Sector Long Island Sound Reserve Guide                                                                    Page 3 of 30



	BMC Travis Mingo
June 2012



	United States Coast Guard 

	Sector Long Island Sound Reserve Guide

[image: Z:\Command Public\Sector Logo Design\General\SLIS Logo_color.jpg]  



Content
Section A:		Welcome Aboard

Section B:		Sector Long Island Sound Overview

Section C:		General Sector Reserve Guidance

Section D:		Reserve Participation Standards

Section E:		Administrative Readiness

Section F: 		Medical Readiness

Section G:		Scheduling IDT and ADT

Section H:		LOGONS and Passwords

Section I:		Additional Benefits 

Section J:		Websites

Section K: 		New Member Reserve Indoctrination Class


Section A:  Welcome Aboard
	

Welcome Aboard
	

Welcome aboard to one of the most challenging units in the Coast Guard: Sector Long Island Sound (SLIS).  You have joined a team of professionals whose missions are as varied as our area of responsibility, which spans Long Island, NY, CT and Long Island Sound. Our primary missions include Search and Rescue, Homeland Security, Vessel Inspection, and Pollution Response. 

All members of Sector SLIS are eager to help you adjust and settle into your new billet. This guide has been developed and provided to you to assist with your new assignment here at Sector SLIS. The Reserve Force Readiness Staff is committed to making your transition as “hassle free” as possible and invite you to attend a unique Reserve Orientation Program in the near future.  

You should have already or will shortly be assigned a sponsor, please contact him or her to arrange for check-in and set up your drill schedule. Around the same time you will be contacted by the Reserve Force Readiness Staff to begin your administrative check-in and schedule a date to attend the Reserve Orientation Program. 

Additional information about Sector SLIS can be found at our website:  http://www.uscg.mil/d1/sectSLIS/ 

 Please feel free to contact your sponsor or the Reserve Force Readiness Staff at any time with any questions. 






Section B:  Sector Long Island Sound Overview
	

Mission
	
Mission: Sector SLIS provides exceptional service to the American public through superior mission planning and execution, incomparable readiness, and faithful, honorable stewardship.

We are committed to fostering an exceedingly productive, valued, happy, and healthy Coast Guard Team, respectful of each other and those with whom we work. We are a team that will do the right thing at the right time, without compromise, simply because it is right.


	

Sector AOR
	
In 2005 Sector SLIS was established by the joining of Group Long Island Sound, Group Moriches and Marine Safety Office Long Island Sound. Sector Long Island Sound’s area of responsibility is from Watch Hill Point in Rhode Island to the west end of Long Island, NY. 
Sector SLIS has seven (7) Stations, four (4) Cutters, two (2) Aids to Navigation teams, and one (1) Marine Safety Detachment units.

	
	

	

Sector Units with Reserve Billets
	
The following phone numbers are to the Quarterdeck of the Unit:

· Sector Long Island Sound, New Haven, CT 
· (203) 468-4401

· Station New Haven, New Haven, CT
· (203) 468-4498

· Station New London, New London, CT 
· (860) 442-4471 

· Station Montauk, Montauk, NY 
· (631) 668-2773

· Station Jones Beach, Freeport, NY
(516) 785-2995 

· Station Fire Island, Babylon, NY 
· (631) 661-910
· Station Eatons Neck,  Northport, NY
· 	(631)261-6959

· Station Shinnecock, Hampton Bays, NY
	(631) 728-0078

· MSD Coram, Coram, NY 
· (631)-732-0190

· SFO Moriches, East Moriches, NY 
· (631)-395-4400


	

Sector Commander
	

Captain Joseph M. Vojvodich assumed the duties of the Commander of Sector SLIS in 2010.  As such, he serves as the Captain of the Port and the Officer in Charge of Marine Inspection for an area that includes Connecticut, Long Island and all of Long Island Sound.  Within this area, Captain Vojvodich oversees the execution of Coast Guard missions through 500 active duty, 200 reservists, and 1200 volunteer CG Auxiliary members.


	

Sector Reserve Command Chief 
	

The Sector Reserve Command Chief (Sector Silver Badge) promotes balance between workforce needs, Command goals, and Coast Guard requirements. Accessible to all crewmembers, the Sector Command Chief encourages communications affecting personnel and mission accomplishment and to assist with the resolution of unit level reserve problems and concerns. 



	

Senior Reserve Officer (SRO)
	

The Senior Reserve Officer (SRO) serves the Command as a subject matter expert on reserve issues and as the primary advocate for assigned reserve personnel.  These responsibilities include assuring the administrative welfare of reservists and facilitating training for mobilization. The SRO collaterally provides guidance and leadership to Coast Guard junior officers and enlisted personnel assigned to the Sector and serves as a role model and mentor providing knowledge-based career and personnel professional guidance.



