AMHS reservation number to 
uscg.travel@adtravel.com so that ADTRAV can get the ferry reservation paid for.  

Additional info is at: 
www.uscg.mil/psc/bops/govtrvl/Traveler/default_Traveler.asp#AMHS_Reservation_Policy_Cha
nge 

 

E-Mail ALSPO E/16; Statement of Service Letter for 
Civilian Employment 
E-Mail ALSPO message E/16 provides the procedure for issuing a Statement of Service Letter 
for a member separating from active duty who is seeking a civilian appointment. 

 

New Bonus Programs for Multiple Rates 
ALCOAST 157/16; FY16 Active Duty Enlisted workforce Management Critical Rate SITREP 3, 
announced new bonus programs (Enlistment bonuses, Critical Skills Training Bonuses, and 
Selective Reenlistment Bonuses) for multiple rates. The New SRBs, Enlistment Bonuses and 
Critical Skills Training Bonuses are now in effect through the end of fiscal year 2017. Please 
refer to ALCOAST 157/16 for the latest information. CG-13 will post new FAQs and PPC will 
post CG-3307 templates very soon.  

 
  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/psc/bops/govtrvl/Traveler/default_Traveler.asp#AMHS_Reservation_Policy_Change
http://www.uscg.mil/psc/bops/govtrvl/Traveler/default_Traveler.asp#AMHS_Reservation_Policy_Change
http://www.uscg.mil/psc/bops/govtrvl/Traveler/default_Traveler.asp#AMHS_Reservation_Policy_Change
http://www.uscg.mil/psc/bops/govtrvl/Traveler/default_Traveler.asp#AMHS_Reservation_Policy_Change
http://www.uscg.mil/ppc/alspo/2016/StatementOfServiceLetterALSPOe16.pdf
http://www.uscg.mil/ppc/alspo/2016/StatementOfServiceLetterALSPOe16.pdf
http://www.uscg.mil/ppc/alspo/2016/StatementOfServiceLetterALSPOe16.pdf
http://www.uscg.mil/announcements/alcoast/157-16_ALCOAST.txt
http://www.uscg.mil/announcements/alcoast/157-16_ALCOAST.txt
http://www.uscg.mil/announcements/alcoast/157-16_ALCOAST.txt
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E-Mail ALSPO D/16; Reserve Inactive Duty or Training 
(IDT) Orders Procedures 
E-Mail ALSPO message D/16 promulgates an update to the Personnel and Pay Procedures 
Manual, PPCINST M1000.2 (series). The update provides new procedures for processing and 
payment for Reserve inactive duty for training (IDT) orders IAW ALCOAST 159/16. 

 

E-Mail ALSPO C/16; Personnel and Pay Procedures 
Manual, PPCINST M1000.2 (series) 
E-Mail ALSPO message C/16 describes the reformatting and reissuance of the Personnel and 
Pay Procedures Manual, PPCINST M1000.2 (series). It also promulgates a new first Chapter of 
the manual. 

 

April End-Month Payroll Processing Complete 
"Payslips" for 29 April pay day are available in Direct Access. Report any discrepancies through 
the P&A Office (Admin) to the SPO. If SPOs cannot address or need assistance, the SPO will 
submit trouble ticket. Payslips can be accessed via the Self-Service "View" menu. Refer to this 
guide for an overview of the new payslip. 

The End-Month April pay date is 29 April 2016. Paydays are the 1st (end of month (EOM)) and 
the 15th (Mid-Month) of each month, or the business day preceding the 1st or the 15th if either 
should fall on a federal holiday, Saturday or Sunday. Members should not set up automated 
payments or assume funds will be available prior to published paydays. Members should verify 
with their financial institutions as to the actual time funds are available to their account. See 
When is Payday? for more information. 

 
  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/alspo/2016/ReserveIDTproceduresAlspoD16.pdf
http://www.uscg.mil/ppc/alspo/2016/ReserveIDTproceduresAlspoD16.pdf
http://www.uscg.mil/ppc/alspo/2016/ReserveIDTproceduresAlspoD16.pdf
http://www.uscg.mil/announcements/alcoast/159-16_ALCOAST.txt
http://www.uscg.mil/ppc/alspo/2016/PPPMupdateAlspoC16.pdf
http://www.uscg.mil/ppc/alspo/2016/PPPMupdateAlspoC16.pdf
http://www.uscg.mil/ppc/alspo/2016/PPPMupdateAlspoC16.pdf
http://www.uscg.mil/ppc/alspo/default.asp#endmonth
https://portal.direct-access.us/psp/EPPRD/EMPLOYEE/HRMS/c/CG_HRMS_EXT_(GBL).CG_GP_SS_AD_PSLP.GBL?PORTALPARAM_PTCNAV=CG_GP_SS_AD_PSLP_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=USCG_SELF_SERVIVE_FOLDER_USE&EOPP.SCLabel=View&EOPP.SCFName=CGROLE_EMPLOYEEINQRE&EOPP.SCSecondary=true&EOPP.SCPTcname=PT_PTPP_SCFNAV_BASEPAGE_SCR&FolderPath=PORTAL_ROOT_OBJECT.CG_SELF_SERVICE.CG_ROLE_EMPLOYEE.CGROLE_EMPLOYEEINQRE.CG_GP_SS_AD_PSLP_GBL&IsFolder=false
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
http://www.uscg.mil/ppc/faqs.asp#payday
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Assignment Year 2017 Recruiter Solicitation - Video Demo 
ALCGENL 049/16 solicits candidates for recruiting duty.  

Part of the application process includes submitting a Direct Access "My Panel Submissions" 
application for command endorsement. We've created a short video demo of the Direct Access 
application procedure to help applicants with the new process. It is available:  

• On the CG Portal in "WMV" format.  
• On our internet site in "FLV" (Flash) format.  

Complete guidance, including guidance for command endorsements of My Panel Submissions is 
available in the Direct Access Knowledge Base at:  

• On the CG Portal.  
• On our internet site.  

Please see http://www.uscg.mil/psc/epm/docs/RecruitingInfo.pdf for additional guidance and 
requirements. 

 

April Mid-Month Payroll Processing Complete 
"Payslips" for 15 April pay day are available in Direct Access. Report any discrepancies through 
the P&A Office (Admin) to the SPO. If SPOs cannot address or need assistance, the SPO will 
submit trouble ticket. Payslips can be accessed via the Self-Service "View" menu. Refer to this 
guide for an overview of the new payslip. 

 
  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/training/gp/SSMBR/MyBoardsandPanels.htm
http://www.uscg.mil/announcements/alcgenl/049-16_ALCGENL.txt
https://cg.portal.uscg.mil/units/ppc/PD/GlobalPay/Blog%20Attachments/MyBoardsandPanels.wmv
http://www.uscg.mil/ppc/training/gp/SSMBR/MyBoardsandPanels.htm
https://cg.portal.uscg.mil/units/ppc/RoboHelp/DAGP/SSmbr/My_Panel_Submissions.aspx
http://www.uscg.mil/ppc/gp/SSmbr/My_Panel_Submissions.htm
http://www.uscg.mil/psc/epm/docs/RecruitingInfo.pdf
http://www.uscg.mil/ppc/alspo/default.asp#midmonth
https://portal.direct-access.us/psp/EPPRD/EMPLOYEE/HRMS/c/CG_HRMS_EXT_(GBL).CG_GP_SS_AD_PSLP.GBL?PORTALPARAM_PTCNAV=CG_GP_SS_AD_PSLP_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=USCG_SELF_SERVIVE_FOLDER_USE&EOPP.SCLabel=View&EOPP.SCFName=CGROLE_EMPLOYEEINQRE&EOPP.SCSecondary=true&EOPP.SCPTcname=PT_PTPP_SCFNAV_BASEPAGE_SCR&FolderPath=PORTAL_ROOT_OBJECT.CG_SELF_SERVICE.CG_ROLE_EMPLOYEE.CGROLE_EMPLOYEEINQRE.CG_GP_SS_AD_PSLP_GBL&IsFolder=false
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
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Inactive duty for Training (IDT) Subsistence Allowance 
R 120955 APR 16 
FM COMDT COGARD WASHINGTON DC//CG-13// 
TO ALCOAST 
UNCLAS //N07200// 
ALCOAST 136/16 
COMDTNOTE 7200 

SUBJ: INACTIVE DUTY FOR TRAINING (IDT) SUBSISTENCE ALLOWANCE  

A. COMDT COGARD WASHINGTON DC 261746Z FEB 15/ALCOAST 070/15  
B. U.S. Code, Title 37, Section 402(e)  
C. RESERVE POLICY MANUAL, COMDTINST M1001.28 (SERIES)  
D. COAST GUARD PAY MANUAL, COMDTINST M7220.29 (SERIES)  

1. Purpose. This ALCOAST reiterates policy previously released in REF (A) regarding IDT 
subsistence allowance, formally IDT COMRATS, for enlisted reservists performing paid 
IDT drills.  

2. Background. Errors in assignment of IDT meal eligibility for enlisted SELRES members 
has previously caused overpayments and underpayments for reservists performing paid 
IDT drills. In accordance with REF (B), an enlisted member of the Reserve Component 
(RC) may receive rations-in-kind (RIK), part thereof, or a cash allowance in lieu of a 
government provided meal when the member's paid IDT drill totals at least eight hours in 
a calendar day. Reserve members, regardless of their duty status, with or without pay, 
must pay for all government provided meals they consume.  

3. Policy.  
A. Reserve members are not authorized an IDT subsistence allowance for periods of 

travel to and from their drill site or whenever entitled to a meal per diem 
allowance in an IDT travel status.  

B. Officers are not authorized an IDT subsistence allowance.  
C. Reserve members who perform a single IDT drill are not authorized a government 

provided meal or a subsistence allowance.  
D. Meal eligibility for a Reserve member who performs a paid multiple IDT drill is 

as follows:  
1. Reserve member not authorized lodging:  

a. Reserve member arriving same day, not staying overnight: 
authorized lunch, or  

b. Reserve member works past 1800: authorized lunch and supper  
2. Reserve member authorized lodging:  

a. Reserve member arriving night before for one paid multiple IDT 
drill the next day: authorized breakfast and lunch, or  

b. Reserve member arriving on day of 1st drill for two paid multiple 
IDT drills and staying overnight between drills: 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/announcements/alcoast/136-16_ALCOAST.txt
http://www.uscg.mil/announcements/ALCOAST/070-15_ALCOAST.txt
https://www.law.cornell.edu/uscode/text/37/402
http://www.uscg.mil/directives/cim/1000-1999/CIM_1001_28B.pdf
http://www.uscg.mil/directives/cim/7000-7999/CIM_7220_29B.pdf
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1st Day - authorized lunch and supper, and 
2nd Day - authorized breakfast and lunch  

c. Reserve member arriving night before for two paid multiple IDT 
drills: 
1st Day - authorized all meals, and 
2nd Day - authorized breakfast and lunch  

4. This updated policy will be incorporated in future revisions of REFs (C) and (D), which 
will be released within the next year.  

5. Questions and concerns should be addressed to COMDT (CG-1311) email: HQS-DG-
LST-CG-1311@uscg.mil.  

6. Released by RADM Kurt B. Hinrichs, Director of Reserve and Military Personnel.  
7. Internet release authorized.  

 

March 2016 Government Travel Charge Card Bulletin 

The latest issue of the Government Travel Charge Card (CTCC) Bulletin  is available.  

In this issue:  

• ADTRAV-New TMC  
• Calling ALL Travelers  
• Travel Billed to Order  
• We Want Feedback  
• Good to Know  
• Filing Civilian Applications  
• Customized GTCC Reports  
• Update PNet Banner Page  
• In the Spotlight  
• DHS Post Payment Audits  

 
  

http://www.uscg.mil/ppc/alspo
mailto:hqs-dg-lst-cg-1311@uscg.mil
mailto:hqs-dg-lst-cg-1311@uscg.mil
http://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/Newsletters/March_2016_GTCC_Newsletter.pdf
http://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/Newsletters/March_2016_GTCC_Newsletter.pdf
http://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/Newsletters/March_2016_GTCC_Newsletter.pdf
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CGHR: On the Radar Screen April 2016 
Welcome to the latest issue of CGHR: On the Radar Screen. You can access the newsletter when 
(and how) it's convenient for you - from work, from home, your smartphone, or your tablet. 
CGHR is your calendar for upcoming training and professional development events, as well as 
time-sensitive news.  

You can read CGHR in its entirety by going to 
http://www.uscg.mil/hq/cg1/cghr/2016/4.5.16.asp.  

If you have trouble accessing any of the newsletter links from your Coast Guard workstation, 
forward this email so you can read CGHR at home (or share with your family).  

In this issue, you will find: 

• On the Horizon  
• Articles and Resources  
• Tips and Tricks  
• Coast Guard All Hands and Compass Blogs  
• Recent Messages  
• CG SUPRT  
• Infographic  

Earlier issues of CGHR can be accessed at http://www.uscg.mil/hq/cg1/cghr/default.asp.  

 

Reminder: Start Deduction for Coast Guard Standard Meal 
Rate in a Timely Fashion to Avoid Overpayment 
CGSMR must be started timely. Failure to do so WILL result in full one-time recoupment (DA 
9.1 system design). If you will be starting retro-CGSMR (more than one month late), submit a 
trouble ticket requesting the deduction debt be converted to in-service debt and a liquidation 
schedule be built.  

Failure to start CGSMR timely or failing to notify PPC that retro-CGSMR is being started WILL 
result in full recoupment of the CGSMR debt. 

 
  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/hq/cg1/cghr/2016/4.5.16.asp
http://www.uscg.mil/hq/cg1/cghr/2016/4.5.16.asp
http://www.uscg.mil/hq/cg1/cghr/
http://www.uscg.mil/ppc/gp/Deductions/DMR.htm#MiniTOCBookMark18
http://www.uscg.mil/ppc/gp/Deductions/DMR.htm#MiniTOCBookMark18
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Special Duty Assignment Pay (SDAP) Update 
Per ALCOAST 131/16, the FY-2016 SDAP rates have changed, effective 01 April for:  

• Independent Duty Food Services Officer (FSO) (110' and 87'PB with FS-17 
competency)/SD-3  

• Independent Duty Food Services Officer (FSO)(140' WTGB)/SD-3  
• Recruit battalion commander/SD-4  
• CG Recruiting Command (CGRC) recruiter/SD-3  
• Honor guard petty officer/nonrate/SD-2  
• Office Program Manager-Facilities Forces (OPM-FSF)/SD-1  

The above rate changes have been implemented in Direct Access. SPO action only needed to 
start SDAP for newly eligible members (e.g. OPM-SF). 

 

Transfer of PDRs from Sector North Bend to Base Seattle 
SPO 
Effective 08 April 2016 Base Seattle (SPO) has assumed responsibilities for the SPO PDRs for 
the following units:  

UNIT DEPT ID OPFAC 
STA YAQUINA BAY 000402 13-30505 
STA UMPQUA RIVER 000132 13-30499 
STA DEPOE BAY 006251  13-30511 
CGC FIR 006413 13-15253 
ANT COOS BAY 000523 13-41986 
ESD COOS BAY 004522 49-53430 
STA COOS BAY  000525 13-30478 
STA COQUILLE RIVER DET 002177 13-00146 
USCGC ORCAS 000142 13-13427 
STA SIUSLAW RIVER 006250  13-30512 
STA CHETCO RIVER 000134 13-30678 
STA ROGUE RIVER DET 002631 13-30678 
SECTOR NORTH BEND SEE BELOW 13-37410 

SECTOR NORTH BEND DEPT IDS: 002172, 044400, 044401, 044402, 044403, 044404, 
044405, 044406, 044407, 044397, 044398, and 044381.  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/announcements/alcoast/131-16_ALCOAST.txt
http://www.uscg.mil/announcements/alcoast/131-16_ALCOAST.txt
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
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The mailing address for Base Seattle (SPO) is:  

Commanding Officer (SPO) 
U. S. Coast Guard Base 
1519 Alaskan Way 
Seattle, WA 98134-1102 

 

Supplemental and Striker Advancement Eligibility Lists 
Updated 
The advancement eligibility lists for active duty striker and supplemental advancements have 
been updated to reflect requests processed prior to 2 May 2016.  

The advancement eligibility lists for reserve supplemental advancements have been updated to 
reflect requests processed prior to 2 May 2016.  

The lists and other helpful information are available on the Advancements branch CG Portal 
page. 

 

Government Travel Charge Card Program and Reminders 
ALCGPSC 052/16  

SUBJ: GTCC PROGRAM UPDATES AND PCS SEASON REMINDERS  

A. Government Travel Charge Card (GTCC) Program Policies and Procedures, COMDTINST 
M4600.18 (SERIES)  

1. This message seeks to raise awareness of general programmatic concerns and provide 
general guidance as we move into the summer transfer season.  

