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          (And common pitfalls to avoid) 

Updated: 09/27/12   District 5

	Name:
	Unit:  USCGC HARRIET LANE (WMEC 903)

	Graduation Date:
	Reporting Date:


Uniform distribution Center (UDC) Order line:  1-800-874-6841
Prior to reporting, it is very important to contact your unit and establish a point of contact.

	Unit phone number(s)
	Points of contact

	(757) 483-8720
	(Sponsor)

	Fax: (757) 483-8725
	(Supervisor)

	
	(Alternate)

	
	(Regional Work-Life relocation manager) 

	Unit’s address
	
	Chain of Command

	Commanding Officer
	
	CO:  CDR Adam R. Wasserman 
        

	USCGC HARRIET LANE (WMEC 903)
	
	XO:  LCDR Timothy C. Williamson

	4000 Coast Guard Blvd
	
	Dept. Heads: EO: LCDR Robin H. Kawamoto
                      OPS: LT Kevin A. Beaudoin

                      1LT: ENS Zachary R. Dietz
                      SUPPO: CWO Leonard E. Radeka

	Portsmouth, VA  23703-2199
	
	Command Chief: BMC Chad S. Kiser


	When do I report?  

	As specified on orders

	Where do I report?  

	Base Portsmouth, Portsmouth, VA 

	To whom do I report? (If other than unit assigned, see blocks below)

	USCGC Harriet Lane, or Base Portsmouth (administration bldg) if cutter is underway


What do I do if my unit will be underway when I am supposed to report?

	Can the unit be reached if U/W? 
	Yes 
(via email)
	YN1 Jason T. Agee

	Email address:  Jason.T.Agee@uscg.mil

	Unit Ombudsman
	Mrs. Randa Leigh Binns
	email:  randaleighbinns@yahoo.com 


NOTE: It is important that you understand the procedure that you’re new unit has set for you to report in upon arrival.  If you don’t understand ask questions.

Where do I report if the unit is underway.

	Reporting/support command 
	Phone number(s)


	Point(s) of contact



	Base Portsmouth Admin
(customer service)
	(757) 686-4002
	Explain who you are and ask for HARRIET LANE’s servicing YN


Questions to assist you in planning your trip to your new unit.

	Into which airport will I fly?

	Norfolk International Airport

	How do I get from the airport to USCG Base Portsmouth?

	Taxi or Airport Shuttle

	How much will it cost?

	Anywhere from $25-$40

	How do I report once I arrive?

	In uniform, Tropical Blue Long.  If you are flying to meet the cutter in foreign ports, appropriate civilian attire is authorized.


What will I be doing at my new unit?

	What are the unit’s primary missions?

	Search and Rescue, Enforcement of Maritime Laws and Treaties, Maritime Defense, and 

	Protection of the Marine Environment

	How many people are assigned to the unit? 14 Officer & 85 Enlisted

	How many people are in my division/duty section? Deck Dept (SN/SA)– 17 personnel; Engineering Dept (FN/FA)– 9 personnel

	What type of duty will I be standing?

	Shipboard duty (24 hrs) – Inport: Security Watchstander:  You will make rounds of all spaces looking for safety hazards, and ensuring the safe operation of machinery equipment.  Quarterdeck Watchstander: Monitor incoming/outgoing personnel, answer phones.

	Underway: SN/SA: Lookout, Helm, Mess Attendant

	FN/FA: Auxiliary Watchstander, Mess Attendant

	What will my duty rotation be while breaking in? Once every three days inport until qualified.

	How long does it typically take to get qualified?  2-5 months

	What will my duty rotation be after getting qualified?  Once every five days inport

	What are the “striking” opportunities at the unit?  YN, SK, FS, EM, MK, DC, BM

	What uniform should I report in? Tropical Blue Long or ODUs if directed.

	Can I bring firearms? No, do not report with a firearm or edged weapon (knifes, machetes etc).  After your arrival and check in you may request to store it onboard.

	What is the unit’s policy for privately owned vehicles?  You need a Coast Guard Decal to enter base or pass (valid drivers license, registration, and proof of insurance).  Plenty of secure parking is provided and a special lot is designated for long term parking while underway.


Where am I going to live?

Questions to ask if you are single.
	Is housing aboard the unit or off?   Single members will live aboard ship.  When qualified, members may be authorized to move into Base Portsmouth Bachelor Enlisted Quarters if room is available.

	How much space will I have for storage? Onboard, space is limited to your rack and locker and should accommodate everything you can fit in your Sea Bag.  There is a sea bag locker in the space for additional gear that is not regularly accessed.

	What personal gear can I bring? Contact your sponsor on Welcome Aboard Message or the YN1 listed above for details.


Questions to ask if you have dependents or getting married enroute…

NOTE: Make sure your new chain of command knows if you plan to get married while on leave before reporting to the unit.

	What type of quarters will I be assigned? You will live on the economy.  Family housing is not available.

	What do I need to do? Contact the Housing Officer at Base Portsmouth for assistance with on the economy housing (757) 686-4080.