	

Senior Enlisted Reserve Advisor (SERA)
	

The Senior Enlisted Reserve Advisors (SERA) provide advice and assistance at the unit level, administrative support, and tracking of readiness requirements in support of operational commanders to ensure reservists are available and meet surge and contingency requirements. SERAs have been designated at the following Sector SLIS Stations to provide leadership and support for reserve readiness and training:  
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Reserve Force Readiness Staff (RFRS)


	

Sector Reserve Force Readiness Staff (RFRS) provides support to the Command by directing actions to meet mobilization training requirements for assigned reservists. Ensure availability of necessary resources for operational readiness and training, monitor readiness indicators, enforce compliance with participation standards and coordinate reserve policy and readiness issues.  The RFRS Staff is made up of the following:  

· Chief, Reserve Force Readiness
[image: RFRS3]LT Christopher Villar
Christopher.M.Villar@uscg.mil
 (203)468-4562 (office)
(203)361-1965 (cell)

· Reserve Training Administrator
[image: RFRS3]BMC Travis Mingo
Travis.j.Mingo@uscg.mil
(203)468-4563 (office)
(203)687-9504 (cell)

· Reserve Program Analyst
Mr. Travis Cortopassi (Ret Navy)
Travis.L.Cortopassi@uscg.mil 
(203)468-4559 (office)

· Reserve Admin Specialist
YN2 Ross Fairfax
Ross.t.fairfax@uscg.mil 
(203)468-4579 (office)



	

	
















Section C:  General Sector Reserve Guidance	
	

Coast Guard Reserve Policy Statement
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Reserve Component (RC)
	



The Coast Guard Reserve Component (RC) exists to “train units and qualified persons available for active duty in the armed forces, in the time of war or national emergency. To till the needs of the armed forces whenever more units and persons are needed than are in the regular components.” (10. U.S.C. 10102)

Coast Guard Reservists have answered the call of the service and the Nation with enthusiasm and honor time and again since the establishment of the Coast Guard Reserves in 1941. Through World War II, the Korean and Vietnam conflicts, the War on Terrorism, and natural disasters, Coast Guard Reservists have truly been Always Ready. 

Senior leaders understand that all members (active, reserve, auxiliary, and civilian) of the Coast Guard contribute to the Service as a national response asset. As such, reservists are required to maintain their readiness for any emergency, foreign or domestic.  Regardless of where mobilized, it is the reservists Permanent Duty Station that ensures individuals are mission ready to answer any call. 

A print out of the Commandants Coast Guard Reserve Policy Statement can be found at http://uscg.mil/reserve/docs/about/Policy_2010.pdf  

	

	

	

Reserve Personnel Allowance List (RPAL)
	

The Reserve Personnel Allowance List (RPAL) is the allocated number of Selected Reserve (SELRES) positions, with associated ratings and grades, which can be assigned to each unit. 


	
	

	

Guiding Principles
	

The guiding principles for the Sector Reserve program are:
· Inactive Duty for Training (IDT) and Active Duty for Training (ADT) must improve mobilization readiness;
· Augmentation using qualified reserve personnel is highly encouraged as a means to maintain and strengthen Coast Guard wide surge capacity for local, regional, and national contingency operations; and, 
· Position assignments are prioritized based on opportunities for mobilization training, augmentation, and professional development.

 





Section D:  Reserve Participation Standards	

	
Definition
	
Satisfactory participation is defined as the fulfillment of contractual and training requirements. Satisfactory participation shall be considered a factor of performance and shall be reflected in a reservist’s performance evaluation. See the Coast Guard Reserve Policy Manual, COMDTINST M1001.28 (Series) for specific guidance.



	
Policy
	
Participation requirements must be met as a Reservist.  These Reserve “Standards of Participation” are not options while serving in the Coast Guard, and are in accordance with chapter 4 of the Coast Guard Reserve Policy Manual, COMDTINST M1001.28 (Series).  



	
IADT
	
Initial Active Duty for Training (IADT), includes completion of initial CG accession training through Boot Camp and “A” School or Direct Entry Petty Officer Training (DEPOT). All members must complete IADT.



	
Orders and Correspondence
	
Reservists must report per orders and answer all official correspondence; this includes, but is not limited to, phone calls, letters, message traffic, and emails.  To meet the requirement, reservists shall answer the Coast Guard correspondence within the time period stated therein.  


	

IDT Requirement
	

Reservists are required to perform 90% (43) of the 48 authorized paid Inactive Duty Training (IDT) drills each fiscal year (FY).  

· Single IDT drill is a minimum of 4-hours;
· Multiple IDT drill is a minimum of 8-hours (2 IDT drills);
· IDT drill(s) must be performed on the same calendar date;
· Meet with your supervisor to schedule for the upcoming FY; and, 
· Schedule IDT in Direct Access.  


	

ADT 
Requirement
	

Reservists must complete at least 12 days but not more than 15 days of Active Duty for Training (ADT) Annual Training (AT) per FY. ADT-AT must be requested and submitted in DA by June 15th each year.


	




Annual Screening Questionnaire (ASQ)
	




Reservists must complete the Annual Screening Questionnaire (ASQ) each FY and when readiness status changes.
· Complete an ASQ between 01 August and 31 October each FY and upon reporting to a new unit. 
· Complete the ASQ within the Self Service module in Direct Access.  
· The DA User Guide will assist with completing the ASQ.
· If unable to complete the ASQ in DA, contact your supervisor to trouble shoot or complete the ASQ paper version, form CG-3799R. The ASQ paper form should be sent to the RFRS Yeoman and can be found at http://www.uscg.mil/forms/cg/cg_3799R.pdf 



	Change in Status 
	Reservists are required to promptly notify their supervisor and the Sector RFRS Yeoman of changes in residence, personal status, and contact information, including home email, address, phone numbers, marital or dependent status, education, civilian employment, physical condition, legal issues, or any other factor that would affect your immediate availability for active military service.  In addition, reservists must keep Direct Access up to date with any residence, phone number or email changes. The DA User Guide can assist. 

	
Fitness and Weight Standards 
	
Different physical fitness standards are applied to different Coast Guard programs and can be found in the Performance, Training and Education Manual, COMDTINST M1500.10 (Series).  Weight standards can be found in the Coast Guard Weight and Body Fat Standards Program Manual COMDTINST 1020.8 (Series).  