2. Travel Card Use. In general cardholders are required to use their travel card for all 
authorized, reimbursable travel expenses unless specifically exempt in Ref A. These 
exemptions include Temporary Duty (TDY) of more than 21 days, Permanent Change in 
Station (PCS) duration of over 15 days, cases where the card is not accepted by the 
vendor, or prohibited such as group meals where the check cannot be split. Provided 
below are specific examples where card use is not authorized:  

a. Permissive Orders. Permissive orders do not include reimbursement for travel 
expenses and therefore card use is prohibited.  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/adv.asp#supplemental
http://www.uscg.mil/ppc/adv.asp#supplemental
https://cg.portal.uscg.mil/units/ppc/Active%20Duty%20Supplemental%20and%20Striker%20Advancement%20L/Forms/AllItems.aspx
https://cg.portal.uscg.mil/units/ppc/Reserve%20Supplemental%20Advancement%20Lists/Forms/AllItems.aspx
https://cg.portal.uscg.mil/units/ppc/SitePages/Advancements%20and%20Evaluations%20Branch.aspx
https://cg.portal.uscg.mil/units/ppc/SitePages/Advancements%20and%20Evaluations%20Branch.aspx
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGPSC/052-16_ALCGPSC.txt
http://www.uscg.mil/directives/cim/4000-4999/CIM_4600_18.pdf
http://www.uscg.mil/directives/cim/4000-4999/CIM_4600_18.pdf
http://www.uscg.mil/directives/cim/4000-4999/CIM_4600_18.pdf
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b. Team Gear or Equipment. Government material required by multiple members of 
a group or team is not considered a reimbursable travel expense for an individual 
member and must be paid for by other procurement methods.  

c. Tuition. While conference registration fees including those for training 
conferences are reimbursable travel expenses, tuition for regularly scheduled 
courses is not.  

d. Local Travel. The travel card can only be used when the cardholder has travel 
orders and is not authorized for local travel expenses.  

e. TDY Over 21 Days. For TDY travel over 21 days, the travel card shall not be 
used unless interim travel claims are submitted at least every 21 days which 
requires the travel orders to be document type 13 orders.  

3. Permanent Change of Station (PCS) Issues. Relocation to a new duty station can be both 
exciting and stressful on the member and the family. Provided below are a few helpful 
reminders to ensure cardholders use their travel card correctly during the move:  

a. Duration. If the duration of the PCS travel will exceed 15 days, including leave, 
compensatory absence, proceed-time, and temporary duty in conjunction with the 
PCS, the card shall not be used. This does not apply to Temporary Lodging 
Allowance (TLA). The card may be used to cover hotels and meals in conjunction 
with the TLA entitlement, but reimbursement claims must be submitted every 15 
days to allow for timely payment of the GTCC bill. In the case of Temporary 
Lodging Expense (TLE), card use is subject to the 15-day rule addressed above. If 
PCS travel duration will exceed 15 days, ensure the traveler requests a travel 
advance to cover the expenses.  

b. Dependent Travel. The GTCC shall not be used for dependent travel expenses 
such as meals, lodging, and transportation tickets. Instead members should 
request travel advances and ensure their PCS travel orders authorize the use of the 
Centrally Billed Account (CBA) for dependent travel.  

c. Leisure in Conjunction with Official Travel. Use of the members GTCC or the 
CBA and the GSA contracted fares for travel other than between official duty 
stations is not authorized. Special rules and fare restrictions apply to leisure in 
conjunction with official travel. Travelers are encouraged to review the Leisure in 
Conjunction with Official Orders FAQ sheet available at 
www.uscg.mil/psc/bops/govtrvl/Traveler/LICWO-FAQ.pdf or contact their 
Servicing Personnel Office (SPO) prior to booking any leisure travel.  

d. Transportation of Household Goods. The GTCC is not authorized for the 
transportation of household goods (for example: U Haul rental), privately owned 
vehicles, mobile homes and boats per Ref A. This includes Personally Procured 
Moves (PPM).  

e. Alaska Marine Highway System (AMHS) Reservations. Personnel traveling into 
or out of Alaska via the AMHS ferry system are encouraged to review the current 
data on reservations and cancellation policies detailed on the following website - 
http://www.uscg.mil/psc/bops/govtrvl/Traveler/default_Traveler.asp 
#AMHS_Reservation_Policy_Change.  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/psc/bops/govtrvl/Traveler/LICWO-FAQ.pdf
http://www.uscg.mil/directives/cim/4000-4999/CIM_4600_18.pdf
http://www.uscg.mil/psc/bops/govtrvl/Traveler/default_Traveler.asp#AMHS_Reservation_Policy_Change
http://www.uscg.mil/psc/bops/govtrvl/Traveler/default_Traveler.asp#AMHS_Reservation_Policy_Change
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f. Trailers/Recreational Vehicles (RV). Movement of a trailer (boat, camper, U 
Haul) or even driving an RV is not a reimbursable travel expense and therefore 
associated expenses are not authorized to be charged to the CBA or the 
Individually Billed Account. This is particularly important for travel within the 
northwest that involves the Alaska Marine Highway System. This would be 
considered part of a Do It Yourself (DITY) move and reimbursable under a 
separate process.  

g. Credit Limit Increases. As part of your travel preparations, travelers should verify 
that the credit limit on their GTCC is sufficient to meet their authorized, 
reimbursable travel expenses. Cardholders can view their credit limit in Direct 
Access under the Self-Service, Employee, View, My Credit Card Data or by 
contacting their Travel Manager who can also increase the limit if needed.  

h. Address Update. GTCC cardholders are reminded that they need to contact the 
bank following their PCS move to update their address in the bank system. The 
bank may be reached by calling the number on the back of the GTCC, 888-297-
0781.  

4. All questions should be directed as follows:  
a. Cardholders shall direct GTCC questions to their unit GTCC Travel Manager. 

Members can determine who their supporting Travel Managers are under the 
contacts page located at www.uscg.mil/psc/bops/govtrvl/.  

b. GTCC Travel Managers: direct questions to Ms. Carlene Curry at 703-258-5996 
or Evelyn.C.Curry@uscg.mil or Mr. Matt Ruckert at 703-201-3080 or 
Matthew.T.Ruckert@uscg.mil.  

5. Released: RDML M. T. Bell Jr., Commander, Personnel Service Center. The Service 
Center for Our Most Important Resource - Our People.  

6. Internet release is authorized.  

 

Personally Procured Movements (PPM) of Household Goods 
(HHG) 
During the HHG peak season it may be difficult to secure a Government contracted 
transportation service provider (TSP) that meets everyone's desired packing, pick-up, and 
delivery dates. If a TSP cannot be contracted, or if a member prefers, they may perform a full or 
partial PPM and receive an incentive payment of 95 percent of what it would have cost to 
transport the member's HHG, not to exceed the member's authorized permanent change of station 
(PCS) weight allowances in one lot. Refer to ALCOAST 119/16; Personally Procured 
Movements (PPM) of Household Goods (HHG) for more information. 

 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/psc/bops/govtrvl/
http://www.uscg.mil/announcements/alcoast/119-16_ALCOAST.txt
http://www.uscg.mil/announcements/alcoast/119-16_ALCOAST.txt
http://www.uscg.mil/announcements/alcoast/119-16_ALCOAST.txt
http://www.uscg.mil/announcements/alcoast/119-16_ALCOAST.txt
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New User guide added - Verifying the Remaining Balance of 
an Advance 
A Request for an Advance is unique in that it creates a One Time Positive Input (OTPI) which 
establishes the Advance payment and an Element Assignment By Payee (EABP) which 
liquidates it.  

The Verifying the Remaining balance of an Advance  user guide provides the procedures for 
finding the balance owned on ad advance. 

 

Household Goods Weight Limits and Reimbursement for 
Excess Weight 
ALCGFINANCE 022/16 

SUBJ: HOUSEHOLD GOODS WEIGHT LIMITS AND REIMBURSEMENT FOR EXCESS 
WEIGHT 

A. Joint Travel Regulations (JTR) 
B. ALCOAST 117/16 
 
1. Coast Guard members in receipt of permanent change of station orders that authorize a 
shipment of Household Goods (HHG) should be aware of their maximum allowable weight 
(MAW) which can be found in reference A. Annually, the Office of Military Personnel, 
Commandant (CG-133), generates an ALCOAST to update the organization on the HHG 
counseling process. Reference B is the 2016 announcement. 
 
2. The JTR allows the Government to pay the total transportation and storage costs and collect 
reimbursement from the member for any excess weight costs. The Finance Center is responsible 
for paying the Transportation Service Provider (TSP) and subsequently auditing each shipment 
payment to ensure payments are within the authorized allowance for each member. An ongoing 
HHG program audit identifies active duty, retired, civilian and separated members that exceeded 
their authorized HHG MAW limit. Over the most recent five years of available data, 493 
members (415 active duty; 38 retired; and 40 out of service) exceeded their MAW and 
subsequently received a notice to reimburse the government for exceeding their entitlement. The 
reimbursement is calculated based on excess weight and distance per government contracted 
rates. The following are select statistics for those with excess cost: 
 

a. Average weight over MAW: 2,017 lbs 
b. Average debt for excess cost: $2073 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/guides/GP/SPO/Earnings/Verifying%20the%20Remaining%20Balance%20of%20an%20Advance.pdf
http://www.uscg.mil/ppc/guides/GP/SPO/Earnings/Verifying%20the%20Remaining%20Balance%20of%20an%20Advance.pdf
http://www.uscg.mil/ppc/guides/GP/SPO/Earnings/Verifying%20the%20Remaining%20Balance%20of%20an%20Advance.pdf
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGFINANCE/022-16_ALCGFINANCE.txt
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGFINANCE/022-16_ALCGFINANCE.txt
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c. Median weight over MAW: 1,500 lbs 
d. Median debt for excess cost: $1,328 
e. Highest weight above MAW: 17,431 lbs 
f. Highest debt for excess cost: $23,572 

 
3. To reduce HHG weight and prevent excess costs, members should dispose of any unwanted or 
unneeded HHGs. To help members estimate their HHG weights, a weight estimating tool is 
available at www.move.mil. To find the weight estimating tool, a member should select the 
"Before you Move" link, and then select the "Weight Allowance" link on the left hand side of the 
screen. The TSP will also estimate a member’s HHG weight during the pre-move survey. After 
members’ HHGs have been picked up, they may contact the origin Personal Property Shipping 
Office (PPSO) that scheduled the HHG movement to get their actual HHG weight. If members 
dispute their HHG weight, they may request a witnessed or un-witnessed reweigh by contacting 
their TSP, origin PPSO or destination PPSO. However, a reweigh must be requested before 
HHGs are delivered. It is not possible to reweigh HHGs after delivery. 
 
4. Members married to members may be able to combine their HHG weights and should ensure 
their HHG counselor is aware of their status as a member married to another member. Members 
are responsible for ensuring pro gear is separated from HHGs before packers arrive, and should 
remind their TSP that pro gear must be weighed separately during pick-up. All pro gear must be 
clearly described and identified on the TSP inventory sheet at origin, and the estimated weight 
must be entered on the Application for Shipment and/or Storage of Personal Property (DD Form 
1299). Ensure the term m-pro is used to identify the members pro gear and s-pro is used to 
identify spousal pro gear. 
 
5.  Individuals indebted to the Coast Guard will receive notice to reimburse the Coast Guard for 
the excess charges. The Finance Center will notify those individuals with a letter of indebtedness 
that will provide guidance on how to remit payment. Without evidence to the contrary, an 
individual’s indebtedness to the government for excess HHG transportation costs will not 
generally be considered as having arisen from an erroneous payment, and therefore does not 
meet the criteria for a waiver of debt collection. 
 
6. Points of contact: 

a. Policy: COMDT (CG-1332) POC is CWO Randy Jeffery at 202-475-5393,  
james.r.jeffery(at)uscg.mil or Mr. Tony Pearson at 202-475-5368, 
anthony.h.pearson(at)uscg.mil. 

b. Field Support: Contact the HHG Transportation Officer within the  Personnel 
Support Department at your servicing Base. Contact information may be found at 
the following link: 
https://cg.portal.uscg.mil/units/dcms/SharedDocuments/MS_Handbook_2016.pdf 
(Intranet only). 

c. FINCEN: Customer Support: 757-523-6940, http://support.fincen.uscg.mil. 
7. Internet release is authorized. 
8. CAPT E. F. Klein, Commanding Officer, Finance Center, sends. 

http://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/units/dcms/SharedDocuments/MS_Handbook_2016.pdf
http://support.fincen.uscg.mil/
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Optional Webinar for Members Transferring to Overseas 
Locations in 2016 
ALCGPSC 058/16 
SUBJ: OPTIONAL WEBINAR FOR MEMBERS TRANSFERRING TO OVERSEAS 
LOCATIONS IN 2016  
a.  Military Assignments and Authorized Absences, COMDTINST M1000.8 (Series) 
 
1.  The Personnel Service Center (PSC) is offering optional webinars to members and their 
spouses executing permananent change of station (PCS) orders to overseas locations in 2016. 
These webinars will explain and supplement entitlement information in reference (a) to assist 
members in planning their move to an overseas location. 
 
2.  The following webinar date/time options are available:   
 

a. Tue 10 May at 1400 EDT (1300 CDT, 1100 PDT, 1000 AKDT). 
b. Wed 11 May at 1400 EDT (1300 CDT, 1100 PDT, 1000 AKDT). 
c. Mon 16 May at 1400 EDT (1300 CDT, 1100 PDT, 1000 AKDT).  

 
3.  Primary delivery of these webinars will be through dhsconnect using SWIII, smartphones, or 
personal computers with internet access and speakers are needed to see/hear the presentation; 
secondary teleconference is available.  If using a mobile device, ensure the Adobe Connect App 
has been downloaded to the device.  Test your computer connectivity by using the following  
link before the session: 
https://dhsconnect.connectsolutions.com/common/help/en/support/meeting_test.htm.  
 
4.  Connection:   
 a. Primary: Use the following link to join the session – please be logged in at least 10 minutes 
prior to the start time to work out any issues.  
https://dhsconnect.connectsolutions.com/oconuspcs/.  
 b. Secondary Connection: Access to the Overseas Transfer Webinar Teleconference number is 
available through CG Portal announcements at: https://cg.portal.uscg.mil/units/psc/psc-
bops/SitePages/overseas_sceening.aspx. 
 
5.  POC: CDR D.P. Schaffer, PSC-BOPS-C, daryl.p.schaffer@uscg.mil or 202-795-6493.  
 
6.  Released: RDML M. T. Bell Jr., Commander, Personnel Service Center. The Service Center 
for our most important resource – Our People. 
 
7.  Internet release authorized. 

 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/announcements/alcgpsc/058-16_ALCGPSC.txt
http://www.uscg.mil/announcements/alcgpsc/058-16_ALCGPSC.txt
https://dhsconnect.connectsolutions.com/common/help/en/support/meeting_test.htm
https://dhsconnect.connectsolutions.com/oconuspcs/
https://cg.portal.uscg.mil/units/psc/psc-bops/SitePages/overseas_sceening.aspx
https://cg.portal.uscg.mil/units/psc/psc-bops/SitePages/overseas_sceening.aspx
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Coast Guard Reserve Inactive Duty for Training (IDT) Pay 
Support Documentation 
ALCOAST 159/16 
COMDTNOTE 7400 
SUBJ: COAST GUARD RESERVE INACTIVE DUTY FOR TRAINING (IDT) PAY 
SUPPORT DOCUMENTATION 
A.  U.S. Coast Guard Certifying and Disbursing Manual, COMDTINST M7210.1 (series) 
B.  Reserve Policy Manual, COMDTINST M1001.28 (series) 
C.  Special Duty Assignment Pay (SDAP), COMDTINST 1430.1 (series) 
D.  Coast Guard Pay Manual, COMDTINST M7220.29 (series) 
E.  U.S. Code, Title 37, Section 402(e) 
F.  COMDT COGARD WASHINGTON DC 161930Z DEC 15/ ALCGFINANCE 058/15 
G.  Military Personnel Data Records (PDR) System, COMDTINST M1080.10 (series) 
 
1.  This message emphasizes existing policy and implements new procedures to validate and 
support certain aspects of IDT pay transactions for reserve members and reserve supervisors.  It 
also provides a baseline for future policy necessary to better manage the eligibility for IDT 
berthing for reservists residing outside of the reasonable commuting distance (RCD) of their 
assigned duty locations. 
 
2.  In the context of IDT pay for reserve members, Direct Access (DA) is the Coast Guard’s 
official system of record and satisfies all requirements of REF (A).  It tracks and stores the 
member’s drill request, supervisor’s approval, and completion of drill.  DA is the official source 
for documentation that Servicing Personnel Offices (SPOs) and Payment Approving Officials 
(PAOs) will use for approving IDT pay and any applicable entitlements.   
 
