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2.A.1 The PCS Transfer Process
 
	2.A.1.1 Introduction
	The transfer process depends on communication between many participants.


 
	2.A.1.2
Process
	This is the process. The SPO and unit are to build a relationship that ensures these items are completed using the most expeditious means possible.



	Stage
	Who Does It
	What Happens

	1
	Member
	Prepares E-Resume in Direct Access.

	2
	PSC 
	Issues transfer order in Direct Access (Airport Terminal).

	3
	SPO	Comment by CAMercer: Administrative staff
	Notifies unit when order is received. Notification includes any obligated service requirements. Members not serving on an indefinite enlistment contract must obligate service within 5 days of receipt of PCS orders.

	4
	Member/ Unit
	Completes forms and worksheets for PCS departure, request for advance of travel funds, obligated service, BAH rate protection, passports, and ensures compliance with weight standards. Requests CAC-RAS access if member is departing to a non-CG unit 
(see https://cgportal2.uscg.mil/units/c4itsc/FSD/Shared%20Documents/EU-TT_Long-Term%20External%20Assignment.pdf).	Comment by CAMercer: Forward all forms to admin staff for review.

	5	Comment by CAMercer: 6
	Member/ Unit
	If an Official Passport is required, follows instructions in chapter 9 of the Foreign Affairs Policy Manual, COMDTINST M5710.5 (series). 

	6	Comment by CAMercer: 7
	SPO
	Approves and prints Direct Access orders.	Comment by CAMercer: If requested enter travel advances in T-PAX

	7	Comment by CAMercer: 8
	PAO/ PPC (tvl)
	If requested, processes travel advances not more than 30 days prior to detachment.	Comment by CAMercer: 35

	8	Comment by CAMercer: 9
	PSC (psd-fs)
	If requested, processes members BAH rate protection request.

	9	Comment by CAMercer: 10
	TO (TOPS site)
	Counsels member and arranges shipment of HHG.

	10	Comment by CAMercer: 11
	Unit
	Endorses orders upon departure. Ensures member submits a CGFIXIT request for transfer of CGSWSIII account (see https://cgportal2.uscg.mil/units/c4itsc/FSD/Shared%20Documents/EU-TT-Transfer_Checklist.pdf). Ensures member’s, and dependents’ ID cards are up-to-date.

	11	Comment by CAMercer: 12
	SPO
	Approves and transmits PCS Departing Transactions.

	12	Comment by CAMercer: 13
	Member
	Reports to new unit, prepares forms and worksheets for PCS reporting, travel claims(s), housing allowances, etc.
Completes PCS travel claim(s) and forwards to approving official (Note: Approving Officials must be designated. See section 2.A.9.4) not later than 30 calendar days after arriving at the command.
Updates information (e.g. email address, home and mailing addresses, Emergency Contacts, etc.) in Direct Access.
Updates information (e.g. email address, home and unit addresses, default AO, etc.) in TPAX.
 Goes to https://dmt.uscg.mil/dmt and updates contact information.

	13	Comment by CAMercer: 14
	New Unit
	Endorses order with date and time reported and messing status 
(e.g. ENL BAS, ENL BAS MINUS DISC MEAL RATE).
Forwards the reviewed and signed approved travel claim(s) with original orders to PPC (tvl) not later than two calendar days after receipt of claim(s) from the member or not later than 32 calendar days after member’s arrival at unit, whichever is earlier.
Forwards worksheets to SPO w/ copy of the endorsed order.	Comment by CAMercer: Admin staff 

	14	Comment by CAMercer: 16
	SPO
	Completes PCS Reporting Transactions. Files supporting documentation in SPO-PDR and forwards copies to PSC (bops-mr) for inclusion in the I-PDR.

	15	Comment by CAMercer: 17
	PPC (tvl)
	Processes travel claim(s).


 

2.A.2 PCS/TEMDUINS Orders
 
	[bookmark: TEMDUINS]2.A.2.1 Introduction
	This section provides an overview of entitlements and options for members ordered PCS/TEMDUINS.  


 
	2.A.2.2 Household Goods
	Members ordered PCS/TEMDUINS to an “A” school for a period less than 20 weeks are authorized to store their Household Goods (HHG) at their current Permanent Duty Station (PDS) in non-temporary storage (NTS). Once assigned to a new PDS, shipment of HHG to the new PDS is authorized. 


