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Section Overview

	Introduction
	This section will guide you through the process of accessing a member onto active duty.
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3.A.1 Process for Accessions

	3.A.1.1 Introduction
	The accession process depends on communication between the member, unit, and SPO 
to ensure a smooth transition into the Coast Guard.  This process is broken down into stages based on what needs to be completed and who is responsible.

Note:  This process is for prior service members who report directly to their new unit vice attending indoctrination at Cape May.


	3.A.1.2 Reference
	(a) Coast Guard Servicing Personnel Office (SPO) Manual, PPCINST M5231.3, Part VIII, Accessions


	3.A.1.3 Process
	This is the process.


	Stage
	Who Does It
	What Happens
	Date

	1
	Member

	The Unit should 
assist the Member in completing the following:

· DD Form 2058, State of Legal Residence Certificate
· IRS W4 Form
· Appropriate state tax withholding certificate 

· Direct Deposit information

· CG-2020D (Designation of Beneficiaries)
· CG-2020 (Dependency Worksheet) if member has dependents
· DD-1172 (Application for Uniformed Service Identification Card)

· DD-1173 (Uniformed Service Identification and Privilege Card) if member has dependents
	


Continued on next page

3.A.1 Process for Accessions, Continued

	3.A.1.3 Process Continued
	


	Stage
	Who Does It
	What Happens
	Date

	1 (cont)
	Member

	· Completes SGLV-8286 

· Completes SGLV-8286A (if member is married)

· TSP-U-1 (if member desires to participate in TSP)

· TDP Enrollment Form (if member has dependents & desires to enroll them in the TRICARE Dental Plan)

· DD 2366 (Montgomery GI Bill Election Form) if member is eligible to enroll in MGIB
· CG-5102 (Officer Uniform Allowance Claim Worksheet) for eligible officers
	

	2
	Unit

	Assist member in completing PCS Reporting Worksheet (CG-2005) forward to SPO with other related forms from Stage 1


	

	3
	SPO
	· Creates PDR

· Submits Direct Access transactions:

Applicant Data 

Contract Data
Hire Applicant
Employee Tax Data Information
Payment Option Election (Non Self-Service)
Enter Family Members/Dependents
Enter Emergency Contacts
Enter SGLI Election
Enter Family SGLI Election
Employee Entitlements
Note: For members who are changing components of the Coast Guard with no break in service, the SPO must ensure that a separation transaction in Direct Access has been completed and approved on the member prior to transmitting accession (rehire) transactions. 
	


3.A.2 Types of Accessions

	3.A.2.1 Introduction
	Accession is the process of establishing personnel and pay records when a member comes on active duty.  There are several ways to be accessed and several points where members can be processed.


	3.A.2.2 Types of accessions
	This table describes types of accessions and identifies processing points.


	Types
	Description
	Processing Points

	Direct commission
	When an officer comes from the civilian sector or other military service and is processed through Direct Commission Officer (DCO) course before departing for their first unit.
	Academy

	
	When an officer comes from the civilian sector, current active duty reserve component member, or other military service and reports directly to their first unit prior to attending the DCO course.
	Responsible SPO 
for designated unit.

	Cadet Graduates
	When a Cadet graduates from the Academy and becomes an officer.
	Academy

	Cadet
	When a Cadet reports to the Academy.
	Academy

	Former Cadet with a reserve obligation
	Non-Prior service cadets whose appointment is terminated in their junior or senior year are assigned to the Coast Guard Reserve SELRES Transition Pool for 59 days and subsequently assigned to either the IRR or a drilling unit to complete their military obligation.
	Academy

	Prior service (other than DCO)
	When an enlisted member comes from another service and attends Basic Training.
	Cape May

	
	When a member comes from prior CG or CG Reserve and reports directly to a unit without going through basic training.

Note:  This includes members who are being discharged from the active duty component of the Coast Guard to be immediately accessed into the reserve component of the Coast Guard and vice versa.  The servicing SPO losing the member must submit the discharge transaction in Direct Access and accession transaction within 24 hours. 
	Responsible SPO 
for designated unit.

	
	When a member reports directly to the Individual Ready Reserve (IRR).
	Servicing ISC SPO


	
	If the member enlists in the reserves and attends Cape May as a REBI student.
	Cape May

	Recruits
	When an enlisted member goes to basic training before departing for their first unit.
	Cape May


3.A.3 Recalled Retired Members

	3.A.3.1 Introduction
	The Commandant may direct that a retired member be recalled to active duty.  These members may be paid by PPC (ras) or by PPC (mas) through JUMPS depending on the duration of the recall.


	3.A.3.2 Payment Method
	Use this table to determine if the member will be paid by PPC (mas) or by PPC (ras).


	If the member is 
	And the duration of the recall is 
	Then the member is paid by

	Immediately recalled to active duty upon retirement (no break in service)
	For any period immediately following retirement
	· JUMPS.

· The Assignment Officer issues Recall from Retirement Orders via Direct Access.  These orders will generate a P193 JUMPS action and continue the member on Active Duty.

· No need to retire member.

	Recalled to active duty after a break in active duty service of more than 24 hours
	For any period
	· JUMPS.

· CGPSC (OPM/EPM) creates orders.

· SPO creates contract data and PCS endorsements to rehire the member.

	Recalled from RET-2 status
	For any period


	· The CGPSC (OPM/EPM) Assignment Officer issues orders to the member (copy to PPC (ras).
· PPC (ras) changes member’s Training Pay Category (R910 transaction) to make the member’s records available to the SPO in Direct-Access

· The SPO records the member’s active duty in Direct Access using the Reserve Orders module.  

	Recalled from RET-1 status
	For any period
	· Contact PPC Customer Care for guidance.
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