3.  IDT drills shall be scheduled and approved in DA in advance of reservists reporting for duty.  
Upon member request, written orders shall be issued as soon as possible before the scheduled 
duty period or periods to allow the reservist time to provide notification to a civilian employer.  
The times reflected in the DA IDT drill request must align as much as possible to the actual duty 
hours expected of the reservist and include all meal breaks.  In all cases where single drills or 
Readiness Management Periods (RMPs) are requested, the period of duty must reflect a 
minimum of four hours for single drills or three hours for RMPs; exclusive of travel time to and 
from the regularly scheduled drill site, rest, recreation, or meal periods.  In all cases where 
multiple drills are requested, the period of duty must reflect a minimum of eight hours; exclusive 
of travel time to and from the regularly scheduled drill site, rest, recreation, or meal periods.  For 
example: enlisted reservists scheduled to perform one multiple drill not requiring members to 
remain overnight at an IDT site within RCD of their residence would be scheduled for a drill that 
is eight and one-half hours duration, the additional half-hour represents the noon meal break (the 
duration would be longer if the meal break were for more than one-half hour).  The duration of 
the drill should be increased by a like amount of time for any scheduled rest or recreation breaks 
of more than 15 minutes.  Reserve supervisors are responsible for verifying accurate drill times 

http://www.uscg.mil/ppc/alspo
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and meal eligibility are reflected in DA upon approval as outlined in paragraph 5 of this 
ALCOAST and ensuring all other requirements of REFs (A) and (B) have been met.  
SPOs/PAOs will ensure the drill times recorded in DA meet the requirements of REF (B).  For 
all IDT drills requesting Special Duty Assignment Pay (SDAP) and/or Foreign Language 
Proficiency Pay (FLPP), the reserve member must have a current endorsement by the Command 
on file as outlined in REFs (C) and (D).  SPOs/PAOs will ensure a member’s record has on file 
the required designation letter and that it is current. 
 
4.  In accordance with REF (E), enlisted members of Reserve Components may receive rations-
in-kind (RIK), part thereof, or a cash allowance in lieu of a government provided meal when the 
member’s paid IDT drill totals at least eight hours in a calendar day.  The minimum eight hours 
of duty is exclusive of travel time to and from the regularly scheduled drill site as well as any 
time allocated for meals, rest and relaxation, or sleeping in accordance with chapter 2.B.1.b of 
REF (B).  The Coast Guard cash allowance in lieu of RIK is the IDT Subsistence Allowance, 
which is based on Coast Guard Standard Meal Rate (CGSMR) prices established in REF (F) and 
successor ALCGFINANCE messages, for meals provided by Coast Guard Dining Facilities.  
IDT Subsistence Allowance is payable in pro-rated amounts equal to CGSMR prices for eligible 
meals (breakfast, lunch, or supper) as authorized in paragraph 5.F. of this ALCOAST.  
 
5.  IDT Meal Policy.  

A. RIK for IDT is not authorized.   
B. Reserve members, regardless of their duty status, with or without pay, must pay for all 

government-provided meals they consume.   
C. Reserve members are not authorized an IDT Subsistence Allowance for periods of travel 

to  and from their drill site or whenever entitled to a meal per diem allowance in an IDT  
travel status.   

D. Officers are not authorized IDT Subsistence Allowance.   
E. Reserve members who perform a single IDT drill are not authorized RIK or an IDT 

Subsistence Allowance.   
F. Meal eligibility for a reserve enlisted member who performs multiple paid IDT drills is as 

follows: 
(1) Reserve member not authorized lodging: 

(a) Reserve member arriving same day, not staying overnight: authorized lunch, 
or 
(b) Reserve member works past 1800:  authorized lunch and supper 

(2) Reserve member authorized lodging: 
(a) Reserve member arriving night before for one paid multiple IDT drill the                 
next day: authorized breakfast and lunch, or 
(b)Reserve member arriving on day of 1st drill for two paid multiple IDT drills 
and staying overnight between drills: 

1st Day - authorized lunch and supper, and 
2nd Day - authorized breakfast and lunch 

(c) Reserve member arriving night before for two paid multiple IDT drills: 
1st Day - authorized all meals, and 

http://www.uscg.mil/ppc/alspo
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2nd Day - authorized breakfast and lunch 
 
6.  District (DXR), DOL-1, and PAC-13 staffs shall ensure up-to-date rosters of personnel 
scheduled to receive IDT berthing are readily available to reserve supervisors upon request to 
validate the receipt of the breakfast and supper meals for those enlisted members who are 
eligible. 
 
7.  Future policy and procedures will be developed to provide increased visibility of member 
eligibility for participation in the IDT berthing program. This process will be aligned with the 
annual administrative validation process and include: 

A. Validation of the residence for all members of the Selected Reserve; 
B. Implementation of a standard Administrative Remarks, Form CG-3307 entry or other 

form to be developed to document whether the member resides inside or outside of the 
RCD of their assigned duty location and the associated meals and berthing authorizations 
that may result; and 

C. Establishment of random testing of Personnel Data Records as part of the Office of 
Reserve        Affairs, COMDT (CG-131) Internal Control program to ensure adequate 
documentation exists to support        all aspects of IDT pay transactions. 

 
8.  This policy will be incorporated into the next issuance of REFs (B), (D), and (G), which will 
be released within the next year. 
 
9.  COMDT (CG-131) POCs: CDR Alexander Foos, 202-475-5430, 
Alexander.C.Foos@uscg.mil and LCDR Tuan Luong, 202-475-5446, Tuan.L.Luong@uscg.mil. 
 
10. Released by RADM Kurt B. Hinrichs, Director of Reserve and Military Personnel. 
 
11. Internet release is authorized. 

 
  

http://www.uscg.mil/ppc/alspo
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Update to Certificate of Release or Discharge from Active 
Duty, DD Form 214 Instruction 
ALCOAST 168/16 
COMDTNOTE 1900 
SUBJ: Update to Certificate of Release or Discharge from Active Duty, DD Form 214 
Instruction 
A. Certificate of Release or Discharge from Active Duty, DD Form 214, COMDTINST 

M1900.4d  
B. Certificate of Release or Discharge FROM Active Duty (DD Form 214/5 Series), DODI 

1336.01 
C. Certificate of Release or Discharge from Active Duty, DD form 214, PSCINST 1900.1  
 
1. This ALCOAST announces an update to policies and standards for issuing a DD Form 214. 
The new policy removes redundancies and ensures the Coast Guard is fully aligned with the 
DOD.  Procedures on issuing DD Form 214 have been delegated to the Pay and Personnel Center 
(PPC). 
 
2. Certificate of Release or Discharge from Active Duty, DD Form 214, COMDTINST 
M1900.4D (REF A) is cancelled. Certificate of Release or Discharge from Active Duty, DD 
Form 214, COMDTINST 1900.4E is in effect. 
 
3. Major changes include: 

a. Aligning the eligibility and issuance of Certificate of Release or Discharge from 
Active Duty, DD Form 214 for all military services, IAW REF B. 

b. Removes standard guidance for the completion and execution of the Certificate of 
Release or Discharge from Active Duty, DD Form 214. That information can now be 
found in REF C on the PPC webpage at http://www.uscg.mil/ppc/pd.asp. When 
arriving at the link, please utilize the e-learning tab to locate Servicing Personnel 
Office (SPO) guides wherein the SPO Separations Transactions are available. 

 
4. COMDT (CG-1331) POC is YNCM Charles Seay at HQS-PolicyandStandards (at) uscg.mil.   
 
5. RADM Kurt B. Hinrichs, Director of Reserve and Military Personnel, sends. 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/announcements/alcoast/168-16_ALCOAST_.txt
http://www.uscg.mil/announcements/alcoast/168-16_ALCOAST_.txt
http://www.uscg.mil/ppc/pd.asp
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New User Guide Added - Identifying SGLI, FSGLI AND 
TSGLI Arrears 
The Identifying SGLI, FSGLI AND TSGLI Arrears user guide provides procedures to correctly 
identify whether a member is in arrears for SGLI, FSGLI, TSGLI and the amount of the arrears. 
A member is in arrears with life insurance when they fail to drill regularly or fail to prepay for 
life insurance while not drilling.  

 

Leadership Development Requirements for Enlisted 
Advancements 
ALCOAST 122/16 announces changes to the Enlisted Accessions, Evaluations, and 
Advancements Manual, COMDTINST M1000.2 (series), and promulgates the enlisted leadership 
development continuum courses required at specific points in an enlisted member's career in 
order to advance to the next higher pay grade. 

The information provided in the ALCOAST applies only to the active duty workforce. Reserve 
requirements will be addressed in future communications. 

 

March End-Month Payroll Processing Complete 
"Payslips" for 01 April pay day are available in Direct Access. Report any discrepancies through 
the P&A Office (Admin) to the SPO. If SPOs cannot address or need assistance, the SPO will 
submit trouble ticket. Payslips can be accessed via the Self-Service "View" menu. Refer to this 
guide for an overview of the new payslip.  

The End-Month March pay date is 01 April 2016. Paydays are the 1st (end of month (EOM)) and 
the 15th (Mid-Month) of each month, or the business day preceding the 1st or the 15th if either 
should fall on a federal holiday, Saturday or Sunday. Members should not set up automated 
payments or assume funds will be available prior to published paydays. Members should verify 
with their financial institutions as to the actual time funds are available to their account. See 
When is Payday? for more information. 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/guides/GP/SPO/Deductions/Identifying%20SGLI,%20FSGLI,%20TSGLI%20Arrears.pdf
http://www.uscg.mil/ppc/guides/GP/SPO/Deductions/Identifying%20SGLI,%20FSGLI,%20TSGLI%20Arrears.pdf
http://www.uscg.mil/ppc/guides/GP/SPO/Deductions/Identifying%20SGLI,%20FSGLI,%20TSGLI%20Arrears.pdf
http://www.uscg.mil/announcements/alcoast/122-16_ALCOAST.txt
http://www.uscg.mil/announcements/alcoast/122-16_ALCOAST.txt
http://www.uscg.mil/announcements/alcoast/122-16_ALCOAST.txt
http://www.uscg.mil/ppc/alspo/default.asp#endmonth
https://portal.direct-access.us/psp/EPPRD/EMPLOYEE/HRMS/c/CG_HRMS_EXT_(GBL).CG_GP_SS_AD_PSLP.GBL?PORTALPARAM_PTCNAV=CG_GP_SS_AD_PSLP_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=USCG_SELF_SERVIVE_FOLDER_USE&EOPP.SCLabel=View&EOPP.SCFName=CGROLE_EMPLOYEEINQRE&EOPP.SCSecondary=true&EOPP.SCPTcname=PT_PTPP_SCFNAV_BASEPAGE_SCR&FolderPath=PORTAL_ROOT_OBJECT.CG_SELF_SERVICE.CG_ROLE_EMPLOYEE.CGROLE_EMPLOYEEINQRE.CG_GP_SS_AD_PSLP_GBL&IsFolder=false
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
http://www.uscg.mil/ppc/faqs.asp#payday
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Requesting Reserve Early Retirement 
ALCGRSV message 006/16 provides updated policy and procedures for requesting Reserve 
Early Retirement. Members who believe they qualify for a Reserve Early Retirement must 
follow the processes listed in the message to collect retired pay before age 60. 

 

Personally Procured Movements (PPM) of Household Goods 
(HHG) 
During the HHG peak season it may be difficult to secure a Government contracted 
transportation service provider (TSP) that meets everyone's desired packing, pick-up, and 
delivery dates. If a TSP cannot be contracted, or if a member prefers, they may perform a full or 
partial PPM and receive an incentive payment of 95 percent of what it would have cost to 
transport the member's HHG, not to exceed the member's authorized permanent change of station 
(PCS) weight allowances in one lot. Refer to ALCOAST 119/16; Personally Procured 
Movements (PPM) of Household Goods (HHG) for more information. 

 

Defense Travel Management Office Allowances and 
Regulations Update 
The Defense Travel Management Office has updated the following information for 01 April 
2016:  

OCONUS Non-Foreign and Foreign Per Diem Rates  
Overseas Housing Allowances (OHA)  
Overseas Cost of Living Allowances (COLA)  
Joint Travel Regulations (JTR) and Appendices  

To access this information, visit the DTMO Website. 

 
  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/announcements/alcgrsv/006-16_ALCGRSV.txt
http://www.uscg.mil/announcements/alcgrsv/006-16_ALCGRSV.txt
http://www.uscg.mil/announcements/alcoast/119-16_ALCOAST.txt
http://www.uscg.mil/announcements/alcoast/119-16_ALCOAST.txt
http://www.uscg.mil/announcements/alcoast/119-16_ALCOAST.txt
http://www.uscg.mil/announcements/alcoast/119-16_ALCOAST.txt
http://www.uscg.mil/ppc/travel/default.asp#dtmoApr
http://www.uscg.mil/ppc/travel/default.asp#dtmoApr
http://www.defensetravel.dod.mil/Docs/perdiem/oc-pdr-chges.pdf
http://www.defensetravel.dod.mil/site/ohaCalc.cfm
http://www.defensetravel.dod.mil/Docs/perdiem/Current-COLA-Adjustments.pdf
http://www.defensetravel.dod.mil/site/changesjtr.cfm?ID=83
http://www.defensetravel.dod.mil/
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Transfer Season 2016 Household Goods (HHG) Shipping 
Information 
The 2016 HHG transportation season will be upon us soon, and whether a member is performing 
a long distance permanent change of station (PCS) move or a funded local move, HHG 
counseling is mandatory. To ensure members are aware of their HHG transportation 
entitlements, commands should ensure that all members departing on PCS orders, or separating 
from the Coast Guard receive a printed copy of ALCOAST 117/16; Transfer Season 2016 
Household Goods (HHG) Shipping Information and Mandatory Customer Satisfaction Survey. 

 

Correction to Mailing Address for Sector Jacksonville 
Servicing Personnel Office (SPO) 
The SPO at Sector Jacksonville moved to a new location.  

The new address is:  

Commander (SPO) 
U. S. Coast Guard Sector Jacksonville 
10426 Alta Drive Jacksonville, FL 32226-2370 

This change is only for the SPO.  

Note: Street address corrected from 10416 to 10426. 

 

Critical Housing Area (CHA) Update 
Per ALCGPSC 041/16, Freeport Texas (Zip Code 77541) is designated a Critical Housing Area. 
This change was effective on 09 March 2016.  

Members with dependents with a Permanent Change of Station (PCS) reporting date on and after 
9 Mar 2016 to a Coast Guard unit located in Zip Code 77541, who have no intention of 
relocating their dependents to that unit, may submit a Housing Allowance Protection Worksheet 
(CG Form 2025A) to PSC-PSD-fs requesting housing allowances be based on a location other 
than their new Permanent Duty Station (PDS). Members who are authorized a housing allowance 
based on the payment of child support are not eligible to submit a CG- 2025A under the CHA 
policy. Refer to ALCGPSC 001/16; 2016 Annual Review of Critical Housing Areas, for other 
CHAs. 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/travel/hhg.asp
http://www.uscg.mil/ppc/travel/hhg.asp
http://www.uscg.mil/ppc/travel/hhg.asp
http://www.uscg.mil/ppc/travel/hhg.asp
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
http://www.uscg.mil/ppc/rates.asp#cha
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGPSC/041-16_ALCGPSC.docx
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGPSC/001-16_ALCGPSC.docx
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April Enlisted Advancements 
ALCGENL message 039/16 lists enlisted advancements authorized on 1 April 2016. In addition 
to the message, a spreadsheet is available which also shows the member's unit:  

EPAA0416.xls (CGPortal Link)  

ALCGRSV message 005/16 lists enlisted reserve advancements authorized on 1 April 2016. In 
addition to the message, a spreadsheet is available which also shows the member's unit:  

ERAA0316.xls (CGPortal Link)) 

 

Aviation Career Incentive Pay (ACIP) Change Request 
Procedure 
Requests for adjustments to Aviation Service Date, Officer Service Date, DIFOPS, DIFDEN, 
DIFPRO, and/or OPFLY TIME require the following steps before PPC (MAS) can make any 
adjustments:  

Step Action 
1 Aviator requests status changes for any of the above mentioned through their Senior Flight 

Officer 
2 Senior Flight Officer verifies the requested changes to dates/times are valid and authorized 

IAW policy, and provides supporting documentation to SPO for review. 
3 SPO YN1 or above will review all documents for accuracy, fill in the Aviation 

Calculation Worksheet and provide all documentation to the Commanding Officer. 
4 Via a CG Memo, Commanding Officer identifies which dates/times are incorrect and what 

the corrected dates/times should be; enclose all documentation that supports the requested 
adjustments.  
 
*Note: Commanding Officer cannot delegate this authority.  
 
Here is a sample memo showing the required information and recommended format. 

5 SPO will submit all documents to PPC via a PPC Customer Service Ticket. SPO should 
provide a brief description on the Customer Service Ticket regarding the type of changes 
requested.  
 
Examples of documents to be attached to the Customer Service Ticket:  

• DD-214(s)  
• SPO EXCEL Spreadsheet Computations for ASD, OSD, types of flying statuses 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/adv.asp#epaaeraa
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGENL/039-16_ALCGENL.txt
https://cg.portal.uscg.mil/units/ppc/Enlisted%20Personnel%20Advancement%20Announcements/EPAA0416.xls
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGRSV/005-16_ALCGRSV.txt
https://cg.portal.uscg.mil/units/ppc/Enlisted%20Reserve%20Advancement%20Announcements/ERAA0316.xls
http://www.uscg.mil/ppc/gp/Earnings/ACIP.htm#ACIPCorrections
http://www.uscg.mil/ppc/gp/Earnings/ACIP.htm#ACIPCorrections
http://www.uscg.mil/ppc/mas/ACIP%20Calculation%20Worksheet.xlsx
http://www.uscg.mil/ppc/mas/ACIP%20Calculation%20Worksheet.xlsx
http://www.uscg.mil/ppc/mas/ACIP%20MEMO%20TEMPLATE.docx
http://www.uscg.mil/ppc/mas/ACIP%20Calculation%20Worksheet.xlsx
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Step Action 
DIFOPS, DIFDEN and DIFPRO, OPFLY TIME.  