 
	2.A.2.3 Shipment of POV
	The following restrictions apply for members who are ordered PCS/TEMDUINS from OUTCONUS:

Members can elect to leave their POV at the current PDS and execute a power of attorney allowing a responsible individual to act on their behalf once they are in receipt of orders to their new PDS.
Members, who elect to ship their POV while in receipt of TEMDUINS orders, are liable for all excess costs incurred.
Members must pay the entire cost of transportation if a PCS authorization is not issued later.
The authorization is specific to the Vehicle Processing Center (VPC):  the entitlement is limited to the VPC closest to the new PDS.
Members electing to transport their POV ICW PCS/TEMDUINS to A‑School for less than 20 weeks must be counseled IAW JFTR, par. U5440-D.


 
	2.A.2.4
Storage of POV
	Long term storage of POVs is limited to those members in receipt of PCS orders to a country in which the POV cannot be shipped. 
Note:  Consult the processing VPC as to time limits applicable to pick-up.


Continued on next page

2.A.2 PCS/TEMDUINS Orders, Continued

	2.A.2.5
Travel/ Transportation of Dependents
	The following restrictions apply to dependents of members in receipt of TEMDUINS orders:

Dependents are authorized to remain in government housing pending eventual PCS assignment.
Dependents are authorized to remain in the vicinity of the current PDS pending eventual PCS assignment.
Dependent entitlement cannot exceed the entitlement from the previous PDS to the next PDS.
Dependent travel and transportation allowances are not authorized when members are assigned to a school as a student if the course of instruction is less than 20 weeks (JFTR, par. U5201-B1b applies).
Dependent travel and transportation allowances commence upon member’s receipt of PCS orders to the new PDS.
 A member authorized a housing allowance based solely for the purpose of paying child support is not authorized PCS travel entitlements for that dependent child(ren).


 
	2.A.2.6 
If transporting POV ICW PCS/
TEMDUINS
	The following statement is placed on orders by PSC-epm-2:

Members assigned to an OCONUS unit who receive PCS/TEMDUINS orders to A-School for less than 20 weeks can elect to transport their privately owned vehicle (POV) under provisions of JFTR, par. U5440-D.  JFTR, par. U5440-D states that POV transportation is permitted before PCS authorization/order is issued (i.e. prior to issuance of PCS orders from A-School) provided you agree by signing these orders that: You are financially responsible for the entire cost of transportation if a PCS authorization/order to authorize POV transportation is not later issued, or that you agree to pay any additional costs for POV transportation based upon the location of your new PDS.  Should you elect to transport your POV, your authorization is from the POV port/Vehicle Processing Center (VPC) serving your OCONUS unit to the POV unloading port/VPC serving the PDS that will be identified at some time during your A-School assignment.  If you receive orders back to your PDS or to another OCONUS PDS or to a PDS where transportation charges to the POV port/VPC exceeds transportation charges to the POV port/VPC where you shipped your POV ICW your A-School assignment, you are financially responsible for excess POV transportation charges.  



Continued on next page

2.A.2 PCS/TEMDUINS Orders, Continued
 
	2.A.2.7 
BAH for members with dependents
	See Coast Guard Pay Manual, COMDTINST M7220.29 (series), Section 3.G.5 (BAH-Assignment Situations, Members in transit) for guidance on the payment of BAH for members with dependents assigned PCS/TEMDUINS.

The same rules apply to members en route PCS as to members assigned TEMDUINS. 
These members continue to receive BAH at the locality rate for their old PDS while TEMDUINS, unless the member had a previously approved BAH-rate protection request in place, in which case they would continue to receive BAH at the locality rate for their dependent’s location/previous PDS. 
BAH is not payable while the member’s dependents occupy government quarters at the old PDS.
A BAH rate protection request must be submitted and approved by PSC (psd-fs), per Section 3-C (PAYMAN), in order for the SPO to pay BAH for any locality other than the member’s old PDS or as provided in a previously approved BAH rate protection request.