	
Officers Requirement 
	
Officers must accrue a minimum of 50 retirement points in an anniversary year to remain in an active status (10 U.S.C. 12642). Additionally, all members in the Ready Reserve or Standby Reserve in Active Status, who are retirement qualified, except for having reached sixty years of age, must accrue a minimum of 50 retirement points in an anniversary year to remain in an active status. 


	Unsatisfactory Participation
	Unsatisfactory participation is the failure to comply with any of the contractual obligations or program requirements listed above. Participation is also considered unsatisfactory when reservists acquire at least nine (9) unexcused absences from scheduled training within a 12-month period or failure to meet standards prescribed for annual screening, training for advancement, or performance of duty. Members not meeting minimum participation standards are managed IAW Chapter 4.B of the Reserve Policy Manual.


Section E:  Administrative Readiness		

	

Coast Guard Business Intelligence (CGBI) 
	

The CG Portal and CG Business Intelligence (CGBI) is an easy way to monitor readiness. The ‘Personal View’ tab in CGBI displays colored icons and due dates for each requirement. You can view your readiness at:
http://cgbi.osc.uscg.mil/2.0/portal/ 



	
Satisfactory Year 
	
A satisfactory year for retirement purposes is not the same as a satisfactory year for training or participation purposes.  Each reservist has two different requirements they must monitor.
· A satisfactory year for retirement is based on a member’s Anniversary Year (AY).  AY dates are unique to each member and most often do not correspond to Fiscal Years (FY).  Each reservist must earn a minimum of 50 points each AY for credit as a satisfactory year for retirement. 
· A satisfactory year for training or participation purposes is based on FY.  The FY begins on 01 October and ends on 30 September of the following year.  Each reservist must complete 90% of their scheduled IDT drills and at least 12 days of ADT-AT within the FY.
· Responsibility to meet these requirements lies with the reservist.


	

Weigh-Ins 
	

Reservists must weigh-in bi-annually. All Reservists must be weighed in by the end of April and October of each year. 


	

Annual Verifications 
	

Reservists must complete the following annual verifications each year (October through November). 

· CG-2020D Designation of Beneficiaries & Record of Emergency Data: http://www.uscg.mil/forms/cg/cg_2020D.pdf 

· SGLV 8286 Servicemembers' Group Life Insurance Election Certificate: http://www.insurance.va.gov/sgliSite/forms/8286(05-2012).pdf 

· SGLV 8286a SGLI Family Coverage Election Certificate: (If required) http://www.insurance.va.gov/sgliSite/forms/8286A(05-2012).pdf

· CG 4170 BAH/Dependency Data: Completed in DA by RFRS Yeoman.


	


Individual Development Plan (IDP) 
	


Reservists within their first enlistment must complete an Individual Development Plan (IDP) bi-annually in accordance with the Commandant IDP Instruction. Reservists shall communicate with their supervisors to complete their IDP.  More  information can be found at http://www.uscg.mil/leadership/idp/ 


	

Computer Access
	

Reservists must maintain at a minimum access to the following in order to be a productive and informed reservist:

CG Workstation access requirements:
· Members will receive an email requesting they update their Data Management Tool (DMT).
· Complete Information Security Systems (ISS) Mandated Training each year.
· Remember CAC pin.

Direct-Access (DA):
· Setup forgot password feature and change password as required.
· Forgot password email must be .gov, .mil, or .edu. 

Travel Pay and Allowance (Web TPAX):
· Setup forgot password feature and change password as required.


	

Evaluations
	

Each Reservist shall ensure that their Officer Evaluation Report (OER) or Enlisted Evaluation Report (EER) is completed and entered on time. Reservists should meet with their supervisor upon reporting to their assignment to discuss the chain of command, performance and participation expectations, evaluation due dates, and submission process.  

	Reserve Enlisted (Annual)

	E-1/E-2:  January 
	E-3:  February

	E-4:  March
	E-5:  April

	E-6:  May  
	E-7:  September

	E-8:  November
	E-9:  June

	Reserve Warrant (Biennial)

	CWO2:  June 
	CWO3:  July

	CWO4:  April
	

	Reserve Officer 

	O-1:  March  (Annual)
	O-2:  July (Annual)

	O-2 In Zone for O-3:  June
	O-3:  May (Biennial/even years)

	O-4:  April (Biennial/even years)
	O-5:  March (Biennial/even years)






	

Common Access Card (CAC)
	

Reservists shall ensure that their CAC has not expired and exhibits the proper rank and pay-grade.  The following link will direct you toward the closest ID Card office. http://www.dmdc.osd.mil/rsl/appj/site;jsessionid=KHNBQvQCP1HW4ZDxr36yxD2c0B0Nw821PtJhSbK1MSCNHDW0cFxz!446506976?execution=e1s1.   


	
	

	

Mandated Training
	

Reservists must complete all Mandated Training (MT) as required.  Each year an ALCOAST will define the requirements.  These requirements include both MT-A and MT-B training.  MT can be completed through the Learning Management System (LMS) within CG Portal which can be accessed at https://cgportal.uscg.mil/delivery/Satellite/uscg and going to the Training and Education Tab. CG Portal can be accessed from any CG Workstation or at home with the use of a CAC Reader and software. Contact your supervisor or RFRS Staff for assistance. 


