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You will go to your RTM scorecard. The third tab 
labeled RFF-READY REQUIREMENTS are 
RTNs that have been approved and are ready for 
message generation. 
 

You will click on the arrow of the URI that you want to select 
for message generation. You can only select one URI with 
associated RTN’s per message generation. One message per 
request i.e. (ICS 213RR = URI) 
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You will click on which RTN 
individually or select all. You will 
only see RTNs that are in an approved 
status. 
 

Next click on GENERATE 
MESSAGE. 
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You will then have your message template created. Your message will have your PLADS 

that you may need depending on your unit type. You can now copy and paste in CGMS. 

You will be required to enter in some information as required for RFF messages and delete 

unnecessary info. 
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EXAMPLE PLADS AND ROUTING 
 
 
FM  (OPERATIONAL UNIT) 
TO COMPACAREA COGARD ALAMEDA CA //PAC-3// [PACAREA Cutters] or; 
COMLANTAREA COGARD PORTSMOUTH VA //LANT-3// [LANTAREA Cutters]  
or; Service/Logistics Center [Units under SC or LC cognizance] or: Sector and  
District [For District/Sector units] 
INFO COMCOGARD PSC ARLINGTON VA //PSD-SSB// 
 
============================================================================== 
You will cut and paste the below message info into CGMS. Some Fields 
you will have to enter data into Fields with {XXXX}. You will delete 
duplicate RTN info or irrelevant information from the message. 
============================================================================== 
SUBJ: PERSONNEL REQUEST ISO {DISASTER - UNIT SHORT TITLE}: ISC 213RR #{    }URI # 1015 
A. OBTAINING PERSONNEL RESOURCES TO MEET SURGE REQUIREMENTS, 
COMDTINST 5400.1 (SERIES) 
B. LANTAREAINST 1330.1, SHORT-TERM PERSONNEL SUPPORT WITHIN 
ATLANTIC AREA 
C. PACAREAINST 1330.1C, SHORT-TERM PERSONNEL SUPPORT FOR 
OPERATIONAL AND SUPPORT UNITS WITHIN THE PACIFIC AREA 
D. COAST GUARD COMPETENCY MANAGEMENT SYSTEM MANUAL, COMDTINST 
M5300.2 (SERIES) 
1. REQUEST FOR FORCES FOR CG LANTAREA. REQUEST IS MISSION CRITICAL AND REQUIRES PERSONNEL  
TO REPORT WITHIN {24/48/72} HOURS OR IAW WITH BELOW REQUIREMENTS.  
RTN         TITLE                          RANK                  COMP     BEGIN    END       
1015-0001   LANT IMT - PSC    ANY       E7  O5                   06SEP12  06OCT12   
1015-0002   LANT IMT - PSC    ANY       E7  O5                   06SEP12  06OCT12   
1015-0003   LANT IMT - SITL   ANY       E5  O3                  06SEP12  06OCT12   
 
2. RECEIVING UNIT POCS: 
A. PRIMARY POC:  LT KIA K.C ALRKE, PHONE: 757-398-3917, EMAIL: KIA.K.CLARKE@USCG.MIL: 
B. SECONDARY POC:  , PHONE: , EMAIL:  
3. COMMAND HAS IDENTIFIED POSSIBLE CANDIDATE/S TO FILL REQUIREMENTS ABOVE, REQUEST COMMAND  
APPROVAL. PLEASE SEE RTN FOR DETAILS: 
RTN         EMPID   NAME                     CUR UNIT    PAY GRADE    
1015-0001                                                             
1015-0002                                                             
1015-0003                                                             
 4. REPORTING INSTRUCTIONS 
A. RTN         REPORTING INSTRUCTIONS                                       
1015-0001   RPT TO LANTAREA/DCMS IMT, PORTMOUTH VA NLT 06SEP12           
1015-0002   RPT TO LANTAREA/DCMS IMT, PORTMOUTH VA NLT 06SEP12           
1015-0003   RPT TO LANTAREA/DCMS IMT, PORTMOUTH VA NLT 06SEP12           
B. SPO/UNIT YEOMAN SHALL TAKE FOR ACTION. MEMBER/S SHOULD NOT DEPART WITHOUT ORDERS IN HAND. 
C. RESERVIST/S ARE REMINDED TO NOTIFY THEIR EMPLOYER, PREFERABLY IN 
WRITING, THAT THEY HAVE BEEN RECALLED TO ACTIVE DUTY. 
5. ORDERS INFORMATION 
A. QUARTERS: {XXXX } 
B. MESSING:   {XXXX } 
C. DIRECTED MODE OF TRANSPORTATION: {XXXX} 
D. REIMBURSEMENT FOR BAGGAGE FEES IS AUTHORIZED. 
E. WORK RELATED TELCOM FEES MAY BE CLAIMED WITH RECIEPTS. 
F. OTHER SPECIAL INSTRUCTIONS: 
6. REQUESTED BY INFO:    
NAME:  LT KIA K. CLARKE  PHONE: 757-398-3917  EMAIL: KIA.K.CLARKE@USCG.MIL. 