  
[bookmark: PCSTransferprocess][bookmark: pcsdepartingchecklist]
2.A.3 PCS Departing Checklist
 
	2.A.3.1 Introduction
	Use this check list to assist the member, unit, and SPO in completing all necessary tasks required for departing PCS; and in conjunction with the Overseas Transfer Checklist (see section 2-A-4) for members transferring OUTCONUS. 	Comment by CAMercer: Member, unit, admin, SPO


 
	2.A.3.2 References
	(a) Military Assignments and Authorized Absences, COMDTINST M1000.8(series)
(b) Coast Guard Weight and Body Fat Standards Program Manual, COMDTINST M1020.8(series)
(c) Enlisted Accessions, Evaluations, and Advancements, COMDTINST M1000.2(series)
(d) Joint Federal Travel Regulations (JFTR), Vol I (Military)
(e) Coast Guard Pay Manual, COMDTINST M7220.29(series)
(f) Coast Guard Supplement to the Joint Federal Travel Regulations (CGS-JFTR), COMDTINST M4600.17(series)
(g) Identification Cards for Members of the Uniformed Services, their Eligible Family Members, and other Eligible Personnel, COMDTINST M5512.1(series) 
(h) Coast Guard Personal Property Transportation Manual, COMDTINST M4050.6
(i) Foreign Affairs Policy Manual, COMDTINST M5710.5(series)
(j) Coast Guard Servicing Personnel Office (SPO) Manual, PPCINST M5231.3(series)
(k) Government Travel Charge Card (GTCC) Program, Policies and Procedures, COMDTINST M4600.18(series)
(l) Personnel Security and Suitability Program, COMDTINST M5520.12(series)
(m) Military Personnel Data Records (PDR) System, COMDTINST M1080.10(series)
(n) Motor Vehicle and Recreational Off-Duty Safety Manual, COMDTINST M5100.5(series)
(o) Coast Guard Housing Manual, COMDTINST M11101.13(series)


 
	2.A.3.3
Checklist
	Follow these steps when a member receives a PCS transfer order.



	Step
	Action	Comment by CAMercer: Add Who does it column.
	Reference
	Date/Initials

	1
	Ensure member is eligible for transfer.	Comment by CAMercer: Who Does it: ADMIN
	Ref (a) 1.B
	

	
	Ensure member meets weight standards within 30 days of PCS departure.	Comment by CAMercer: Who does it: ADMIN
	Ref (b)
	

	
	Ensure member meets obligated service requirements for transfer. Complete CG-2045, Career Intentions Worksheet and forward to SPO if member needs to extend enlistment. Members not serving on an indefinite enlistment contract must obligate service within 5 days of receipt of PCS orders.	Comment by CAMercer: Administrative staff.  Admin staff will review and forward to SPO for processing.
	Ref (a) 1.B.6
	

	
	Counsel member on SRB entitlement if additional obligated service is required.	Comment by CAMercer: Who Does it: ADMIN
	Ref (c) 1.B
	

	2
	Complete member screening for assignment to semi-isolated units (if applicable) and administrative assignments.	Comment by CAMercer: Who does it: ADMIN
	Ref (a) 1.E
	


Continued on next page

2.A.3 PCS Departing Checklist, Continued
 
	Checklist (continued)



	Step
	Action
	Reference
	Date/Initials

	3
	Complete Coast Guard Sponsor Notification Form CG-6058, and send it to the member’s destination.	Comment by CAMercer: Who does it: ADMIN
	Ref (a) 1.A.14
	

	4
	Counsel member on PCS travel entitlements, and complete PCS Entitlements Worksheet (CG-2003).
Note:  AMHS Ferry tickets and other commercial carrier reservations shall be made through the Travel Management Office (TMC). Charges are made against the member’s Individually Billed Account (IBA/GTCC). The Centrally Billed Account (CBA) shall be used and annotated on the orders “Authorized use of the CBA” when the PCS delay exceeds 15 days or when the member does not possess an IBA/GTCC.	Comment by CAMercer: Who does it ADMIN.  
Note: A member authorized a housing allowance based solely for the purpose of paying child support is not authorized PCS travel entitlements for that dependent child(ren).
	Ref (d), Chap 5 

Ref (k), Chap 1
Gov’t Travel Charge Card Web Page
	

	5
	Verify member’s entitlement to FSH and/or FSA-R and BAH allowances.	Comment by CAMercer: Who does it ADMIN.  Then forwards documents to SPO.
· Complete Basic Allowance for Housing Rate Protection Worksheet (CG-2025A) if member is eligible for, and desires BAH Rate Protection. Forward completed worksheet to Commander, PSC (PSD-FS) for approval.
	Ref (e) 3.C
	