	

CAC Reader and Webmail  
	

CG Portal and CG Webmail can be accessed at home with the use of a CAC reader and software.  If you don’t have a CAC Reader or the associated software, contact your supervisor or RFRS Staff.  Software can be downloaded to a CD for your home computer and must be downloaded on a CG Workstation only:  Software can be downloaded to a CD at:
https://collab.uscg.mil/lotus/mycontenthandler/!ut/p/dm/f214ba0043fa8f1fbd2bbd7c60712de2?mode=open&itemPath=%2fcontentRoot%2ficm%3alibraries%5b7%5d%2fclb%3alibraries%5b2001%5d%2fclb%3alibraries%5b59%5d%2fTelecom%20Services%2fRemote%20Access%2fremote_access 

Webmail address is as follows https://cgwebmail.uscg.mil 


	

Family Care Plan and Legal 
	

It is Commandant Policy per 1.A.5 of the, Military Assignments and Authorized Absences Manual, COMDTINST M1000.8(series) that all CG members be available for unrestricted duty assignment worldwide. To achieve this responsiveness level, each CG member must make and maintain suitable arraignments to care for dependents. In many cases, a non-military spouse provides adequate care. However, planning ahead for involuntary recall is paramount for all reservists. Each reservist with dependents shall maintain an accurate Family Care Plan and annually certify their CG-40710A BAH Dependency Emergency Data and SGLI Validation. This is accomplished by stating in the block labeled ‘remarks’ that you have “adequate, proper dependent care arrangements and are available for unrestricted worldwide duty”. 




	



Electronic Notification System (ENS)
	



All members of Sector Long Island Sound (except Station personnel) are required to sign up for the Electronic Notification System (ENS).  The purpose of ENS is to notify all members (Active Duty, Reserves, and Civilians) of base status and/or a requirement to report their status and to make sure that they and their family are ok.  Once an ENS email/call/text is received, please follow the directions in the message.  

Please direct any questions to the RFRS Staff at (203)468-4562/4563. 


	
	

	
Training and Advancement 
	
Reservists must train & qualify for their assigned Mobilization Training Billet and compete for continued advancement or promotion.  Reservists looking to take any type of advancement test should contact their supervisor and/or the Education Services Officer.


	

Education Services Officer 
	

The Education Services Officer (ESO) is responsible for the proper handling, administration, and safeguarding of educational testing materials and oversees personnel needing to take end of course tests, the administration of servicewide examinations and other testing as appropriate.  

The ESO is also responsible for administration of the off-duty Tuition Assistance Program (TA).  The ESO has current information and requirements on availability of various off-duty educational opportunities which may be available to active duty, reserve, civilians and other personnel. The Sector SLIS ESO, Mrs. Alice Slate, can be contacted at Alice.j.slate@uscg.mil or (203) 468-4425.  For more information on training and education benefits, go to the Coast Guard Institute website at http://www.uscg.mil/hr/cgi/default.asp or www.uscg.mil/reserve  


	


















Reserve Calendar
	


















The below calendar is a detailed list of all items that reservists need to be aware of on a monthly basis.

	Month
	Task

	October
	-Start new Fiscal Year (FY)
-Weigh-in (last day of month)
-Flu Shot (due November 31)
-Annual Verifications (due between October/November)
-Annual Screening Questionnaire (ASQ) (due Oct 31)
-Reserve Service wide Exam (RSWE) (3rd Saturday)

	November
	-Flu Shot (due November 31)
-Annual Verifications (due between October/November)
-E-8 EER (last day of the month)

	December
	-All MT Expires (last day of month)
-Boat Crew currency hours expire (Last day of month)

	January
	-Start new Calendar Year (CY)
-E-1/E-2 EER (last day of the month)

	February
	-E-3 EER (last day of the month)

	March
	-E-4 EER (last day of the month)
-O-1 OER (last day of the month)
-O-5 OER (biennial/even years, last day of the month)

	April
	-Weigh-in (last day of month)
-E-5 EER (last day of the month)
-CWO4 OER (biennial, last day of the month)
-O-4 OER (biennial/even years, last day of the month)

	May
	-E-6 EER (last day of the month)
-O-3 OER (biennial/even years, last day of the month)

	June
	-All ADT requests submitted (15th of the month)
-E-9 EER (last day of the month)
-CWO2 OER (biennial, last day of the month)
-O-2 In Zone for O-3 OER (last day of the month)
-ISS training (expires last day of the month)
-Boat Crew currency hours expire (Last day of month)
-Individual Training Plan due
-All ADT orders to District (Last day of the month)	Comment by GMann: Isn’t this SPO specific?

	July
	-CWO3 OER (biennial, last day of the month)
-O-2 OER (last day of the month)
-RSWE Terminal Eligibility Date (last day of the month)

	August
	-N/A

	September
	-End FY (last day of the month)
-E-7 EER (last day of the month)







Section F:  Medical Readiness		
	

Individual Medical Readiness (IMR)  
	

Individual Medical Readiness (IMR) is an integral component of force health protection and indicates a Coast Guard member’s ability to deploy rapidly. IMR is also a direct reflection of a unit’s capability to fulfill its mission. Six IMR Elements are as follows:

· Dental Readiness 
· Periodic Health Assessment (PHA)
· Immunizations
· Readiness Laboratory Studies
· Individual Medical Equipment
· Deployment Limiting Medical Conditions (DLMC)


	

Dental Exam
	

Reservists must be in compliance with the requirement for an annual dental examination and be classified as Dental Class 1 or 2.  Classifications are:

· Class 1:  Current dental examination with no required dental treatment or reevaluation. 
· Class 2:  Current dental examination, requiring non-urgent dental treatment or reevaluation for oral conditions, which are unlikely to result in dental emergencies. 
· Class 3:  Requires urgent or emergent dental treatment. 
· Class 4:  Requires periodic dental examination or members with unknown dental classification. 