• Any Prior Service Documentation showing inclusive dates.  

6 PPC Customer Service verifies that memo and enclosure(s) are attached and forwards 
ticket to PPC (MAS) for action; if not, Customer Service will return to the SPO requesting 
the required documentation be submitted. 

7 PPC (MAS) may require additional information before a case is worked; if so, PPC will 
contact the Customer Service Ticket POC (SPO YN1 or above).   

8 PPC (MAS) will make any required corrections and document the corrections in the 
Customer Service Ticket and in the Direct Access notes. 

See the ACIP topic in the Direct Access Knowledge Base for more information and definitions 
of ACIP terms. 

 

Payroll Processing Schedule Change for End-Month March 
The Payroll Finalization Processing date for the end-month March 2016 payday has changed to 
24 March (from 23 March). SPOs are reminded that they are not to enter or approve any 
transactions in Direct Access on the Payroll Finalization Processing date. The approval cutoff 
date of 20 March 2016 has not changed. SPOs may resume normal operations on the day 
following the Payroll Finalization Processing date once the pay calendar for the next pay period 
(mid-month April in this case) is opened.  

Refer to the 2016 U. S. Coast Guard Payroll Processing Schedule (Calendar View) for other 
dates and definitions of payroll processing terms. 

 

Creditable Servicewide Exam (SWE) Sea Time Points for 
WMSL Crew Members 
ALCOAST 099/16; Creditable Servicewide Exam (SWE) Sea Time Points for WMSL Crew 
Members, announces a change in how Creditable SWE Sea Time points are earned by members 
serving aboard National Security Cutters (WMSLs). 

 
  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/gp/Earnings/ACIP.htm
http://www.uscg.mil/ppc/mas/default.asp#changes
http://www.uscg.mil/ppc/mas/default.asp
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCOAST/099-16_ALCOAST.txt
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCOAST/099-16_ALCOAST.txt
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCOAST/099-16_ALCOAST.txt
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCOAST/099-16_ALCOAST.txt
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FY 2016 Reserve IDT and ATP Drill Scheduling Update 
R 26 FEB 16 
FM COMDT COGARD WASHINGTON DC//CG-83// 
TO ALCGFINANCE 
UNCLAS//N07132// 
ALCGFINANCE 010/16 
SUBJ: RESERVE TRAINING (RT) APPROPRIATION FISCAL YEAR 2016 (FY16) 
EXECUTION GUIDANCE UPDATE 1 
A. COMDT COGARD WASHINGTON DC 131800Z OCT 15/ ALCGFINANCE 044/15 
B. COMDT COGARD WASHINGTON DC 211102Z OCT 15/ ALCOAST 411/15 

1. This message updates guidance in REF (A) with respect to the batching of Inactive Duty 
Training (IDT) drills and the allocation of Additional Training Periods (ATPs).  

2. IDT Update: Normal IDT participation is defined as four IDT drills per month for a 
maximum of 48 IDT drills during the FY.  

A. Paragraphs 4.B. and 4.C. of REF (A) restricted the batching of IDT drills. Those 
restrictions on the batching of IDT drills are hereby lifted. Members may perform 
up to their authorized number of IDT drills at any point through 4 September 
2016 at command discretion.  

B. Members serving on continuous active duty orders of 30 days or more are not 
authorized to perform in advance, or make up, IDT drills which would have been 
performed during the period of active duty had the IDT drill performance been 
conducted normally.  

C. Guidance contained in REF (B) remains in effect with respect to the performance 
of IDT drills for pay during the month of September.  

3. ATP Update: Paragraph 5.A. of REF (A) stated ATP allocations would be released via 
separate correspondence. For FY16, the Office of Reserve Affairs, Commandant (CG-
131) has determined sufficient funding exists to fund 12 ATPs for each position at all 
Port Security Units and Coastal Riverine Squadrons and Groups.  

A. Unit ATP Allocation 
Port Security Unit 301 - 1,704 
Port Security Unit 305 - 1,704 
Port Security Unit 307 - 1,704 
Port Security Unit 308 - 1,704 
Port Security Unit 309 - 1,704 
Port Security Unit 311 - 1,704 
Port Security Unit 312 - 1,704 
Port Security Unit 313 - 1,704 
Coastal Riverine Group 1 - 60 
Coastal Riverine Group 2 - 84 
Coastal Riverine Squadron 1 - 120 
Coastal Riverine Squadron 8 - 120 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/alspo/default.asp#ten16
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Coastal Riverine Squadron 10 - 120 
Coastal Riverine Squadron 11 - 96 

B. The IDT schedule including waiver timelines, contained in REF (A) and REF (B), 
also applies to ATPs. 

4. Points of Contact: Mr. James Redd, Commandant (CG-1312) at (202)475-5435 or LCDR 
Andrew Younkle, Commandant (CG-1312) at (202)475-5449.  

5. CAPT J. A. Passarelli, Chief, Office of Resource Management, and CAPT P. K. 
Aboagye, Chief, Office of Reserve Affairs, send.  

6. Internet release is authorized. 

 

November 2015 Advancement Eligibility Cutoffs Revised 
ALCGENL 035/16 (CG Portal Link) revises the cutoffs for advancements for participants of the 
November 2015 servicewide exam. 

 

March Mid-Month Payroll Processing Complete 
"Payslips" for 15 March pay day are available in Direct Access. Report any discrepancies 
through the P&A Office (Admin) to the SPO. If SPOs cannot address or need assistance, the 
SPO will submit trouble ticket. Payslips can be accessed via the Self-Service "View" menu. 
Refer to this guide for an overview of the new payslip. 

 
  

http://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGENL/035-16_ALCGENL.txt
https://cg.portal.uscg.mil/library/generalmessages/General%20Messages/GENMSG2016/ALCGENL/035-16_ALCGENL.txt
http://www.uscg.mil/ppc/alspo/default.asp#midmonth
https://portal.direct-access.us/psp/EPPRD/EMPLOYEE/HRMS/c/CG_HRMS_EXT_(GBL).CG_GP_SS_AD_PSLP.GBL?PORTALPARAM_PTCNAV=CG_GP_SS_AD_PSLP_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=USCG_SELF_SERVIVE_FOLDER_USE&EOPP.SCLabel=View&EOPP.SCFName=CGROLE_EMPLOYEEINQRE&EOPP.SCSecondary=true&EOPP.SCPTcname=PT_PTPP_SCFNAV_BASEPAGE_SCR&FolderPath=PORTAL_ROOT_OBJECT.CG_SELF_SERVICE.CG_ROLE_EMPLOYEE.CGROLE_EMPLOYEEINQRE.CG_GP_SS_AD_PSLP_GBL&IsFolder=false
http://www.uscg.mil/ppc/gp/SSmbr/viewpayslip.htm
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SPO Records Shift Sector Delaware Bay SPO to TRACEN 
Cape May SPO 
The following units were serviced by Sector Delaware Bay SPO (DEPTID 007317), they are 
now serviced by Cape May SPO (DEPTID 006420). The SPO to Unit Relationship Report on 
our CG Portal page reflects the shift of PDRs for the following units:  

Dept ID Unit Name 
005316 CGC FINBACK 
006363  CGC IBIS 
000781  CGC MAKO 
000803  CGC WILLIAM TATE 
000574  AST  
010824  DDE-MOORESTOWN 
010495  DDE-DLA TROOP SUPPORT PHIL 
004060  UNIVERSITY OF PENNSYLVANIA 
009348  PENNSYLVANIA STATE UNIVERSITY 
004532  ESD ATLANTIC CITY - DD SEC DELBAY 

Sector Delaware Bay is still a SPO. This change is only for the units listed above. 

 

Known Issue: Person Profile, Adding/Updating Courses and 
Training 
Currently only courses that are managed by sessions (courses managed by TQC and "A" 
Schools) can be entered in DA. Courses like the Airman Leadership School, Pre-Separation 
Counseling, ICS Courses, etc., cannot be entered in DA 9.1. If not entering a course impacts 
SWE eligibility (e.g. Airman Leadership School), submit a trouble ticket requesting a waiver for 
the SWE. All others, please retain the paperwork. We are working with CG-1 and CG-631 to 
have this functionality built into DA. We will let everyone know when it is available in DA. 

 
  

http://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx#report
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx#report
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx#report
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx#report
http://www.uscg.mil/ppc/pd.asp#tabs-2
http://www.uscg.mil/ppc/pd.asp#tabs-2
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New Travel Management Center Contract Update 
ALCGPSC 034/16, TRAVEL MANAGEMENT CENTER (TMC) CONTRACT AWARD -
UPDATE #2, provides important information for Coast Guard traveler-s to use when making 
travel arrangements.  

 

New Foreign Travel, Passports, and Visas Instruction Issued 
ALCOAST 088/16 promulgates a complete revision of the Foreign Travel, Passports, and Visas 
Instruction.  

The new instruction, Foreign Travel, Passports, and Visas, COMDTINST 5000.5G (Note: CG 
Portal Link, login required) updates the procedures required for the approval and execution of 
foreign travel. It implements the requirement to consult and adhere to the Foreign Clearance 
Guide prior to travel. The new instruction also updates the passport and visa application process. 

 

Known Issue: Contracts Do Not Always Update Service 
Dates 
When completing contracts (Reenlistment and Extension), please ensure that you are following 
up to ensure the "Assigned Seniority Dates" in the "Job Labor" tab of Job Data is updated. We 
currently have over 180 reserve members with Expected Loss Dates that have passed (we will fix 
the ones we have identified). If the contract data does not update the Expected Loss Date, submit 
a trouble ticket to PPC. 

 

Known Issue: Reservists Not Appearing on Roster 
(Resolved)  
Short-Term Reserve Active Duty Orders - Last year we sent out guidance stating to leave the 
"Duty Department" field on short-term reserve orders to the member's permanent duty station 
DEPT ID. Effective today, enter the Department ID of where the member will be performing 
their duty.  

This will allow any pay auto-start/stops to work and keep an accurate history for the member's 
active duty assignments in DA. When short-term reserve orders to another DEPT ID are 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/announcements/alcgpsc/034-16_ALCGPSC.txt
http://www.uscg.mil/announcements/alcgpsc/034-16_ALCGPSC.txt
http://www.uscg.mil/announcements/alcgpsc/034-16_ALCGPSC.txt
http://www.uscg.mil/announcements/alcoast/088-16_ALCOAST.txt
http://www.uscg.mil/announcements/alcoast/088-16_ALCOAST.txt
https://cg.portal.uscg.mil/sites/externaldata/Directives/CI_5000_5G.pdf
http://www.uscg.mil/ppc/pd.asp#tabs-2
http://www.uscg.mil/ppc/pd.asp#tabs-2
http://www.uscg.mil/ppc/pd.asp#tabs-2
http://www.uscg.mil/ppc/pd.asp#tabs-2
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approved, they will show up in the gaining unit's Airport Terminal. For the duration of the 
orders, the member will not show up on the permanent unit's roster, they will show up at the unit 
they are performing active duty.  

The member will show up on their permanent unit's roster when the orders are completed and 
sequence 99 on the order returns the member to their permanent position and department. 

 

New Mailing and e-Mail Address for PSC (RPM-3) SPO 
Commander, Coast Guard Personnel Service Center, Reserve Personnel Management Division, 
Reserve Personnel Services Branch (RPM-3), is the Servicing Personnel Office (SPO) for 
Individual Ready Reserve (IRR), Active Status List (ASL), and Inactive Status List (ISL) 
members.  

PSC (RPM-3) has relocated. The new mailing address is:  

Commander (RPM-3) IRR SPO 
PERSONNEL SERVICE CENTER 
2703 Martin Luther King Jr Ave SE, Mail Stop 7200 
Washington, DC 20593-7200 

The new e-mail address is: ARL-PF-CGPSC-rpm-3-Query 

 

Payroll Processing Terms 
Here are the terms and their meanings used on the Payroll Processing Schedule.  

Term Definition 
Pay Period Each month is divided into two pay periods. The first period, called 

"mid-month" covers the 1st through 15th day of the month. The 
second period, called "end-month", covers the 16th through the last 
day of the month. In Direct Access, each pay period has a 
corresponding "Payroll Calendar". 

Period Begin 
Date 

The begin date for the pay period.  

Period End 
Date 

The end date for the pay period. 

Payment Date The official military payday. This is the "settlement date" for the 
Automated Clearing House (ACH), an electronic funds-transfer 

http://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx#contactlist
http://www.uscg.mil/ppc/mas/default.asp#terms
http://www.uscg.mil/ppc/mas/default.asp
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Term Definition 
system run the by the National Automated Clearing House 
Association (NACHA). This payment system deals with payroll, 
direct deposit, tax refunds, consumer bills, tax payments and many 
more payment services.  

The official military paydays are the 1st (end-month) and the 15th 
(mid-month) of each month, or the business day preceding the 1st 
or the 15th if either should fall on a federal holiday, Saturday or 
Sunday.  

Some financial institutions make funds available prior to the official 
military payday. However, payments are not to be reported as non-
received until the official military payday. Members should not set 
up automated payments or assume funds will be available prior to 
published paydays.  

SPO Data 
Approval  
Cutoff  

Last day for SPO Payment Approving Officials (PAOs) to approve 
transactions for the next payday. The SPO Data Approval Cutoff is 
imperative to allow PPC to identify and correct critical errors prior 
to the Finalized date. During the period between SPO Data 
Approval Cutoff and the Payroll Finalized date only the following 
transactions may be approved:  

• Short-Term Orders: If the ADT-AT orders or Short-Term 
ADOS orders have a begin or end date on/or after the SPO 
Data Entry/Approval date and BEFORE the Payroll 
Finalized Date, SPOs are authorized to approve the orders 
(put in "En route" or "Finished" status) and associated pay 
entitlements (e.g. BAH). DO NOT approve orders or 
entitlements on Payroll Finalize Date (it will cause payroll 
finalize to error out). ONLY orders with a begin data that 
falls within these specifics date ranges are authorized to be 
put in an "En route" or "Finished" status.  

• Drills: Inactive Duty for Training (IDT) Drills, Funeral 
Honors Duty (FHD), Readiness Management Periods 
(RMP), and Additional Training Periods (ATP) and any pay 
entitlements associated with the drills may be approved 
between the blackout dates. If the IDT, FHD, RMP, or ATP 
drills have a completed date on/or after the SPO Data 
Entry/Approval date and BEFORE the Pay roll Finalized 
Date, SPOs are authorized to approve the drills (put in 
"Completed - Yes" status (approved for payment)) and any 
associated pay entitlements (e.g. meals). Do not approve 
drills or pay entitlements on the Payroll Finalized Date - it 

http://www.uscg.mil/ppc/alspo
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Term Definition 
will cause payroll finalize to error out. Only drills and 
associated pay entitlements with a completion date that falls 
within these specific date ranges are authorized to be put in 
a "Completed - Yes" status (approved for payment).  

Note: SPOs will continue to enter pay transaction requests after the 
cut, but PAOs must not approve any transactions (other than Drills 
and short-term orders as discussed above), as these approved 
transactions change the pay data PPC (MAS) is trying to validate. 
However, SPOs must enter and approve transactions when 
contacted by PPC (MAS) or (SEP) during the blackout period to 
correct an error condition.  

Payroll 
Finalization 
Processing 
Date 

Date PPC (MAS) completes processing for the pay period, readies 
files for transmission to Treasury and, if an end-month pay period, 
transmission to the Coast Guard General Ledger. Following 
completion of these processes, PPC (MAS) opens the payroll 
calendar for the next pay period and SPOs will resume data entry 
and approvals ON THE DAY FOLLOWING THE "PAYROLL 
FINALIZATION PROCESSING DATE". No data 
entry/approvals are permitted on the Payroll Finalization Date. 

New PayCal 
Open 

Date the Payroll Calendar for the next pay period opens for data 
entry and approvals. This is normally the date following the Payroll 
Finalization Processing Date. SPOs may resume data entry and 
approvals up until the day following the next SPO Data Approval 
Cutoff Date. 

Payroll Sent to 
Treasury  

The estimated date PPC will transfer files to Treasury for 
processing. In accordance with NACHA Operating Rules, payments 
must be made available for withdrawal no later than the opening of 
business on the settlement date (provided the entries are made 
available to the Receiving Depositary Financial Institution (RDFI) 
by its ACH operator no later than 5:00 p.m. on the business day 
prior to the settlement date). Some RDFIs make deposits available 
upon receipt from Treasury while others hold the funds until the 
settlement date.  

 
  

http://www.uscg.mil/ppc/alspo
https://www.nacha.org/rules
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May 2015 Advancement Eligibility Cutoffs Revised 
ALCGENL message 033/16 revises the cutoffs for advancements for participants of the May 
2015 servicewide exam.  

 

SPO Records Transition - Sector SE New England to Base 
Cape Cod 
Sector SE New England SPO (008365) has been disestablished, all records for the serviced units 
have been moved in DA to the Base Cape Cod SPO (045431). 