	If I do live on the economy, what is the BAH rate for the area?

	E-2 & E-3:  with dependents - $1242.00    without dependents - $ 1054.00

	Additional comments:

	If you report to Base Portsmouth while the cutter is underway, you will be assigned temporarily to the base or a cutter that is inport.  HARRIET LANE will make arrangements to fly you to meet the ship.  Do not anticipate that you will be in Portsmouth until we return, but it may be possible. 


	Is there a person my spouse may contact if they have questions, if so whom?

	(H) Ship’s Ombudsman:  Mrs. Randa Leigh Binns
email:  randaleighbinns@yahoo.com

	What type of medical care do we have, and how does it apply to my family and me?  Active Duty Members will go to Base Portsmouth Medical and Dependents will enroll in Tricare (prime or standard).  The Tricare Prime care facility is located at Portsmouth Naval Medical Center approximately a 15 minute drive from Base Portsmouth.

	Additional comments:

	Welcome Aboard!  The officers, chiefs and crew look forward to your arrival. 

	USCGC HARRIET LANE (WMEC 903)

	The Desired Effect!


	How do I prepare to report to my new unit?
	Call the unit and speak with your sponsor.

· Prior to reporting, contact your unit and speak with your sponsor.  Write down the name.

· Ask the sponsor if your unit is going to be underway on your reporting day. Have the day and date ready from your orders.

Have an alternate plan if reporting to a ship.

· Ask what to do if your unit is underway.  Usually you will report to another unit within the area until your ship returns, or your ship will make arrangements for you to meet them at the next port of call. Write down the name and phone number of the alternate person. Call that person to confirm the check-in procedures.  

NOTE:  It is important that you understand the procedure that you’re new unit has set for you to report in upon arrival.  First impressions are everlasting.

	What do I do if my unit is underway and not there when I arrive?
	Plans change

· If your ship is currently underway, you must contact with your ship’s support command (Group or ISC) to get the necessary details to ensure your check-in goes smoothly.  

NOTE: It is not uncommon for schedules to change. You must have the names and phone numbers for the alternate check-in procedures.

· Your Company Commanders or the Career-counseling instructors can assist you in making this important contact.  

· If no contact is made prior to leaving TRACEN Cape May, keep attempting to contact your unit while on recruit leave.

	Where am I going to live?


	· Your sponsor should explain to you the unit’s housing/berthing policies and availability.

· You should know this before you arrive for your first day of work.

· If you are single and plan on getting married while on leave, you must inform your new unit. What size and type of housing is based on the number of dependents, children’s gender and age and availability.

	What can I take to my new duty station?


	Available space is the key.

· When you talk to your sponsor ask what, besides your full sea bag, you should take with you to your new assignment.  

· Some units are limited on available storage space, and may not have room for you to bring a lot of personal belongings.  You may bring a reasonable amount of civilian clothing, portable stereos, bicycles, computers, or fishing poles depending on storage space. Ask if in doubt!  Don’t assume.

Firearms.

· If you are authorized to bring firearms to your unit, ensure that you understand the unit’s policy on storage of your firearms in the unit’s small arms safe (if necessary), and the local laws governing personal firearms.

· Contact your airlines carrier to get their policy for checking firearms in baggage.

· If driving to Alaska, there are policies that must be taken into consideration when driving through US States and Canada.

	Reporting to you new unit
	The Big Day

· If you plan to drive to your new duty station, your unit may not have adequate parking for your vehicle.  Ask your sponsor about public transportation and parking in the local area.

· Upon arriving you should be in an inspection ready DRESS uniform, as appropriate, as you will only get one chance to make a good first impression.  You can change into work uniform after initial check-in.

· We get frequent comments from the field that new recruits failed to salute, improperly addressed officers, chiefs, petty officers and commanding officers. Start with a good, strong first impression.

	Check-in sheets
	Your sponsor will get you a unit check-in sheet.  The check-in sheet lists personnel and their duties that are important to you. At a minimum you should understand….

Travel Claim:  Submitted within 03 after arriving at your new unit. Your unit Yeoman will assist you in filling out and submitting the required forms. Save receipts for all travel related expenses in excess of $75.00 and all lodging. Retain a copy of your claim and all receipts.

Educational Services Officer (ESO):  Course materials for advancement are ordered through the ESO. Has info on College Level Entrance Program (CLEP), DANTES program and the Coast Guard Institute. 

Medical:  The Health Benefits Advisor (HBA), unit’s medical personnel or XO will assist you.  For dependents, the HBA has a list of local physicians and dentists that have been pre-approved for Tri-care.

Supervisors: Your chain of command will sit down with you and discuss what their expectations for you.

· If you are unsure of anything, now is the time to ask. 

· If you have career goals, make them known. 

· Ask your supervisor to help you map out a course of action that will allow you to accomplish your goals.  

Note: A good work ethic, positive attitude and military bearing will serve you well.  

	Bottom line
	Check in, qualify for duty, qualify for watch, qualify for advancement, then off-duty education.


	Comments:
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