Options available for reservists to maintain dental readiness:

· Use of a private dentist, utilizing a completed and signed DD-2813, which can be forward to HS1 Mark Hust via email at mark.a.hust@uscg.mil.  A copy should be retained for the reservists personal records; 
· Reserve Health Readiness Program (RHRP)  This Dental Screening is a free dental screening which is available to Reservists not on orders or for orders that are 30 days or less. 
· Contact the RHRP at 1-888-697-4299 to schedule an appointment with a contract dentist for a dental screening examination. 

A Reserve Management Period (RMP) may be authorized.


	







Periodic Health Assessment (PHA)  
	







The Periodic Health Assessment (PHA) is a multi-component process that will ensure reservists are ready for deployment, ensure Individual Medical Readiness (IMR) data is electronically recorded, and deliver evidence-based clinical preventative services. In addition, the PHA will address prevention of disease and injury by focusing on prevention strategies each individual can incorporate into his/her lifestyle. 

Every reservist will receive a PHA annually during their birth month period or up to two months preceding the birth month.

The PHA can be scheduled by contacting the Reserve Health Readiness Program (RHRP) at 1-888-697-4299 to schedule an appointment with a contract physician.  

 A Reserve Management Period (RMP) is authorized.


	

Annual Flu Immunization  
	

Annual seasonal influenza (flu) immunization is mandatory for all Coast Guard Personnel to ensure CG force medical readiness and avoid disruption of CG missions.

Reservists who choose to obtain their seasonal flu vaccine thru other means must obtain flu vaccine immunization documentation at the time of the immunization and forward to HS1 Mark Hust mark.a.hust@uscg.mil to ensure proper entry in to the Medical Readiness Reporting System (MRRS).


	

Other Immunizations 
	

All reservists shall be current on the following readiness immunizations:

· Hepatitis A 
· Hepatitis B
· Influenza
· Measles, Mumps and Rubella (MMR)
· Inactivated Poliovirus
· Tetanus Diphtheria

Additional immunizations may be required prior to a specific deployment, or as required by reserve assignments.








	

Readiness Laboratory Studies 
	

All reservists shall receive readiness laboratory studies or medical tests as required. 

· DNA 
· Blood Type
· Sickle Cell 
· G-6-PD
· HIV 
· Tuberculin Skin Test (TST)


	

Individual Medical Equipment (IME)  
	

Reservists in the process of being deployed on an expeditionary deployment (e.g., CENTCOM AOR) and Deployable Operational Group (DOG) units shall have the following IME:

• Ballistic Protection Optical Inserts.
• Protective (Gas) Mask Inserts.
• Medical Warning Tags.
• Members requiring eye-wear must possess two pair of eyeglasses.


	

Deployment Limiting Medical Conditions (DLMC)  
	

Reservists who are in the process of deploying (on an expeditionary deployment) must not have any deployment limiting medical conditions (DLMC).  DLMC includes:
• Pregnancy and 6 weeks post-partum.
• Injuries or illnesses that require a 6 month or greater Temporary        Limited Duty (TLD) assignment.
• Dental Class III or IV.
All members must keep their commands informed of any medical or dental duty-limiting conditions.


	

Injury or Illness While on Orders  
	

Reservists who become ill or are injured while on any type of CG orders shall notify their immediate supervisor, chain of command, and the RFRS shop for proper guidance.












	

TRICARE Reserve Select (TRS)
	

TRICARE Reserve Select (TRS) is a premium-based health plan available worldwide to Selected Reserve members of the Ready Reserve and their families who are not eligible for or enrolled in the Federal Employee Health Benefits (FEHB) program. 

TRS premium rates are established annually on a calendar year basis. Reservists are required to pay the monthly premiums. More information can be found at http://www.tricare.mil/mybenefit/ 


	

TRICARE Dental Program (TDP)
	

TRICARE Dental Program (TDP) is the only dental plan sponsored by the Department of Defense (DoD) for National Guard and Reserve sponsors and their families.  TDP has a nationwide network of more than 65,000 participating dentists. 

Under the TDP, examinations and cleanings are covered at 100 percent when you use a network dentist.  Fillings, crowns, bridges, root canals and orthodontics are not fully covered.

The TDP offers continuous dental coverage throughout the sponsor’s changing status – from inactive to active duty.  When the sponsor is activated, their family members will enjoy reduced monthly premiums. More information can be found at http://www.tricare.mil/mybenefit/home/Dental .








Section G:  Scheduling IDT and ADT		
	

Inactive Duty for Training (IDT)
	

Reservists are authorized 48 paid IDT drills per Fiscal Year unless assigned to a High Priority Unit (HPU) such as a Port Security Unit (PSU) where they may be authorized up to 60 drills per Fiscal Year.

IDT is authorized for training or other duty performed for reservists not on active duty with a primary purpose of providing:
· Individual and/or unit readiness training.
· Qualification training. 

Four types of inactive duty, performed with pay or without pay:
· Single IDT:
· Multiple IDT drill;
· Readiness Management Period (RMP); and
· Funeral Honors Duty (FHD) (for pay only).

Single IDT Drill otherwise known as a single drill
· Must be four or more hours in duration and performed in the same calendar day.
· One retirement point is earned per drill.
· Travel time to drill site, meal breaks, rest and relaxation or sleeping does not count toward the 4 hour minimum.

Multiple IDT Drill otherwise known as a multiple drill 
· Must be eight or more hours in duration and be performed in one calendar day.
· Two retirement points are earned per multiple drill.
· Travel time to drill site, meal breaks, rest and relaxation or sleeping does not count toward the 8 hour minimum.