 

Known Issue: Enlisted Clothing Maintenance Allowances 
(Resolved) 
We had a programming issue with CMA not starting correctly for newly enlisted members. This 
has been fixed and members should see CMA, and any back pay, on their March 15, 2016 pay 
date. A separate email will be going out directing members still having CMA issues to work with 
their ADMINs/SPO to get it corrected. If you get questions, please be sure to review policy 
before submitting trouble tickets (example, member must have completed six months of active 
duty to get CMA). 

 

CGHR: On the Radar Screen March 8 2016 
Welcome to the latest issue of CGHR: On the Radar Screen. You can access the newsletter when 
(and how) it's convenient for you - from work, from home, your smartphone, or your tablet. 
CGHR is your calendar for upcoming training and professional development events, as well as 
time-sensitive news.  

You can read CGHR in its entirety by going to 
http://www.uscg.mil/hq/cg1/cghr/2016/3.8.16.asp.  

If you have trouble accessing any of the newsletter links from your Coast Guard workstation, 
forward this email so you can read CGHR at home (or share with your family).  

In this issue, you will find: 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/announcements/ALCGENL/033-16_ALCGENL.txt
http://www.uscg.mil/announcements/ALCGENL/033-16_ALCGENL.txt
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
https://cg.portal.uscg.mil/units/ppc/Pages/SPO%20Contact%20List.aspx
http://www.uscg.mil/ppc/pd.asp#tabs-2
http://www.uscg.mil/ppc/pd.asp#tabs-2
http://www.uscg.mil/hq/cg1/cghr/2016/3.8.16.asp
http://www.uscg.mil/hq/cg1/cghr/2016/3.8.16.asp
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• On the Horizon  
• Articles and Resources  
• Tips and Tricks  
• Coast Guard All Hands and Compass Blogs  
• Recent Messages  
• CG SUPRT  
• Infographic  

Earlier issues of CGHR can be accessed at http://www.uscg.mil/hq/cg1/cghr/default.asp.  

 

New Form to Request Suspension of Coast Guard Standard 
Meal Rate (CGSMR) Deductions due to temporary Galley 
Closure 
Federal law requires that when Uniformed Service personnel in receipt of a subsistence 
allowance or meal per diem and are furnished meals by government funded dining facilities 
(such as unit galleys, mess halls, or CGDFs), these members must pay for those meals. In cases 
where use of CG galleys is mandatory (sea duty aboard cutters with established CGDFs, at CG 
Class A Schools, or units where UPH residents are in designated ESM status), the Coast Guard 
has chosen to require payment for government-furnished meals through an automatic pay 
account deduction at the daily Coast Guard Standard Meal Rate (CGSMR). When members 
subject to automated pay account CGSMR deductions go on leave or TDY away from their units, 
pay account deductions for meals not provided are refunded to the member. In cases where the 
units galley is temporarily out-of-service and not able to provide meals, unit COs & OiCs may 
request that automated pay account CGSMR deductions be temporarily suspended for affected 
crewmembers until the unit galley is back in service and providing meals. To streamline the 
request process, the new Coast Guard Galley Temporary Closure/Suspend Collection of CG 
Standard Meal Rate (CGSMR) Deduction (CG-7220G) form has been introduced.  

Prior to the date the unit galley goes out-of-service due to a temporary galley closure the 
command must request authority for temporary CGSMR deduction (former Discount Meal Rate 
(DMR) deductions) from Commandant (CG-1332). SPOs must not process requests from cutters 
or other commands to suspend automatic pay account deductions unless authority to do so has 
been granted by CG-1332 by memo or approved CG-7220G.  

Commands shall submit requests to Commandant (CG-1332) using form CG-7220G (Coast 
Guard Galley Temporary Closure/Suspend Collection of CG Standard Meal Rate (CGSMR) 
Deduction) (http://www.uscg.mil/forms/cg/cg_7220g.pdf). Commandant (CG-1332) will review 
the request and, if approved, will process the CG-7220G and return it to the command, the 
command's SPO and PPC (MAS).  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/hq/cg1/cghr/
http://www.uscg.mil/ppc/gp/Deductions/DMR.htm#suspendcgsmr
http://www.uscg.mil/ppc/gp/Deductions/DMR.htm#suspendcgsmr
http://www.uscg.mil/ppc/gp/Deductions/DMR.htm#suspendcgsmr
http://www.uscg.mil/forms/cg/cg_7220g.pdf
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Supplemental and Striker Advancement Eligibility Lists 
Updated 
The advancement eligibility lists for active duty striker and supplemental advancements have 
been updated to reflect requests processed prior to 2 March 2016.  

The advancement eligibility lists for reserve supplemental advancements have been updated to 
reflect requests processed prior to 2 March 2016.  

The lists and other helpful information are available on the Advancements branch CG Portal 
page. 

 

PPC Military Accounts Support (MAS), Calculators and 
Worksheets for Servicing Personnel Offices 
The following calculators and worksheets are provided by PPC (MAS) as job aides for SPOs. 

NAME SIZE TYPE 

ACIP Calculation Worksheet 23KB XLSX File 

PDRMANencl3 68KB XLS File 

Reserve Calculations 1MB XLSM File 

reservearlyretcalc 91KB XLSM File 

SPO CSPP PREMIUM 36KB XLS File 

SPO DMR 31 DAY WORKSHEET 112KB XLSX File 

SPO Monthly Entitlement Calc 85KB XLS File 

SPO My 30 DAY ENTITLEMENT ADJ SHEET 2 2016 58KB XLS File 

SPO OCOLA 31 DAY WORKSHEET 112KB XLSX File 

 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/adv.asp#supplemental
http://www.uscg.mil/ppc/adv.asp#supplemental
https://cg.portal.uscg.mil/units/ppc/Active%20Duty%20Supplemental%20and%20Striker%20Advancement%20L/Forms/AllItems.aspx
https://cg.portal.uscg.mil/units/ppc/Reserve%20Supplemental%20Advancement%20Lists/Forms/AllItems.aspx
https://cg.portal.uscg.mil/units/ppc/SitePages/Advancements%20and%20Evaluations%20Branch.aspx
https://cg.portal.uscg.mil/units/ppc/SitePages/Advancements%20and%20Evaluations%20Branch.aspx
http://www.uscg.mil/ppc/mas/worksheets/
http://www.uscg.mil/ppc/mas/worksheets/
http://www.uscg.mil/ppc/mas/worksheets/ACIP%20Calculation%20Worksheet.xlsx
http://www.uscg.mil/ppc/mas/worksheets/PDRMANencl3.xls
http://www.uscg.mil/ppc/mas/worksheets/Reserve%20Calculations.xlsm
http://www.uscg.mil/ppc/mas/worksheets/reservearlyretcalc.xlsm
http://www.uscg.mil/ppc/mas/worksheets/SPO%20CSPP%20PREMIUM.xls
http://www.uscg.mil/ppc/mas/worksheets/SPO%20DMR%2031%20DAY%20WORKSHEET.xlsx
http://www.uscg.mil/ppc/mas/worksheets/SPO%20Monthly%20Entitlement%20Calc.xls
http://www.uscg.mil/ppc/mas/worksheets/SPO%20My%2030%20DAY%20ENTITLEMENT%20ADJ%20SHEET%202%202016.xls
http://www.uscg.mil/ppc/mas/worksheets/SPO%20OCOLA%2031%20DAY%20WORKSHEET.xlsx
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New Mailing Address for Sector Jacksonville Servicing Personnel Office 
(SPO) 

The SPO at Sector Jacksonville is moving to a new location the week of 07 March 2016. 

The new address is: 

Commander (SPO) 
U. S. Coast Guard Sector Jacksonville 
10426 Alta Drive Jacksonville, FL 32226-2370 

This change is only for the SPO. 

February End-Month Payroll Processing Complete 

"Payslips" for 01 March pay day will be available in Direct Access on 28 February 2016. 
Report any discrepancies through the P&A Office (Admin) to the SPO. If SPOs cannot address 
or need assistance, the SPO will submit trouble ticket. Payslips can be accessed via the Self-
Service "View" menu. Refer to this guide for an overview of the new payslip.  

The End-Month February pay date is 01 March 2016. Paydays are the 1st (end of month (EOM)) 
and the 15th (Mid-Month) of each month, or the business day preceding the 1st or the 15th if 
either should fall on a federal holiday, Saturday or Sunday. Members should not set up 
automated payments or assume funds will be available prior to published paydays. Members 
should verify with their financial institutions as to the actual time funds are available to their 
account. See When is Payday? for more information. 

Defense Travel Management Office Allowances and Regulations Update 

The Defense Travel Management Office has updated the following information for 01 March 
2016:  

OCONUS Non-Foreign and Foreign Per Diem Rates 
Overseas Housing Allowances (OHA)  
Overseas Cost of Living Allowances (COLA)  
Joint Travel Regulations (JTR) and Appendices  

http://www.uscg.mil/ppc/alspo
https://portal.direct-access.us/psp/EPPRD/EMPLOYEE/HRMS/c/CG_HRMS_EXT_(GBL).CG_GP_SS_AD_PSLP.GBL?PORTALPARAM_PTCNAV=CG_GP_SS_AD_PSLP_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=USCG_SELF_SERVIVE_FOLDER_USE&EOPP.SCLabel=View&EOPP.SCFName=CGROLE_EMPLOYEEINQRE&EOPP.SCSecondary=true&EOPP.SCPTcname=PT_PTPP_SCFNAV_BASEPAGE_SCR&FolderPath=PORTAL_ROOT_OBJECT.CG_SELF_SERVICE.CG_ROLE_EMPLOYEE.CGROLE_EMPLOYEEINQRE.CG_GP_SS_AD_PSLP_GBL&IsFolder=false
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http://www.uscg.mil/ppc/faqs.asp#payday
http://www.defensetravel.dod.mil/Docs/perdiem/oc-pdr-chges.pdf
http://www.defensetravel.dod.mil/site/ohaCalc.cfm
http://www.defensetravel.dod.mil/Docs/perdiem/Current-COLA-Adjustments.pdf
http://www.defensetravel.dod.mil/site/changesjtr.cfm?ID=83
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March Enlisted Advancements 

• ALCGENL message 024/16 lists enlisted advancements authorized on 1 March 2016. In 
addition to the message, a spreadsheet is available which also shows the member's unit:  

o EPAA0316.xls (CGPortal Link)  
• ALCGRSV message 003/16 lists enlisted reserve advancements authorized on 1 March 

2016. In addition to the message, a spreadsheet is available which also shows the 
member's unit:  

o ERAA0316.xls (CGPortal Link) 

 

New User Guide: Department Role Query 

We've added a user guide for the Department Role Query (Field). This query provides a report of 
all Direct Access users at a department, or at departments serviced by a Servicing Personnel 
Office or Base. 

 

Call Center Staffing on Wednesday, 2 March 

PPC offices will be minimally manned from 1100 (CST) to close of business on Wednesday, 2 
March 2016. Call center phones will not be attended. Customers may continue to submit trouble 
tickets online. 

 

Resolve Common Direct Access Menu and Page Errors by the Clearing 
Browser Cache 

Clearing the Internet Explore cache may resolve these common Direct Access issues:  

• If a menu item or PAGELET doesn't show up for you and you have been told it should.  
• If you get one or more PAGELETS that are collapsed and/or the headings say User 

Access is not Authorized.  
• You receive an error when you click a menu item - Authorization Error -- Contact your 

Security Administrator.  
• If you get Internet Explorer cannot display this page.  

Follow the steps below to clear the Internet Explore cache. If the problem persists after clearing 
the cache and restarting Internet Explorer, contact PPC customer care.  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/announcements/alcgenl/024_16_ALCGENL.txt
https://cg.portal.uscg.mil/units/ppc/Enlisted%20Personnel%20Advancement%20Announcements/EPAA0316.xls
http://www.uscg.mil/announcements/alcgrsv/003-16_ALCGRSV.txt
https://cg.portal.uscg.mil/units/ppc/Enlisted%20Reserve%20Advancement%20Announcements/ERAA0316.xls
http://www.uscg.mil/ppc/guides/GP/SelfService/Command/Self%20Service%20for%20Command%20-%20Department%20Role%20Query%20-%20Field.pdf
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1. Click on Tools and select Developer Tools (Or just press the F12 key).  

 

2. In the Developer Tools window (which will open at the bottom of the Internet Explorer 
window), click on the Network tab. 

 

 

Note: The developer tools may 
display as a list of icons on the 
left side of the window. If this is 
the case, click the arrow and then 
click the Network Icon (just 
below the debugger icon) as 
shown below: 

http://www.uscg.mil/ppc/alspo
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3. Click the Clear Cache button or simultaneously press the Ctrl+R keys on the keyboard..  

 

4. Click the Clear Cookies for domain button.  

 

5. Close and restart Internet Explorer. 

 

Requirement to submit copies of PCS Departing Worksheets (CG-2000) 
to PSC is canceled 

Last April PSC-BOPS requested SPOs to provide them with copies of all FY-2015 PCS 
Departing Worksheets (CG-2000). That requirement is not in effect for FY-2016. PSC-BOPS 
will find other, less labor intensive, ways to track PCS expenditures. 

 

Known Issue: DD-214 Block 2 

Some DD-214s Showing wrong component for Release From Active Duty (RELAD) 
Transactions: When members are RELAD and a DD-214 is not started until after the RELAD 
row has been built in Job Data, the DD-214 populates block 2 as "USCG RSV" instead of 
"USCG AD". Follow these steps to avoid this error: 

• Immediately after a RELAD type separation is submitted for approval, go to the DD-214 
form in the Separations pagelet. Enter the member's employee and hit Search. Verify that 
block 2 (Dept, Comp & Branch) reads "Homeland Security: USCG AD" and save it. The 
DD-214 can be completed and finalized later. The DD-214 must be initiated (simply by 

http://www.uscg.mil/ppc/alspo
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opening it and saving it) BEFORE the RELAD transaction is approved or block 2 will 
show "USCG RSV". 

Updated user guides are linked below:  

• RELAD - AD to SELRES or IRR.pdf   
• RELAD with Sep Request - AD Officers and Members on EAD   

 

PPC Travel eNewsletter February 2016 

The February 2016 Travel eNewsletter  is now available.  

In this issue:  

• *New* CG-7421-A TPAX/WinIats User Role Designation form  
• *New* Travel Management Center  
• Travel Management Center (TMC) Contract Award FAQs  
• CY 2016 Mileage Rates  
• Advance System Errors  
• WEB TPAX PCS Advances  
• PCS Travel Advance - Do it Right the First Time  
• Shared Rooms -Military Travelers Only  
• Government Travel Charge Card (GTCC) Policies and PCS  
• AO Reference Links  
• Fax numbers for PPC Travel  

February 2016 Travel eNewsletter  

 

May 2016 SWE Personal Data Extracts (PDEs) Posted 

Commands and members may now view the May 2016 SWE Personnel Data Extracts in Direct 
Access self service for commands and self service for members. Please pass to your customers 
that the Personnel Data Extract correction period runs from today to 01 April 2016.  

Any member with a Personnel Data Extract showing a status of "not eligible" will NOT receive a 
SWE in May, regardless if they were eligible for the last cycle or not. Any member with a "not 
eligible" Personnel Data Extract must ensure it is updated to show "eligible" by the Personnel 
Data Extract correction deadline if they have met all eligibility requirements. Typical reasons for 
a "not eligible" Personnel Data Extract is due to missing current EER, missing the required 
"Rating Competency Code" indicating that RPQs were completed by 01 February 2016, or 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/guides/GP/SPO/Separations/RELAD%20-%20AD%20to%20SELRES%20or%20IRR.pdf
http://www.uscg.mil/ppc/guides/gp/spo/Separations/RELAD%20with%20Sep%20Request%20-%20AD%20Officers%20and%20Members%20on%20EAD.pdf
http://www.uscg.mil/ppc/travel/TvlEnewsletterFeb2016.pdf
http://www.uscg.mil/ppc/travel/TvlEnewsletterFeb2016.pdf
http://www.uscg.mil/ppc/guides/GP/SPO/Separations/RELAD%20-%20AD%20to%20SELRES%20or%20IRR.pdf
http://www.uscg.mil/ppc/guides/gp/spo/Separations/RELAD%20with%20Sep%20Request%20-%20AD%20Officers%20and%20Members%20on%20EAD.pdf
http://www.uscg.mil/ppc/travel/TvlEnewsletterFeb2016.pdf
http://www.uscg.mil/ppc/travel/TvlEnewsletterFeb2016.pdf
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incorrect record data requiring correction. Personnel Data Extract review guidelines are provided 
in ALCGENL 007/16 and PPCINST M1414.  

Related post: MAY 2016 SWE Eligibility Requirements and SWE Announcement Message 

 

Direct Access Competency Dictionary Update 

The Direct Access Competency Dictionary  (a spreadsheet which shows all authorized 
competency codes and descriptions) has been updated by Comdt (CG-1B-1).  

Changes made since last update (25 January 2016) are hi-lighted in blue text on the spreadsheet. 
Five new competencies were added:  

Competency Title 
LRIBCM LRI BCM 
CXNLRI LRI COXN 
PCXNLRI LRI PURSUIT COXN 
PBCMLRI LRI PURSUIT BCM 
LRIENG LRI ENG 

The following competencies are obsolete and shall not be assigned after 10 February 2016.  