	6
	Complete PCS Departing Worksheet (CG-2000), and, if applicable, a PCS/TEMDUINS to “A” school worksheet (CG-2001). Forward to SPO for data entry.
If applicable, complete request to COMDT (CG-1332) for travel by more than 2 POC’s IAW Sec. 2.A.16 of this manual.	Comment by CAMercer: Forward to ADMIN, ADMIN will review and forward to SPO.	Comment by CAMercer: Who does it: MBR
	
	

	7
	Submit a PPC Customer Care Ticket to revoke “All” TPAX permissions other than self service.  (Unless the member is separating, then request TPAX account to be locked).	Comment by CAMercer: Who does it: ADMIN
	
	

	8
	Review Unit Audit Report (http://cgweb.PPC.uscg.mil/travel/audits/) or Individual Audit Report (https://www.fincen.uscg.mil/TVS_Aux2/)	Comment by CAMercer: Who does it: ADMIN

If member has any outstanding Audit requests, gather audit information before member departs and mail to PPC (tvl).
	Sec. 2.B.17 of this manual
	

	9

	Ensure Common Access card for member and ID cards for dependents are valid (Note: Ensure member knows his/her PIN number).	Comment by CAMercer: Who does it: ADMIN
	Ref (g)
	

	
	Verify that member’s dependents are enrolled in DEERS and instruct member on procedure for reporting change of address to DEERS.	Comment by CAMercer: Who does it: ADMIN
	Sec. 5.B.17 of this manual
	

	10
	If PCS assignment is to a unit/position outside of the Coast Guard (e.g., Liaison Duty, Joint Duty, Advanced Education, MEPS) submit request for CAC-RAS (remote access to the CG network) See:
https://cgportal2.uscg.mil/units/c4itsc/FSD/Shared%20Documents/EU-TT_Long-Term%20External%20Assignment.pdf	Comment by CAMercer: Who does it: ADMIN
	
	

	11
	Ensure member has an appointment scheduled with transportation office (TOPS site) to arrange shipment of HHG.	Comment by CAMercer: Who does it: Member	Comment by CAMercer: Change to.  Arrange shipment of Household Goods by filling out a move application on www.move.mil.  See your ADMIN staff with questions.
	Ref (h)
	


Continued on next page

2.A.3 PCS Departing Checklist, Continued
 
	Checklist (continued)



	Step
	Action
	Reference
	Date/Initials

	12
	Ensure an Application for Assignment to Military Housing, Form CG‑5267, is submitted to the housing office at the member’s new duty station.	Comment by CAMercer: Who does it: ADMIN
	Ref (o) as amended by Flag Voice 384
	

	13
	If member is being assigned to a unit where his/her official duties are expected to result in international travel into or out of a country requiring an official passport to enter or exit that country, (see electronic Foreign Service Guide) ensure member completes official passport application.	Comment by CAMercer: Who does it: ADMIN
	Ref (i)
Procedures for obtaining official (no-fee) passports can be found on the
 CG-DCO-1 CGPortal Page

Ref(i)
	

	14
	If member and/or dependents are required to travel outside of the U.S. in order to reach new duty station (e. g. PDS is in Alaska and travel via Canada), ensure official passport application is completed. (See step 10).	Comment by CAMercer: Who does it: ADMIN
	
	

	15
	SPO prepares orders and the Advance Signature Proxy submits PCS Advance in WEB TPAX for travel advances up to 80% of the PCS travel entitlements.	Comment by CAMercer: Delete SPO.  Add who does it: SPO
Notes:  The PCS advance shall not be submitted to PPC, except under extenuating circumstances, more than 30 days before the member detaches. Include a complete breakdown of all advances in the remarks block of the orders (Order notes in DA) see 2.A.8.3 for an example entry. Also, note in the remarks block of the orders if the member is married to another member.
	Ref (d) 2300,
Sec. 2-A-8 of this manual,
Ref (f) Par. 5020
	

	
	SPO AO reviews PCS Advance in WEB TPAX approves no more than 30 days before the member detaches, except under extenuating circumstances. (Submit a Customer Care Ticket to PPC Travel for authorization of payment beyond 30 days.
	