Readiness Management Period (RMP)
· Primary purpose is to accomplish training prep or unit administration, maintenance functions such as medical and dental readiness, participation in the RSWE, and select events such as an All Hands.
· Must be at least 3 hours in duration. If the scheduled medical, dental, RSWE does not meet 3 hour criteria, the unit should assign other appropriate duties to fulfill the 3 hour minimum requirement. 
· One retirement point is earned per RMP.
· Direct Access will not allow scheduling of more than 30 RMP’s.

IDT orders must be generated in writing in advance of reservists reporting for duty, verbal orders may be issued in time-critical or emergency situations. Written orders must include, at a minimum: Name, dates and duty type, purpose of duty, location, and, meal authorization.


Inactive Duty shall be scheduled and approved in Direct Access. 

Inactive Duty cannot be performed on the same date as active duty.

Enlisted personnel performing inactive duty with pay shall normally be authorized COMRATS.

Reimbursement for travel between residence and drill site is not authorized.


	

Scheduling IDT
	

All requests for IDT will be submitted via Direct Access at least two weeks prior to the scheduled IDT. Reservists can schedule IDT via Direct Access.  

One week prior to the IDT report date, SERAs, unit XO/XPO, Team Leader or equivalent will change drill request from “mbr requested” to “pending” in DA. Within 24 hours after the drill period, the SERAs, unit XO/XPO, Team Leader or equivalent shall change the drill status in DA to "completed" which will generate a pay transaction.

Reservists shall notify their SERA, unit XO/XPO, Team Leader or equivalent in writing if they are unable to attend scheduled drill(s). Reservists who fail to provide written notification will receive an unexcused absence(s) which may result in disciplinary action as outlined in the Reserve Policy Manual.       

Log into Direct Access or by navigating to the Coast Guard Reserve homepage at www.uscg.mil/reserve website and go to Member Resources then look for the Direct Access hot link. Demos and interactive tutorials for all Direct Access functions can be found on the USCG Pay and Personnel Center (PPC) website: http://www.uscg.mil/ppc/multimedia.asp#da.  

Follow the path: Self Service => Employee => Tasks => Schedule Drills.  Click “Add/Schedule New Drill” 

Complete  “Schedule Drills Detail”
· Begin Date/Time, click on calendar icon to select IDT date or enter start date, and time.
· End Date/Time, the end date auto fills with the begin date, enter end time.
· Duty Type, Select: IDT (the same process will be used for requesting RMPs or Funeral Honors Duty).
· Drill Type, Select: Single if working four or more hours in duration but less than eight hours. Select: Multiple if working eight or more hours in duration.  Single and Multiple drills must be completed in one calendar day. Travel time to and from a regularly scheduled drill or training site, time allocated for meal breaks, rest and relaxation or sleeping DOES NOT count toward the four or eight-hour minimum training requirement.
· Pay Code, select: Full unless otherwise ordered.  
· Meal Eligibility, select: Messing Available- when meals are provided at no cost to the member (officer & enlisted). Other meal Eligibility will depend on drill duration and if the member remains overnight or works past 1800. Select: Lunch- where no galley is available (or at a cost to the member) and the reservist is local or commuters not staying overnight.  None- Officers.
· Duty Purpose 1, click eyeglass icon then “lookup” select duty type based on Description, default selection should be: AT (Training General).  
· Duty Purpose 2, Follow the same procedure as Duty Purpose 1 when performing a multiple drill. Duty purpose 1 and 2 may differ. Default selection should be: AT (Training General). 
· SDAP, leave blank unless otherwise ordered.
· Supervisor ID: click eyeglass icon to select SERA, XO/XPO, Team Leader or equivalent (as determined by Command or Unit), enter last name in “Name” field and click “Lookup.” Click on approving official’s name. Email Address, the box should self-populate. If there is not an address in the box enter the supervisors email address; it must be a uscg.mil address. 
· Enter any comments and click “save.”


	

IDT Berthing  
	

Berthing is not an entitlement, if needed speak to your supervisor.
· Transient government housing shall be used if available.
· Lodging in kind may be provided.

IDT Berthing for those assigned to Stations is managed at the Station level, and IDT Berthing for those assigned to Sector shall follow the below steps to request and utilize IDT Berthing. 

Step 1: All requests for berthing need to be sent to the Sector logistics shop NO LESS than two weeks prior to the anticipated start date of the proposed IDT Berthing.  Requests for berthing shall be sent to SK2 Tristin Doty at Tristin.j.doty@uscg.mil. The email request shall include the following information.

· Rank/Name:
· Unit:
· Dates of Proposed Berthing:
·      Hotel Name:
· Phone and Fax number of Hotel:
· Cost of Proposed Berthing at Gov’t Rate:
· Member's Cell Phone Number:
· Reservation Number: (using personal or GTCC to hold the reservation)

Step 2: Schedule Drills in DA, berthing will not be approved without the drills being scheduled (District Looks at this)

Step 3: Once we receive the email a Purchase Request will be generated and forwarded to District for approval. 

Step 4: Once approved by District an email will be sent to the member and the hotel will be notified and given the Sector Berthing account information.

Step 5: Upon check out a signed and dated receipt is required to be submitted back to SK2 Tristin Doty by scanning/emailing to tristin.j.doty@uscg.mil.  

Step 6: If the berthing is not utilized the hotel and the RFRS team requires immediate notification. 



	

Scheduling ADT
	

Log into Direct Access or by navigating to the Coast Guard Reserve homepage at www.uscg.mil/reserve and go to Member Resources. Then look for the Direct Access hot link (Demos and interactive tutorials for all Direct Access functions can be found on the USCG Pay and Personnel Center (PPC) website:  http://www.uscg.mil/ppc/multimedia.asp#da.)  