Competency Title 
BOOMOP45 BU Boom/Crane Operator 
BOOMOP63 63'ANB Boom/Crane Operator 
BUDKCM45 BU ATON BCM 
BUDKCM63 63'ANB ATON BCM 
BUDKSP45 BU Buoy Deck Supervisor 
BUDKSP63 63'ANB Buoy Deck Supervisor 
CNTCRWRB RB-S Reserve BCM 
CNTCXNRB RB-S Reserve COXN 
CRWUG UTB BCM 
CRWUF 63' ANB BCM 
CRWUATAC CB-S,M,L Tactical BCM 
CRWUGTAC UTB Tactical BCM 
CRWUJ45 BU BCM 
CXNSG UTB COXN 
CXNHW45 45'RBM HWX Coxswain  
CXNSI45 BU COXN 
CXNSGTAC UTB Tactical COXN 
ENGTG UTB ENG 
ENGTF 63' ANB ENG 
ENGTJ45 BU ENG 
ATNNB Petty Off in Charge, ANB 
  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/announcements/alcgenl/007-16_ALCGENL.txt
http://www.uscg.mil/ppc/adv/PPCinstm1418series.pdf
http://www.uscg.mil/ppc/adv.asp#may16
http://www.uscg.mil/ppc/da/competencydictionary.xls
http://www.uscg.mil/ppc/da/competencydictionary.xls
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January 2016 Government Travel Charge Card Newsletter 

The latest issue of the Government Travel Charge Card (CTCC) Newsletter  is available.  

In this issue:  

• GTCC Compromise  
• GetThere and Internet  
• How to Use Delinquency Alert  
• Good To Know  
• AK Ferry Reservations  
• How to Report Misuse  
• In The Spotlight  
• DA Reporting and GTCC  
• Cardholder Profile Report  

 

Alaska Ferry Reservation/Payment Process Update 

The Government Travel Charge Care (GTCC) web site, Traveler Information page has been 
updated with Alaska Marine Highway System (AMHS) ferry reservation and payment process 
information.  

UPDATE - Per the AMHS letter to the CGD17 Commander on 21 Dec 2015 an exception for 
military members seeking to make reservations for official Permanent Change of Station (PCS) 
orders was provided.  

• Reservations without signed PCS Orders (more than 60 days ahead of travel) - Member's 
who are PCSing into or out of AK and desire to use the AMHS should call the AMHS 
Juneau Reservations Central Office at 1-800-642-0066 in order to complete the 
reservation. AMHS will hold the desired reservation until 60 days prior to the sailing date 
without payment. At 60 days before the sailing date, unless other arrangements are made 
by the military member, unpaid reservations will be automatically canceled to allow 
AMHS to sell that space in an effort to improve capacity utilization. Travelers should fax 
the travel orders to SATO with the AMHS Itinerary number noted as soon as they are 
available and then wait 30 to 60 minutes before calling SATO to finalize their AMHS 
reservations/booking. It is critical that this be done more than 60 days prior to the sailing 
date to avoid cancellation of the reservation. If there is anything on the itinerary that is 
not authorized on the travel orders (pet, trailer, etc.), the member must call AMHS after 
completing the transaction with SATO on the same day to make the rest of the payment 
on a personal credit card.  

• Reservations with signed PCS Orders - If travel is within 60 days or if you have not made 
reservations prior to receiving your signed PCS orders, the following process should be 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/Newsletters/January_2016_GTCC_Newsletter.pdf
http://www.uscg.mil/psc/bops/govtrvl/Traveler/default_Traveler.asp
http://www.uscg.mil/psc/bops/govtrvl/Traveler/AMHS-MILITARY-TRAVEL-POLICY-LTR-21DEC2015.pdf
http://www.uscg.mil/psc/bops/govtrvl/Travel_Card/Travel_Manager/Newsletters/January_2016_GTCC_Newsletter.pdf
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used. AMHS advised that payment needs to be made the same day the reservation is 
made. Therefore, USCG travelers should not contact AMHS directly for reservations. 
Travelers should fax the travel orders to SATO and then wait 30 to 60 minutes before 
calling SATO to make their AMHS reservations/booking. Travel orders will no longer 
require the AMHS itinerary numbers be listed.  

Please refer to the GTCC web site, Traveler Information web page for ferry itinerary changes or 
reservation cancellation penalties. 

 

CGHR: On the Radar Screen, 09 February 

Welcome to the latest issue of CGHR: On the Radar Screen. You can access the newsletter when 
(and how) it's convenient for you - from work, from home, your smartphone, or your tablet. 
CGHR is your calendar for upcoming training and professional development events, as well as 
time-sensitive news.  

You can read CGHR in its entirety by going to 
http://www.uscg.mil/hq/cg1/cghr/2016/2.9.16.asp.  

If you have trouble accessing any of the newsletter links from your Coast Guard workstation, 
forward this email so you can read CGHR at home (or share with your family).  

In this issue, you will find: 

• On the Horizon  
• Articles and Resources  
• Tips and Tricks  
• Coast Guard All Hands and Compass Blogs  
• Recent Messages  
• CG SUPRT  
• SETA Newsletter  
• Infographic  

Earlier issues of CGHR can be accessed at http://www.uscg.mil/hq/cg1/cghr/default.asp.  

  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/psc/bops/govtrvl/Traveler/default_Traveler.asp
http://www.uscg.mil/hq/cg1/cghr/2016/2.9.16.asp
http://www.uscg.mil/hq/cg1/cghr/
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New Policy and Procedure for Updating Educational Accomplishments 

Policy: 

When a member completes a course of study (college degree, GED, etc.), the member shall 
forward the official education transcript showing degree completion to the CG Institute for 
validation and data entry.  

Procedure: 

Visit the CG Institute's website http://www.uscg.mil/hq/cg1/cgi/ then click on the "Go to 
college" link, then click on the "Adding a degree" link near the bottom of the page for specific 
procedures.  

These changes were announced to the field via ALCOAST message 043/16 on 09 February 
2016. 

 

Documentation for Alaska Permanent Fund Dividend 

PPC has submitted the file of all Coast Guard members claiming Alaska residency to the State of 
Alaska for the 2015 Alaska Permanent Fund Dividend. Coast Guard members claiming the PFD 
are not required to provide a copy of their 2014 December LES as the State of Alaska already 
has your proof of residency. Please refer to State of Alaska PFD Military Eligibility guide here: 
https://pfd.alaska.gov/Eligibility/Military-Eligibility. 

 

Known Issue: W-2s Missing State Code (Resolved) 

If your mailed W-2 did not contain the state code in Block 15, you may log in to Direct Access 
Self-Service to print a W-2 containing the State code. 

How to View and Print Your W-2 Form (PDF User Guide)  

 
  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/hq/cg1/cgi/
http://www.uscg.mil/hq/cg1/cgi/active_duty/go_to_college/Degree_Completion/default.asp
http://www.uscg.mil/hq/cg1/cgi/active_duty/go_to_college/Degree_Completion/default.asp
http://www.uscg.mil/announcements/alcoast/043-16_ALCOAST.TXT
https://pfd.alaska.gov/Eligibility/Military-Eligibility
http://www.uscg.mil/ppc/guides/GP/SelfService/Member/Self%20Service%20-%20View%20and%20Print%20My%20Year%20End%20Forms.pdf
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Known Issue: Career Sea Pay Premium Retroactive Transactions 

When entering a retroactive start of Careers Sea Pay Premium be aware that if the entitlement 
begin date is greater than one year from current date, use current date minus 1 year as the begin 
date (Example: If today is 3/1/16, use 3/1/15 as the begin date). Then, notify PPC (MAS), via 
Customer Care trouble ticket, of the member's actual entitlement begin date. PPC (MAS) will 
compute the retroactive amount due (beyond the begin date entered) and make payment. If you 
attempt to enter a begin date greater than one year from current date, you will not be able to save 
the transaction due to an error condition. 

Tip: The Career Sea Pay Premium Start Date Calculator will help you determine the correct date 
to use when starting Career Sea Pay Premium. 

 

Training for Passport Acceptance Agents Offered 

Official Passport Acceptance Agent (OPPA) Certification Course 

Commandant (CG-DCO-I-1), Department of State (DoS) and the Foreign Clearance Guide 
(FCG) will be hosting a three day Official Passport Acceptance Agent (OPPA) Certification 
Course March 15 - 17 2016 at USCG Headquarters, Washington, DC.  

Annually the Coast Guard processes 3,500+ passports for official travel, with the majority of 
these passports originating from field units. Passport Agents work with local CG members to 
ensure that passport applications meet CG, DoS and FCG requirements before packages are 
submitted to CG-DCO-I-1 for processing. Without this face to face assistance to immediately 
correct errors, there could be significant delay in passport processing, as DoS is forced to return 
incorrect applications.  

The OPPA training, which is conducted by DoS, FCG and CG-DCO-I-1 at USCGHQ, allows the 
CG to maintain a trained cadre of Passport Agents to supplant those lost through transfers and 
RELAD.  

DCO-I considers this training vital to facilitating CG operations overseas including crewmember 
swaps, as well as LEDET, maintenance assist teams, and other operational and support teams.  

Location of training: USCG Headquarters, Washington, DC.  

Training times: 0800 - 1630  

Target Audience: OPPA Training is targeting Yeoman but is open to all E-4 and above of any 
Rate including Officers that are US citizens or Naturalized.  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/mas.asp#cspp
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Funding: Certification/Training is funded by member's unit.  

To request a seat in the upcoming training class, please follow the below:  

1. Open the link: http://hqs-spweb10-
001:10115/I1/Lists/Agent%20Training%20Request/Default%20View.aspx  

2. Click on NEW at the top.  
3. Click on attach file at the top to upload your scanned documents as one attachment. 

(Copy of Birth Certificate, Security Clearance data out of DA and approved TDY request 
or orders)  

4. Fill out every block but the Agent number (this will be filled in after training.) If you are 
an agent already and this is a refresher course, please enter your agent number and note 
that you are already an agent in the notes block.  

5. Click on ok to submit form to CG-DCO-I-1.  

Once completed, you will receive an auto generated confirmation email.  

Approximately 2 weeks prior to the class start date, an email with TDY and training information 
will be sent to all class attendees.  

The deadline to request a seat is February 19, 2016.  

If you have any questions, please send an email to uscgpassports@uscg.mil  

Projected future training dates:  

• August 23-25, 2016 (USCGHQ)  

 

Supplemental and Striker Advancement Eligibility Lists Updated 

The advancement eligibility lists for active duty striker and supplemental advancements have 
been updated to reflect requests processed prior to 2 February 2016.  

The advancement eligibility lists for reserve supplemental advancements have been updated to 
reflect requests processed prior to 2 February 2016.  

The lists and other helpful information are available on the Advancements branch CG Portal 
page. 

 
  

http://www.uscg.mil/ppc/alspo
https://cg.portal.uscg.mil/units/ppc/Active%20Duty%20Supplemental%20and%20Striker%20Advancement%20L/Forms/AllItems.aspx
https://cg.portal.uscg.mil/units/ppc/Reserve%20Supplemental%20Advancement%20Lists/Forms/AllItems.aspx
https://cg.portal.uscg.mil/units/ppc/SitePages/Advancements%20and%20Evaluations%20Branch.aspx
https://cg.portal.uscg.mil/units/ppc/SitePages/Advancements%20and%20Evaluations%20Branch.aspx


http://www.uscg.mil/ppc/alspo   Issue 02/2016 February  2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

 

13 

State Tax Withholding for Residents of Puerto Rico 

Units outside of PR: Members with PR as the home of record, please ensure Federal taxes are 
changed to "none" under the "Special Tax Withholding." Change state tax to "Do Not Maintain 
Taxable Gross and Do Not Withhold Tax" under the "Special Tax Withholding".  

Units within PR: Members with home of record of PR, stationed in PR should not have federal 
wages reported. Ensure Federal taxes are set to "Do Not Maintain Taxable Gross and Do Not 
Withhold Tax" under the "Special Tax Withholding". Ensure State tax is set to "None" under the 
"Special Tax Withholding" block.  

See: State Tax Withholding Exceptions for examples of state tax data entry. And remember, 
always begin a withholding change (Federal or State) by inserting a new row on the Federal Tax 
Data tab. Do not insert new rows on the State Tax Tab. See: State Tax Withholding Procedures 
for more information. 

 

Separation Processing Reminder - Terminal Leave 

All terminal leave must be accounted for on the separation order. Direct Access automatically 
sells all leave not accounted for. If terminal leave is not entered on the separation order, the 
member receives an erroneous overpayment of lump sum leave causing the member to incur an 
out of service debt. 

 

The Retiree Newsletter Issue 01/16  

The January 2016 issue of The Retiree Newsletter is now available on the PPC Retiree and 
Annuitant Services web page (www.uscg.mil/ppc/ras).  

Here is a direct link to the newsletter: 
http://www.uscg.mil/ppc/retnews/2016/January16newsletter.pdf  

This issue includes the following items of interest:  

• Fiscal Year Adjustments  
• Shopping at the CGX  
• Retiree Help Desk  
• Celebrate USCG History  
• Holidays in Hawaii  
• Rescue of the Barge Wadena  
• Book Review: The Blue-Eyed Ensign  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/ppc/gp/Deductions/State_Tax_Withholding_Exceptions.htm
http://www.uscg.mil/ppc/gp/Deductions/State_Tax_Withholding.htm#MiniTOCBookMark9
http://www.uscg.mil/ppc/ras/
http://www.uscg.mil/ppc/retnews/2016/January16newsletter.pdf
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• Rear Admiral Trent-Adams  
• U.S./Cuba Cooperate  
• Captain Joshua James  
• Captain James' Funeral Cortege  
• Tax Notifications  
• TRICARE Young Adult Premiums  
• Retirements and Reunions  
• Taps 

 

2016 Reserve Supplemental Advancement Lists Updated 

ALCOAST 012/16; Reserve Supplemental Advancement, establishes 2016 supplemental 
advancements for the following rates: BM1, BM2, DC2, FS1, FS2, HS2, IS1, IV2, ME1, ME2, 
and OS1.  

ALCOAST 030/16; Reserve Supplemental Advancement - Update 1, added the following rates: 
GM1, IS2, MK1, MK2, MST1, OS2, PA2, and SK2.  

See our Reserve Supplemental Lists Information guide for list placement procedure. 

 

New WEB TPAX User Access form and Approving Official Designation 
Procedure 

New Form 

The TPAX/WINIATS USER ROLE DESIGNATION FORM CG-7421A (02/16) has been 
updated and published on our forms web page. This form now allows for electronic digital 
signatures. Simply e-mail the completed and digitally signed form to PPC-SMB-TpaxUserForms 
using the button on the form.  

AO Memo Required 

Effective immediately, all newly designated travel Authorizing/Approving Officials (AOs) 
MUST have the CG-7421A form and an AO designation Memo signed by the CO/OIC filed 
with PPC regardless of the type of claim they are approving. If a current form and designation 
memo is not on file, claims will not be processed and will be returned for valid AO signature. 
This written designation requirement will also apply to all AO's who need to submit a new CG-
7421A form after 1 March 2016. This AO designation form MUST be electronically attached to 
the new CG-7421A form. You can locate this Authorizing/Approving Official Designation 
Memo at: www.uscg.mil/ppc/travel/AO_Designation_Memo.pdf.  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/announcements/alcoast/012-16_ALCOAST.txt
http://www.uscg.mil/announcements/ALCOAST/030-16_ALCOAST.txt
http://www.uscg.mil/ppc/adv/Reserve%20Supplemental%20Lists%20Information.pdf
http://www.uscg.mil/ppc/forms/CG_7421a.pdf
http://www.uscg.mil/ppc/forms/CG_7421a.pdf
http://www.uscg.mil/ppc/travel/AO_Designation_Memo.pdf
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New Travel Management Center (TMC) Contract 

R 16 FEB 16  
BT  
UNCLAS //N04600//  
ALCGPSC 023/16  

SUBJ: NEW TRAVEL MANAGEMENT CENTER (TMC) CONTRACT AWARD  

1. On 28 January 2016, CG-912 awarded the CG TMC contract to ADTRAV Travel 
Management. ADTRAV is replacing CWT/SATO and their current subcontractors 
(Century Travel, Alshamel Travel, and Rodgers Travel) on 2 March 2016. No 
subcontractors are planned by ADTRAV. This contract requires the contractor to deliver 
24x7 support to CG Travelers via both the online booking tool and the contractor's Call 
Center.  

2. Travelers should continue using SATO for all official travel requirements until 2 March 
2016. This includes travel reservations for travel which will occur after 2 March 2016.  

3. Starting on 2 March 2016, all official travel (e.g. airline, bus, ship, Alaska Marine 
Highway System (AMHS), rental vehicle) must be arranged through ADTRAV in 
accordance with the Joint Travel Regulations (JTR) and the Federal Travel Regulations 
(FTR), even if a non-contract fare is being purchased. All reservations and travel ticketed 
prior 2 March 2016 by CWT/SATO or their subcontractors will be moved to and under 
the control of ADTRAV. Travelers should no longer contact SATO and only contact 
ADTRAV starting on 2 March 2016.  