Follow the path: Self Service => Employee => Tasks => Reserve Orders=> View/ Complete Order Info.  Click “Add New Value” 

Complete tab “Reserve Specific Info”  
· Duty type, select: Active Duty for Training-AT, when OTD is authorized the duty type will be Active Duty for Training – OTD. 
· Payment for Duty, select: Pay and Allowances.
· Payment for Travel, select: Single Travel Claim. SELRES personnel are authorized one round-trip travel reimbursement for ADT-AT. If duty is non-consecutive, only one round trip will be reimbursed. Subsequent Requests For Orders (RFO) shall be marked No Travel Pay.
· Days of ADT-AT requirement satisfied by these orders, when ADT-AT is performed the box will self-populate, when ADT-OTD is performed enter the total number of duty days that will be completed, if authorized.

Complete tab “Reserve Orders”
· Purpose, click eyeglass icon then “lookup,” select duty type based on Description. Default selection should be: AT (Training General).
· Start (Depart) Date, click on calendar icon to select ADT start date or enter start date in field. 
· End (Return) Date, click on calendar icon to select ADT end date or enter end date in field.
· Govt Credit Card Holder, check box if you are a government travel card holder. 
· Is Travel Authorized for These Orders, check box if you are requesting your one round-trip travel reimbursement. 
· Primary Mode of Travel, select appropriate conveyance, normally Privately Owned Conveyance (POC).
· Click “Route for Approval” 
· Approval Recommendation, Approved or Denied to be selected by supervisors or Command before forwarding to SPO.
· Forward to: click eyeglass icon to select SERA, XO/XPO, Team Leader or equivalent (as determined by Command or Unit), enter last name in “Name” field and click “Lookup.” Click on approving official’s name. 
· Email Address, the box should self-populate. If there is not an address in the box enter the supervisors email address, it must be a uscg.mil address. 
· Comments, enter any comments.
· Click “OK,” you will be routed back to the tab: “Reserve Orders,” scroll to the bottom of page and click “Save”  
· The RFO WILL NOT BE ROUTED unless the “Save” button is clicked after entering approving official and routing.




	
	





Section H:  LOGONS and Passwords	
	

CG Workstation
	

In order for assistance to be provided for issues with a CG Workstation a help ticket must be submitted via the Help Ticket page while logged onto a CG Workstation, or a shipmate can submit on your behalf. http://cgfixit.osc.uscg.mil/arsys/forms/remedyprod.osc.uscg.mil/SRS%3AServiceRequestConsole/enduser/?cacheid=d2e137ae&format=html or 855-CG-FIX-IT (855-243-4948).

Further information on CGFIXT can be found at https://cgportal.uscg.mil/delivery/Satellite/ESUBOSTON/ITOPERATIONS 




	DMT Active Directory User Update
	DMT must be updated upon receipt of emails, verify or update information as required.  https://emo-dmt-m-001.main.ads.uscg.mil/dmt-060409/EndUserUpdate.aspx 

DMT updates must be completed while logged onto a CG Workstation

Failure to complete a DMT update will result in being locked out of the CG Workstation.  If locked out complete a help ticket at http://cgfixit.osc.uscg.mil/arsys/forms/remedyprod.osc.uscg.mil/SRS%3AServiceRequestConsole/enduser/?cacheid=d2e137ae&format=html or contact CG-FIX-IT at 855-243-4948 


	

Direct Access and TPAX
	

Direct Access and TPAX trouble tickets are submitted through the Pay & Personnel Center, and Customer Care Branch.  A trouble ticket can be submitted by going to http://www.uscg.mil/hq/cg1/psc/ccb/. Passwords cannot be reset over the phone or sent to another member’s email.




	
AOPS/MISLE/TAIT/CMPLUS/IATONIS
	
Contact OSC Martinsburg with difficulties with AOPS, MISLE, TAIT, CMPLUS, IATONIS.  OSC Martinsburg is staffed on 24/7 and weekends.  Go to http://csd.osc.uscg.mil/cghelp/ on your CG Workstation to request a help ticket



	CAC Issues
	Issues with your CAC must be directed toward the local ID Card office/DEERS facility.  The following link will direct you toward the closest ID Card office. http://www.dmdc.osd.mil/rsl/appj/site;jsessionid=KHNBQvQCP1HW4ZDxr36yxD2c0B0Nw821PtJhSbK1MSCNHDW0cFxz!446506976?execution=e1s1. The Sector Servicing Personnel Office can reset CAC cards. 


Section I:  Additional Benefits
[image: C:\Users\PGODonnell\Desktop\Benefits & Entitlements v4.jpg]

Section J:  Websites, Phone Numbers and Publications
	

Websites
	

Sector Long Island Sound
http://www.uscg.mil/d1/sectlis

CGBI
http://cgbi.osc.uscg.mil/2.0/unit.cfm 

CG Portal
https://cgportal.uscg.mil/delivery/Satellite/uscg 

CG Portal (Learning Management System)
https://cgportal.uscg.mil/delivery/Satellite/trained 

CG Webmail 
https://cgwebmail.uscg.mil/exchange/   

CG Pay & Personnel Center, and Customer Care Branch
http://www.uscg.mil/ppc/default.asp 

CG Personnel Service Center, Reserve Personnel Management (PSC-rpm)
http://www.uscg.mil/RPM/   

CG Reserve Affairs
www.uscg.mil/reserve 

D1 Help Ticket
http://cgfixit.osc.uscg.mil/arsys/shared/default.jsp

DEERS/RAPIDS (ID Cards)
http://www.dmdc.osd.mil/rsl/appj/site;jsessionid=KHNBQvQCP1HW4ZDxr36yxD2c0B0Nw821PtJhSbK1MSCNHDW0cFxz!446506976?execution=e1s1

Direct Access
https://ep.direct-access.us/psp/UCGP1PP/?cmd=login&errorPg=ckreq&languageCd=ENG 

Electronic Notification System
http://apps.mlca.uscg.mil/cg_ens/  

T-PAX
http://www.uscg.mil/ppc/webtpax/  

TRICARE Dental Program
http://www.tricaredentalprogram.com

TRICARE Reserve Select
www.tricare.mil/mybenefit/home/overview/Plans/ReserveSelect 

CAC Software
https://collab.uscg.mil/lotus/mycontenthandler/!ut/p/dm/f214ba0043fa8f1fbd2bbd7c60712de2?mode=open&itemPath=%2fcontentRoot%2ficm%3alibraries%5b7%5d%2fclb%3alibraries%5b2001%5d%2fclb%3alibraries%5b59%5d%2fTelecom%20Services%2fRemote%20Access%2fremote_access.htm

DMT
https://emo-dmt-m-001.main.ads.uscg.mil/dmt-060409/EndUserUpdate.aspx 

MY DOD Benefits
https://www.dmdc.osd.mil/milconnect/faces/index.jspx?_afrLoop=219880370431000&_afrWindowMode=0&_adf.ctrl-state=141w5jurrk_4

Coast Guard Institute
http://www.uscg.mil/hr/cgi/default.asp 









	
	

	
	


Section K: New Member Reserve Indoctrination
	

Description
	

This class is taught by the Reserve Force Readiness System (RFRS) team. We are comprised of a Reserve Program Administrator (RPA), LT Christ Villar, BMC Travis Mingo, Reserve Training Administrator, Reserve Program Analyst, Mr. Travis Cortopassi, and a Reserve Admin Specialist, YN2 Ross Fairfax. 

This class is held quarterly to educate new Reserve members on how to be a productive Reservist within the Coast Guard and what the organization’s expectation of them is. The target audience is a mixture of new accessions, RELAD personnel, and AD members heavily involved with Reserves. This is a VERY informative class that will member for current and future assignments.


	

RFRS Responsibilities












Sample Schedule

	

Prior to class convene, the RFRS team will ensure the following is conducted.
· Ensure member and supervisor are notified well in advance as to the date, time, location, and uniform. Additionally, berthing will be arranged if required. 
· Ensure a help ticket was submitted in advance to have members workstation profile moved from Cape May, ‘A’ school, or from their previous unit. 
· Complete a thorough review of member’s admin, medical and training readiness and incorporate into the Sector Reserve Report Card.
· Generate Annual Verification and any other pertinent paperwork as needed for each new member.






	Saturday (breaks as needed)

	Sector Overview
	· Overview of the Sector and outlying units.
· Overview of Sector AOR.
· Overview of Command Cadre (Active and Reserve).
· Overview of Reserve Force Readiness Division.

	Participation Standards Overview
	· Review of COMDT Participation Standards as outlined in the Reserve Personnel Manual COMDTINST M1001.28A.
· Members sign a positive CG-3307 stating they understand the participation Standards, counseling, disciplinary actions and compliance measures.

	Administrative Readiness
Overview
	· Review of IDT/ADT COMDT policy and Sector policy.
· Review of CGBI usage and setup of automatic update.
· Review of Satisfactory Years for retirement and participation.
· Review of Weigh-in policy/process.
· Review of Direct Access usage and navigation including.
· Entering/Approving IDT drills.
· Entering/Approving ADT orders.
· Reviewing Point Statements.
· Reviewing LES.
· Reviewing/updating Personal information.
· Review of EER and/or OER deadlines and processes.
· Review annual verification paperwork.
· Review of IDP requirement. 
· Review of GTCC requirement and application process.

	Personal Readiness
	· Review of Personal and Family Readiness requirements.
· Review of SELRES benefits.
· Review of Family Care Plan.
· Mobilization/Demobilization Course handout distributed.

	Medical Readiness Overview
	· Review of medical readiness requirements.
· Review of personal medical readiness.
· Review of how/where to complete the requirements.
· Review of TRICARE Reserve Select and TRICARE Dental Program.

	Mandated Training
	· Mandated Training A and B requirements are reviewed.
· Review of CG Learning Management System.

	ICS Training Requirement
	· Review of ICS Training requirement (100, 200, 300, 700, 800) and discuss WQSB/ICS position requirements.

	Lunch (one hour lunch as a group)

	Computer Access and CG Programs
	· Computer Access
· Member will log onto a computer.
· Update DMT.
· Members will then navigate to CG Portal and setup automatic update.
· Members will log onto DA and setup forget password and update personal information.
· Members will log onto Web TPAX and setup forget password and change password as required.
· Members are issued CAC readers with Software and educated on usage.
· Sector members are added to the Sector Electronic Notification System (ENS) and education on usage.

	Designated Computer Time
	· Members will begin to complete all of the Mandated Training ‘A’ and ‘B’ requirements until dismissed for the day by a member of the RFRS staff.

	Sunday (breaks as needed)

	Designated Computer Time
	· Members will continue to work on Mandated Training ‘A’ and ‘B’. 

	Lunch

	Designated Computer Time
	· Members continue to work on Mandated Training ‘A’ and ‘B’ until dismissed for the day by a member of the RFRS staff.
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