4. ADTRAV will be using the same online booking tool as SATO (i.e. GETTHERE) with a 
proprietary overlay system called REZDESK. As part of the transition all existing 
traveler profiles, which include usernames (i.e. EMPLID), passwords, frequent flier 
numbers, DOD ID numbers/Known Traveler Number, Secure Flight Data, etc., will be 
transitioned into ADTRAV's REZDESK/GETTHERE system. On or after 2 March 2016, 
travelers are encouraged to log into the REZDESK system to verify their traveler profile 
was properly loaded and is up-to-date. The REZDESK system provides a direct 
connection to the GETTHERE system without requiring a second log on. Changes made 
in either REZDESK or GETTHERE will automatically flow back to the other system.  

5. ADTRAV's contact information including phone numbers, fax number for submitting 
approved travel orders for charges to the centrally billed account, e-mail addresses, 
training material, and links with log on instructions to their REZDESK/GETTHERE site 
will be available on the GTCC website on 2 March 2016. This site will also include 
FAQs, the new contract rates and statement of work that the contractor is required to 
comply with. In addition, the ADTRAV site provides a service feedback form for use in 
providing both positive and negative traveler feedback. The updated Traveler and 
ADTRAV sites which will be available on 2 March 2016 are located at - 
http://www.uscg.mil/psc/bops/govtrvl/Traveler/default_Traveler.asp.  

6. All questions should be directed as follows:  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/psc/bops/govtrvl/Traveler/default_Traveler.asp
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A. Traveler should direct questions to their unit GTCC Travel Manager. Members 
can determine who their supporting Travel Managers are under the contacts page 
located at http://www.uscg.mil/psc/bops/govtrvl/contacts/default_Contacts.asp.  

B. GTCC Travel Managers may direct questions to Mr. Matthew Ruckert at 703-
201- 3080 or Matthew.T.Ruckert@uscg.mil or to Ms. Evelyn Curry at 703-258-
5996 or Evelyn.C.Curry@uscg.mil  

7. Released by: RDML W. G. Kelly, Commander, Personnel Service Center. The Service 
Center for Our Most Important Resource - Our People.  

8. Internet release is authorized. 

New Travel Management Center Frequently Asked Questions  
 

Transfer of PDRs from Sector North Bend to Base Seattle SPO 

Effective 01 April 2016 Base Seattle (SPO) will assume responsibilities for the SPO PDRs for 
the following units:  

UNIT DEPT ID OPFAC 
STA YAQUINA BAY 000402 13-30505 
STA UMPQUA RIVER 000132 13-30499 
STA DEPOE BAY 006251  13-30511 
CGC FIR 006413 13-15253 
ANT COOS BAY 000523 13-41986 
ESD COOS BAY 004522 49-53430 
STA COOS BAY  000525 13-30478 
STA COQUILLE RIVER DET 002177 13-00146 
USCGC ORCAS 000142 13-13427 
STA SIUSLAW RIVER 006250  13-30512 
STA CHETCO RIVER 000134 13-30678 
STA ROGUE RIVER DET 002631 13-30678 
SECTOR NORTH BEND SEE BELOW 13-37410 

SECTOR NORTH BEND DEPT IDS: 002172, 044400, 044401, 044402, 044403, 044404, 044405, 
044406, 044407, 044397, 044398, and 044381.  

The mailing address for Base Seattle (SPO) is:  

Commanding Officer (SPO) 
U. S. Coast Guard Base 
1519 Alaskan Way 
Seattle, WA 98134-1102 

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/psc/bops/govtrvl/Traveler/TMC-Contract-Award-FAQs.pdf
http://www.uscg.mil/psc/bops/govtrvl/Traveler/TMC-Contract-Award-FAQs.pdf
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January End-Month Payroll Processing Complete 
"Payslips" for 01 February pay day will be available in Direct Access on 30 January 2016. 
Report any discrepancies through the P&A Office (Admin) to the SPO. If SPOs cannot address 
or need assistance, the SPO will submit trouble ticket. Payslips can be accessed via the Self-
Service "View" menu. Refer to this guide for an overview of the new payslip.  The official 
payday for end-month January is Monday, 01 February 2016. 

 

New User Guide - Deleting Incorrect Career Sea Pay 
Neutral Time Rows 
Published Date: Thu, 28 Jan 2016 11:00:01 CST 

Overlapping Career Sea Pay Neutral Time Rows: Prior to restarting Career Sea Pay 
(CSP)/Career Sea Pay Premium (CSPP) after a neutral time period, the SPO must review the 
CSP rows to ensure there are no overlapping dates within the rows. Overlapping dates will 
prohibit new rows being added/started. If overlapping dates exist, please follow this guidance to 
remove the incorrect row(s) . Then follow the Restarting Career Sea Pay following TDY  
guide . 

 

January Manic Monday Information 
Published Date: Wed, 27 Jan 2016 14:00:01 CST 

Happy Wednesday to Everyone!  

I want to share my sincere thanks and appreciation to all of you who joined our first ever Manic 
Monday Mayhem session this week! The entire Procedures and Development staff hopes we 
were able to address and answer all of your questions and concerns expressed during the session! 
Here is the link to the January power point, the 2016 year-long schedule, and of course the 
questions and answers from the session.  

Now, my apologies! As promised repeatedly during the session for a recording of the event, I 
have to share it was truly a Manic Monday for the staff as technical difficulties have prevented 
us from sharing the session. Please rest assured that the issues have been resolved and beginning 
with the February session all recordings will be posted.  

http://www.uscg.mil/ppc/alspo
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Thank you so much for your continued interest and support of our products and services! Please 
feel free to contact us anytime or to request individual virtual training for you group. The request 
procedures can be found on the PPC Procedures page under the News tab.  

Best Wishes for a successful and prosperous year!  

Very Respectfully,  

Karen S. Emmot 
Supervisor Training Specialist 
Procedures & Development 
Pay & Personnel Center 
785-339-2225  

 

Required Order Notes (Remarks) for Overseas Transfers 
Published Date: Wed, 27 Jan 2016 14:00:01 CST 

These order notes (links below) are required to be added to every member who has PCS orders to 
an overseas location.  

• PCS Overseas Order Notes  
• PCS Overseas Order Notes  

Background: 

One issue the Overseas Screening Work Group needed to address was the mis-counseling of 
entitlements for members PCSing to an overseas location. The team coordinated with all 
overseas SPOs to consolidate the current ad hoc notes and create a organized format to be used 
on all PCS orders to an overseas unit. This standardizes the basic information required for any 
overseas order yet still allows for unit/region-specific information to be included. The linked 
document has been concurred by all receiving OCONUS SPOs.  

Action: 

Ideally these notes would be added within DA so PSC-opm-2/epm-2 assignment officers would 
just click to add them; unfortunately, that will not occur in the next few years. PSC-opm-2/epm-2 
will attempt to manually include these notes on anyone receiving overseas orders, however they 
will not have the specifics for each location. Therefore, the receiving OCONUS SPOs (Kodiak, 
Ketchikan, Honolulu, Portsmouth, and Miami Beach) shall send these notes (with requisite 
data/information) to the departing SPO to ensure inclusion on the orders. This action opens the 

http://www.uscg.mil/ppc/alspo
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line of communication for discussion at orders counseling time to clarify items if the departing 
unit Admin YN and/or member have questions.  

SPOs shall begin using these notes for all AY16 overseas PCS orders.  

Thank you,  

CDR Daryl Schaffer 
Personnel Service Center 
Business Operations - Capabilities Branch Chief PSC-BOPS-c 

 

February Enlisted Advancements 
Published Date: Tue, 25 Jan 2016 14:00:01 CST 

ALCGENL message 008/16 lists enlisted advancements authorized on 1 February. In addition to 
the message, a spreadsheet is available which also shows the member's unit:  

EPAA0216.xls (CGPortal Link)  

ALCGRSV message 001/16 lists enlisted reserve advancements authorized on 1 February 2016. 
In addition to the message, a spreadsheet is available which also shows the member's unit:  

ERAA0216.xls (CGPortal Link) 

 

Direct Access Competency Dictionary Update 

The Direct Access Competency Dictionary  (a spreadsheet which shows all authorized 
competency codes and descriptions) has been updated by Comdt (CG-1B-1).  

Changes made since last update (11 December 2015) are hi-lighted in blue text on the 
spreadsheet. Nine new competencies were added:  

Competency Title 
VTSDIR VTS Director 
VTSOPS VTS OPS 
VTSTC VTS Training Coordinator 
NSAM Nat Sec Adjudicator Master 
NSAJ Nat Sec Adjudicator Journeyman 

http://www.uscg.mil/ppc/alspo
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Competency Title 
NSAA Nat Sec Adjudicator Apprentice 
SAM Suitability Adjudicator Master 
SAJ Suitability Adjudicator Jrnymn 
SAA Suitability Adjudicator Appren 

 

New SPO DA User Guide - Amending a PCS Order 
Published Date: Fri, 22 Jan 2016 15:00:01 CST 

The Amending a PCS Order  provides the procedures for the CG Servicing Personnel Office 
(SPO) to Amend a PCS Order that is in a Finished status. If a PCS Order is NOT in a Finished 
status, changes can be made without being in Amend mode. 

 

New SPO DA User Guide - Viewing a Member's Leave 
Balance 
Published Date: Thu, 21 Jan 2016 13:00:01 CST 

This guide  provides the procedures for SPOs for viewing a member's leave balance in Direct 
Access. 

 

2015 W-2, 1099R, and 1095 Forms Update 
Published Date: Thu, 28 Jan 2016 13:00:01 CST 

IRS forms W-2 and 1095 forms are now available in Direct Access. How to View and Print Your 
Year-End Tax Forms (PDF User Guide). Please refer to the Frequently Asked Questions below 
or on the milConnect site if you have any questions about the 1095 form. 

The Coast Guard Pay and Personnel Center (PPC) is in the process of printing and mailing 
calendar year 2015 IRS tax forms 1099R and W-2. IRS Forms 1099R and W-2 will be mailed by 
January 31, 2016.  

In accordance with the Affordable Care Act, PPC will also be mailing Form 1095, Health Care 
Coverage. On 28 December 2015, the IRS extended the deadline for agencies to mail IRS Form 
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1095 (https://www.irs.gov/pub/irs-drop/n-16-04.pdf) to 31 March 2016. IRS Form 1095 will be 
mailed out in accordance with IRS regulations prior to this deadline.  

 

Known Issue with CG Workstation and Links to "PDF" 
Files on Non-CG Sites 
Published Date: Wed, 20 Jan 2016 11:00:01 CST 

There is a configuration issue with Internet Explorer on Coast Guard Standard Workstations. 
When you click on a link to a form or other file that is Adobe Acrobat (PDF) file format which is 
not hosted on a Coast Guard site, the window will just show an "X":  

 

If this happens to you, just right-click on the original link to the file and select "Save target as..". 
This will download a copy of the form or file to your user directory.  

 

 

MAY 2016 SWE Eligibility Requirements and SWE 
Announcement Message 
Published Date: Tue, 19 Jan 2016 14:00:01 CST 

The PPC (ADV) SWE Eligibility Requirements and SWE Announcement Message for the May 
2016 SWE are posted below. The rating specific requirements shown in the blue boxes on the 

http://www.uscg.mil/ppc/alspo
https://www.irs.gov/pub/irs-drop/n-16-04.pdf
http://www.uscg.mil/ppc/forms/default.asp#news
http://www.uscg.mil/ppc/forms/default.asp#news
http://www.uscg.mil/ppc/adv.asp#may16
http://www.uscg.mil/ppc/adv.asp#may16


http://www.uscg.mil/ppc/alspo  Issue 01/2016 January 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

 
form are what our SWE program will be looking for in each members records when we create 
the online PDEs.  

• ALCGENL 007/16; May 2016 Servicewide Examination (SWE) Competition  
• Eligibility Criteria for the May 2016 SWE PDF Format (PDF)  

The Rating Competency Code is required for all ratings (except DV) to be entered into TMT 
after RPQs are completed and will auto-upload to DA to indicate that RPQs are complete. The 
RPQs and the Rating Competency Code "Effective Date" MUST be dated on or prior to 
1FEB2016 to count for the May 2016 SWE. Because several ratings will be required to have the 
Rating Competency Code for the first time on this SWE, we're expecting inquiries on the subject 
when members review the online PDE and see the competency is missing. Any assistance you 
can provide to help the field understand this requirement is greatly appreciated. PDEs will be 
created and released in early February.  

 

CGportal Known Issues: Timeout Warning Issue on 
Internet Explorer 11 
Published Date: Fri, 15 Jan 2016 11:00:01 CST 

The Coast Guard is updating its workstations to Internet Explorer version 11. There is a known 
issue with this update and accessing the CGPortal (https://cg.portal.uscg.mil). Follow these 
instructions if you get a "timeout warning" upon logging on to the CGPortal.  

Description:  

CG Portal has identified an issue regarding the timeout warning on Internet Explorer (IE) 11. 
The timeout warning will appear as soon as the user hits CG Portal and will continue to pop up 
after OK is clicked. This is due to the compatibility view settings. Please complete the 
workaround below to resolve this issue.  

 

Workaround:  

http://www.uscg.mil/ppc/alspo
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1. Open IE 11  
2. On the top ribbon, go to Tools > Compatibility View Settings  
3. Add uscg.mil  

 

 

4. Unselect "Display all websites in Compatibility View" and "Display Intranet sites in 
Compatibility View"  
 
NOTE: If these are already unselected, please disregard Step 4.  

5. Click Close  
6. Close All IE windows  
7. Re-open IE and navigate to CG Portal  
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Payroll Processing Terms 
Published Date: Fri, 15 Jan 2016 11:00:01 CST 

Here are the terms and their meanings used on the Payroll Processing Schedule.  

Term Definition 
Pay Period Each month is divided into two pay periods. The first period, called 

"mid-month" covers the 1st through 15th day of the month. The second 
period, called "end-month", covers the 16th through the last day of the 
month. In Direct Access, each pay period has a corresponding "Payroll 
Calendar". 

Period 
Begin Date 

The begin date for the pay period.  

Period End 
Date 

The end date for the pay period. 

Payment 
Date 

The official military payday. This is the "settlement date" for the 
Automated Clearing House (ACH), an electronic funds-transfer system 
run the by the National Automated Clearing House Association 
(NACHA). This payment system deals with payroll, direct deposit, tax 
refunds, consumer bills, tax payments and many more payment services.  

The official military paydays are the 1st (end-month) and the 15th (mid-
month) of each month, or the business day preceding the 1st or the 15th 
if either should fall on a federal holiday, Saturday or Sunday.  

Some financial institutions make funds available prior to the official 
military payday. However, payments are not to be reported as non-
received until the official military payday. Members should not set up 
automated payments or assume funds will be available prior to published 
paydays.  

SPO Data 
Approval  
Cutoff  

Last day for SPO Payment Approving Officials (PAOs) to approve 
transactions for the next payday. The SPO Data Approval Cutoff is 
imperative to allow PPC to identify and correct critical errors prior to the 
Finalized date. During the period between SPO Data Approval Cutoff 
and the Payroll Finalized date only the following transactions may be 
approved:  

• Short-Term Orders: If the ADT-AT orders or Short-Term 
ADOS orders have a begin or end date on/or after the SPO Data 
Entry/Approval date and BEFORE the Payroll Finalized Date, 
SPOs are authorized to approve the orders (put in "En route" or 
"Finished" status) and associated pay entitlements (e.g. BAH). 
DO NOT approve orders or entitlements on Payroll Finalize Date 

http://www.uscg.mil/ppc/alspo
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Term Definition 

(it will cause payroll finalize to error out). ONLY orders with a 
begin data that falls within these specifics date ranges are 
authorized to be put in an "En route" or "Finished" status.  

• Drills: Inactive Duty for Training (IDT) Drills, Funeral Honors 
Duty (FHD), Readiness Management Periods (RMP), and 
Additional Training Periods (ATP) and any pay entitlements 
associated with the drills may be approved between the blackout 
dates. If the IDT, FHD, RMP, or ATP drills have a completed 
date on/or after the SPO Data Entry/Approval date and BEFORE 
the Pay roll Finalized Date, SPOs are authorized to approve the 
drills (put in "Completed - Yes" status (approved for payment)) 
and any associated pay entitlements (e.g. meals). Do not approve 
drills or pay entitlements on the Payroll Finalized Date - it will 
cause payroll finalize to error out. Only drills and associated pay 
entitlements with a completion date that falls within these 
specific date ranges are authorized to be put in a "Completed - 
Yes" status (approved for payment).  

Note: SPOs will continue to enter pay transaction requests after the cut, 
but PAOs must not approve any transactions (other than Drills and short-
term orders as discussed above), as these approved transactions change 
the pay data PPC (MAS) is trying to validate. However, SPOs must enter 
and approve transactions when contacted by PPC (MAS) or (SEP) 
during the blackout period to correct an error condition.  

Finalized 
Date  

Date PPC (MAS) completes processing for the pay period, readies files 
for transmission to Treasury and, if an end-month pay period, 
transmission to the Coast Guard General Ledger. Following completion 
of these processes, PPC (MAS) opens the payroll calendar for the next 
pay period and SPOs will resume data entry and approvals.  

Payroll 
Sent to 
Treasury  

The estimated date PPC will transfer files to Treasury for processing. In 
accordance with NACHA Operating Rules, payments must be made 
available for withdrawal no later than the opening of business on the 
settlement date (provided the entries are made available to the Receiving 
Depositary Financial Institution (RDFI) by its ACH operator no later 
than 5:00 p.m. on the business day prior to the settlement date). Some 
RDFIs make deposits available upon receipt from Treasury while others 
hold the funds until the settlement date.  
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Known Issue: Personal Data, Birth Country and City 
Published Date: Fri, 15 Jan 2016 11:00:01 CST 

The recent update in Direct Access defaulted everyone's birth country to USA and blanked out 
the birth city. While waitng for this issue to be resolved, SPOs will need to correct the data for 
their members when it is needed for Reenlistments, separations (DD-214), member needing it for 
security clearance, etc. 

 

Known Issue: Unit Roster 
Published Date: Wed, 13 Jan 2016 12:00:01 CST 

The DA Unit Roster is not working due to a coding problem when importing data from the PCS 
orders component. This is being worked on. There is no need to report Unit Roster issues to PPC 
until this issue is resolved. 

 
 

CGHR: On the Radar Screen, 12 January 
Published Date: Wed, 13 Jan 2016 09:00:01 CST 

Welcome to the latest issue of CGHR: On the Radar Screen. You can access the newsletter when 
(and how) it's convenient for you - from work, from home, your smartphone, or your tablet. 
CGHR is your calendar for upcoming training and professional development events, as well as 
time-sensitive news.  

You can read CGHR in its entirety by going to 
http://www.uscg.mil/hq/cg1/cghr/2016/1.12.16.asp.  

If you have trouble accessing any of the newsletter links from your Coast Guard workstation, 
forward this email so you can read CGHR at home (or share with your family).  

In this issue, you will find: 

• On the Horizon  
• Articles and Resources  
• Tips and Tricks  
• Coast Guard All Hands and Compass Blogs  

http://www.uscg.mil/ppc/alspo
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• Recent Messages  
• CG SUPRT  
• Infographic  

Earlier issues of CGHR can be accessed at http://www.uscg.mil/hq/cg1/cghr/default.asp.  

 

SPO Contact List Updated 
Published Date: Tue, 12 Jan 2016 11:00:01 CST 

The SPO Contact list has been updated to reflect the following changes:  

1. SPO at SFO Eastern Shore (007649) has been dis-established and all assigned 
departments have been moved to the Base Portsmouth SPO (042030).  

2. SPO (007651) at SFO SW Harbor has been dis-established and all records transferred to 
Base Cape Cod SPO (045431).  

3. The Department ID for TRACEN Yorktown SPO changed from 005777 to 046734.  

SPO Contact List Download Link (Excel Spreadsheet Format)  (CGPortal Link) 

 

Policy and Procedure Change for Processing FSGLI Forms 
(SGLV-8286A) 
Published Date: Tue, 12 Jan 2016 09:00:01 CST 

Per E-Mail ALSPO B/16, the SGLV-8286A form is only to be completed when a member is 
reducing coverage, declining coverage, increasing coverage, restoring coverage, or applying for 
coverage when member-married-to-member. This form is not required when a member, who is 
subject to automatic coverage, accepts the automatic coverage.  

The form is not intended for use during annual validation or PCS reporting in where the purpose 
is to "continue" or "validate" previously existing coverage. Completing the form unnecessarily 
during these circumstances creates confusion and frequently causes OSGLI to mistakenly deny 
coverage under the assumption that the member is applying for previously declined or reduced 
spouse coverage.  

E-Mail ALSPO B/16; Policy and Procedure Change for Processing FSGLI Spouse Coverage 
Election and Certificate (SGLV-8286A)  
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Cutoffs for November 2015 Servicewide Exam 
Published Date: Mon, 11 Jan 2016 15:00:01 CST 

ALCGENL message 004/16 (CGPortal link) establishes the cutoffs for advancements for 
participants of the November 2015 servicewide exam.  

 

2016 Reserve Supplemental Advancement Lists Established 
Published Date: Mon, 11 Jan 2016 15:00:01 CST, updated Fri, 29 Jan 2016 09:00:01 CST 

ALCOAST 012/16; Reserve Supplemental Advancement, establishes 2016 supplemental 
advancements for the following rates: BM1, BM2, DC2, FS1, FS2, HS2, IS1, IV2, ME1, ME2, 
and OS1.  

ALCOAST 030/16; Reserve Supplemental Advancement – Update 1, added the following rates: 
GM1, IS2, MK1, MK2, MST1, OS2, PA2, and SK2. 

See our Reserve Supplemental Lists Information guide for list placement procedure. 

 

Supplemental and Striker Advancement Eligibility Lists 
Updated 
Published Date: Mon, 11 Jan 2016 13:00:01 CST 

The advancement eligibility lists for active duty striker and supplemental advancements have 
been updated to reflect requests processed prior to 11 January 2016.  

The advancement eligibility lists for reserve supplemental advancements have been updated to 
reflect requests processed prior to 11 January 2016.  

The lists and other helpful information are available on the Advancements branch CG Portal 
page. 
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2016 Supplemental Advancement Lists Established 
Published Date: Fri, 08 Jan 2016 10:00:01 CST 

ALCOAST 009/16; Active Duty Supplemental Advancement, establishes 2016 supplemental 
advancements for BM2 and FS2. Also see our Active Duty Supplemental and Striker Lists 
Information guide for list placement procedure. 

 

Processing Advance Pay Requests (Pay, BAH, OHA) 
Published Date: Thu, 07 Jan 2016 14:00:01 CST 

Due to recent upgrades in Direct Access 9.1 there has been a process change in entering Advance 
Pay / BAH / OHA.  

Previously the "Payment Date" and "Repayments Start" fields could be left blank.  

This is no longer allowed.  

It is now MANDATORY that a valid date be entered into those fields. Failure to do so will give 
you an error code and will not let you save the transaction.  

The Processing Advance Pay Requests (Pay, BAH, OHA) user guide has been updated to reflect 
the change. 
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Monthly Monday Learning Opportunity 
Published Date: Wed, 06 Jan 2016 16:00:01 CST 

Manic Monday Mayhem 

PPC Procedures & Development proudly presents a monthly virtual extravaganza bringing the 
latest known issues, review of newly released information, best practices for the coming month, 
and Q&A no holds barred!  

NO REGISTRATION REQUIRED 
1300 Central Standard Time 

60 minute session  

Link >>>https://dhsconnect.connectsolutions.com/manicmonday/<<< Link 

 

January 25, 2016 
February 29, 2016 
March 28, 2016 
April 25, 2016 
May 23, 2016 
June 27, 2016 
July 25, 2016 
August, 29, 2016 
September 26, 2016 
October 24, 2016 
November 28, 2016 
December 19, 2016 
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January 2016 DA Known Issues 
Published Date: Wed, 06 Jan 2016 15:00:01 CST 

Couple of things to pass with the recent upgrade of DA 9.1. 

First, all the old DA 8.0 paths that we are used to will lead you to blank pages. The more popular 
ones were Administer Workforce and Develop Workforce. You must navigate to the DA 9.1 
pages to get to the information you need. Please use our tutorials on the P&D website to navigate 
to these pages. The major changes that were migrated are: Enlisted Evaluations, Electronic 
Training Requests, Training Administration System, Disciplinary Actions, and General 
Absences. Tutorials for these are also available on P&D's website.  

Nobody's roles have changed. But what we have found is that some roles currently don't have 
access to the pages/functionality that they need. We are working with CG-631 to get these 
resolved. For example, ESOs and Training Officers are not able to enter test scores. Note: As of 
29 Jan, this issue has been resolved. ESOs and Training Officers can now enter test results. 

Educational Degrees - Only the CG Institute can enter/change/delete any educational degrees. 
See this post for the new procedure.  

TDY Orders - The functionality to edit orders issued by TQC has been locked down. Any 
amendments must be done via memo amendment. Ensure you coordinate with TQC if 
applicable.  

The following issues have been reported: Everyone's birth country is set to USA and birth city is 
blank (Note: While waiting for this issue to be resolved, SPOs will need to correct the data for 
their members when it is needed for Reenlistments, separations (DD-214), member needing it for 
security clearance, etc.) Unable to get to pre-DA 9.1 SEP Auths and TDY/PCS Orders. 
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New Policy and Procedure for Updating Educational 
Accomplishments 
Published Date: Wed, 06 Jan 2016 14:00:01 CST 

Policy: 

When a member completes a course of study (college degree, GED, etc.), the member shall 
forward the official education transcript showing degree completion to the CG Institute for 
validation and data entry.  

Procedure: 

Visit the CG Institute's website http://www.uscg.mil/hq/cg1/cgi/then click on the "Go to college" 
link, then click on the "Adding a degree" link near the bottom of the page for specific 
procedures.  

These changes will be announced to the field via an ALCOAST message in the near future. 

 

No Need to Forward Certain Designation Letters to EI-PDR 
Published Date: Wed, 06 Jan 2016 11:30:01 CST 

ALCOAST 460/15, which announced the creation of competencies for Active Search Suspension 
(ACTUS) Authority and Search and Rescue Mission Coordinator (SMC), is causing some 
confusion in the field. The message directs all ACTSUS and SMC designees to forward their 
designation letters to their SPOs for inclusion in their "Electronic PDRs". What this means is for 
the SPO (or, if the member is at a unit served by a Pay & Administration (P&A) Office), is for 
the SPO or P&A to update the member's competencies in Direct Access. Do not forward the 
designation letters for inclusion in the EI-PDR. Per the PDR Manual, the "Electronic PDR" is 
a combination of the imaged documents in the EI-PDR and the data in Direct Access. Entering 
competency designations in both is redundant and not authorized. 

 
  

http://www.uscg.mil/ppc/alspo
http://www.uscg.mil/hq/cg1/cgi/active_duty/go_to_college/DegreeCompletion.asp
http://www.uscg.mil/hq/cg1/cgi/active_duty/go_to_college/DegreeCompletion.asp
http://www.uscg.mil/hq/cg1/cgi/
http://www.uscg.mil/hq/cg1/cgi/active_duty/go_to_college/Degree_Completion/default.asp
http://www.uscg.mil/hq/cg1/cgi/active_duty/go_to_college/Degree_Completion/default.asp
http://www.uscg.mil/ppc/alspo/default.asp#sarcomps
http://www.uscg.mil/announcements/ALCOAST/460-15_ALCOAST.txt


http://www.uscg.mil/ppc/alspo  Issue 01/2016 January 2016 

Pay & Personnel Newsletter 
United States Coast Guard Pay & Personnel Center 

 
2016 Payroll Processing Schedule 
Published Date: Wed, 06 Jan 2016 10:30:01 CST 

The 2016 Coast Guard Active Duty and Reserve Payroll Processing Schedule is available in 
three different formats:  

• 2016 Pay Transaction Cutoff Dates (Calendar view)  
• 2016 Pay Transaction Cutoff Dates (Tabular view)  
• 2016 Pay Transaction Cutoff Dates (PDF/Print)  

 

Thinking about a tax refund anticipation loan?  
Published Date: Wed, 06 Jan 2016 10:00:01 CST 

Most of us have heard the horror stories of payday loan offices and used car lots charging 
military members interest rates that are through the roof. Some service members find it difficult 
to get out of a cycle of debt that grows faster than they can repay.  

DoD was tasked by law (National Defense Authorization Action for Fiscal Year 2007) to draft a 
Predatory Lending regulation which protects service members and their families from 
unscrupulous loan products. The regulation was written and enforcement began on October 1, 
2007, and sets the max interest rate allowed is 36 percent.  

Military members and families are often targeted by payday lenders. Payday loans are short-term 
cash loans based on the borrower's personal check held for future deposit or electronic access to 
the borrower's bank account. Borrowers write a personal check for the amount borrowed plus the 
finance charge and receive cash. In some cases, borrowers sign over electronic access to their 
bank accounts to receive and repay payday loans. Lenders hold the checks until the next payday 
when loans and the finance charge must be paid in one lump sum. To pay a loan, borrowers can 
redeem the check for cash, allow the check to be deposited at the bank, or just pay the finance 
charge to roll the loan over for another pay period.  

Since October 2007, the Federal regulation has prohibited creditors from making payday loans, 
vehicle title loans and tax refund anticipation loans to active duty service members and their 
dependents with annual percentage rates over 36 percent. Knowing the rules can help military 
members understand their rights, and to report violators to their Coast Guard Legal Assistance 
office.  

To avoid debt, consider financial management courses and personalized support from financial 
management specialists offered through CGSuprt.  
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Coast Guard Personnel now have FREE access to a personal financial management program, My 
Secure Advantage (MSA).  

CGSuprt is pleased to offer all eligible Coast Guard Personnel enhanced personal financial 
management services with our new Financial Wellness program, MY Secure Advantage. The 
program provides one on one Money Coaching, a personalized website with helpful tools and 
calculators, Financial Education classes and more!  

A Money Coach provides live Financial Education webinars twice a month on a variety of 
financial topics, with a brief Q and A session at the conclusion of the presentation. Registration 
for the webinars is open to all eligible Coast Guard Personnel and their family members.  

You may work with a Money Coach on topics such as Debt, Budgeting, Spending, Retirement, 
Taxes, Credit, Investing and much more. This program is packed with many more benefits and 
includes fun raffles and prizes for items such as gift cards, apple TV's and ipads! Call 855-
CGSUPRT to get started and ask for the MSA Financial Wellness Benefit!  

To activate your personal Money Coaching website, please CLICK HERE.  

Related Articles:  

• Free tax-filing service offered through CGSUPRT.  
• Direct Access - View Your W-2 Data. 
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Free tax-filing service offered through CGSUPRT 
Published Date: Wed, 06 Jan 2016 10:00:16 CST 

The Internal Revenue Service 2016 tax season begins 19 January. Starting January 12, 
CGSUPRT will offer free 2015 tax return filing services from H&R Block. This free offer is 
only valid if you access H&R Block through the link on the CGSUPRT website.  

Summary 

You must start your return from the CG SUPRT H&R Block Tax Software link to access this 
free offer.  

The IRS will begin processing efile returns on January 19, 2016. If you complete your returns 
with the H&R Block Tax Software service offered through CG SUPRT prior to the 19th of 
January, your files will be held in a pending status. Once efile opens, the system automatically 
submits the return to the IRS.  

This is the same free tax preparation program you may have used in past years. So, if you created 
an H&R Block account last year, your login credentials for that account will still work and you 
will be able to access last year's personal tax information.  

For technical assistance with the H&R Block Tax Software tool, please call 1-800-HRBLOCK 
(472-5625).  

To learn more about the H&R Block Tax service, please see the FAQs.  

If you have questions about this tax service or about your own tax returns, please call 855-CG 
SUPRT (247-8778) and ask to schedule an appointment with a CG SUPRT tax consultant. 
Trained tax consultants are available 5 days a week (Monday - Friday) from 9 a.m. to 8 p.m., 
EST by appointment.  

Best practices for filing your taxes 

• Have all of your documents and information ready when preparing your taxes-Social 
Security number, TIN's, W-2's, 1099 forms, 1095 forms (See Affordable Care Act (ACA) 
and Federal Income Tax Filing Requirements") expense documents, bank account 
information in case of refund, etc.  

• Be sure to disclose all of your income from the year-including wages, investments, etc.  
• Determine the best way to file for yourself-prepare your taxes online, paper file, or take 

them to a preparer.  
• File early-it's best to do it once you receive all of your documents, reducing the risk of 

misplacing them, reducing the wait time of receiving a refund, and/or avoiding penalties 
for late filing.  
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• Know the deadline for filing your taxes-it is not always the same date every year. This 

year it is Monday, April 18, 2015.  

Eligibility 
 
The following are eligible for the CG SUPRT tax service:  

• All Active-duty and selected reserve members of the U.S. Coast Guard.  
• Spouses and dependent children of the services noted above, and who are authorized in 

DEERS.  
• All civilian employees (GS) of the U.S. Coast Guard  
• Household members and dependents of U.S. Coast Guard civilian employees.  

 

2016 Tax Season Opens Jan. 19 for Nation's Taxpayers 
Published Date: Wed, 06 Jan 2016 10:00:16 CST 

Following a review of the tax extenders legislation signed into law last month, the Internal 
Revenue Service announced today that the nation's tax season will begin as scheduled on 
Tuesday, Jan. 19, 2016. 

The IRS will begin accepting individual electronic returns that day. The IRS expects to receive 
more than 150 million individual returns in 2016, with more than four out of five being prepared 
using tax return preparation software and e-filed. The IRS will begin processing paper tax returns 
at the same time. There is no advantage to people filing tax returns on paper in early January 
instead of waiting for e-file to begin. 

The filing deadline to submit 2015 tax returns is Monday, April 18, 2016, rather than the 
traditional April 15 date. Washington, D.C., will celebrate Emancipation Day on that Friday, 
which pushes the deadline to the following Monday for most of the nation. (Due to Patriots Day, 
the deadline will be Tuesday, April 19, in Maine and Massachusetts.) 

The IRS urges all taxpayers to make sure they have all their year-end statements in hand before 
filing, including Forms W-2 from employers, Forms 1099 from banks and other payers, and 
Form 1095-A from the Marketplace for those claiming the premium tax credit. 

Although the IRS begins accepting returns on Jan. 19, many tax software companies will begin 
accepting tax returns earlier in January and submitting them to the IRS when processing systems 
open. 
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