	

	16
	Prepare PCS Departing Transactions (SPO). (Note: For PHS Officers assigned to the Coast Guard, notify PSC (OPM-2) when Officer departs, they are the SPO for PHS Officers).	Comment by CAMercer: Remove spo add. Who does it: SPO
	Ref (j) Part IV
	

	17
	Transfer Government Travel Charge Card account to the new coordinator.	Comment by CAMercer: Remove, this is automatically done.
	Ref (k)
	

	18
	Complete an Enlisted Employee Review (EER). 
E7 and above - if on the date of detachment 184 or more days have elapsed since the last EER was completed.	Comment by CAMercer: Who does it: Command
All Others - if on the date of detachment 92 or more days have elapsed since the last EER was completed.
	Ref (c) 5
Direct Access Guide, EER
	

	19
	Ensure security debriefing is conducted.	Comment by CAMercer: Who does it: Command
	Ref (l)
	

	20
	Review PDR. Forward SPO PDR and Unit PDR to receiving SPO unless member is authorized to hand-carry IAW COMDTINST M1080.10(series).
	Ref (m)	Comment by CAMercer: Who Does it: SPO
	

	21
	Notify Health Record Custodian to forward Medical PDR.	Comment by CAMercer: Add: If member is separating ADMIN will fill out Medical/Dental Record Disposition Instructionsd in Enclosure (4) of COMDTINST M1080.10(series)	Comment by CAMercer: Who does it: ADMIN
	Ref (m) 
	

	22
	Members who are traveling more than 400 miles in their private motor vehicle shall complete a TRiPS assessment and have their supervisor review and approve the assessment prior to detaching from their command. TRiPS can be accessed at Commandant (CG-1132) Motor Vehicle web page at: http://www.uscg.mil/hq/cg1/cg113/cg1132/motorvehiclesafety.asp	Comment by CAMercer: Who does it: ADMIN
	Ref (n) 1.F.4.f
	

	23
	Ensure IT support staff (CG FIXIT) is notified of member’s PCS so they can initiate an "Employee Transfer".  It is imperative that users properly check-out with their computer support staffs prior to PCS departure to ensure proper account transfers.
(see https://cgportal2.uscg.mil/units/c4itsc/FSD/Shared%20Documents/EU-TT-Transfer_Checklist.pdf)	Comment by CAMercer: Who does it: MBR
	
	


 

2.A.4 Overseas/OUTCONUS Transfer Checklist
[bookmark: overseastransferchecklist] 
	2.A.4.1 Checklist
	This checklist must be used along with the PCS Departing Checklist (section 2-A-3) when a member receives overseas orders.


 
	2.A.4.2 References
	(a) Military Assignments and Authorized Absences, COMDTINST M1000.8
(b) Coast Guard Medical Manual, COMDTINST M6000.1(series) 
(c) Foreign Affairs Policy Manual, COMDTINT M5710.5 (series)
(d) Coast Guard Housing Manual, COMDTINST M11101.13 (series)


 
	Step
	Action	Comment by CAMercer: Add Who Does it.
	Reference
	Date/ Initials

	1
	Ensure that message concerning overseas transfer with list of screening questions is received from entry approval point.  Member must be in compliance with all Overseas Duty Suitability requirements as well as the requirements listed in the Overseas Transfer Message.  An Entry Approval Request Message must then be sent IAW Step 7 below.	Comment by CAMercer: Who does it: Command
	Ref (a) 1.H.2
	

	2
	Screen member and/or dependents to determine suitability for overseas assignment within 10 days of receipt of transfer order. Use the “Command Checklist for Overseas Screening”, Exhibit 1.H.1 and 1.H.2 “Overseas Screening for Active Duty Dependents”, of Ref (a), and the list of screening questions sent by the overseas command to complete the interview. 	Comment by CAMercer: Who does it: Command	Comment by CAMercer: Tour election Accompanied vs. All other add step. ERD
	Ref (a), Exhibit 
1.H.1

	

	3
	Ensure the servicing SPO supervisor has verified the “Command Checklist for Overseas Screening” for completeness, signed, and faxed to the Entry Approval Point within 15 days of receipt of transfer authority with copies filed in SPO and Unit PDR.	Comment by CAMercer: Forward completed checklist iaw ref (a)	Comment by CAMercer: Remove SPO.  This is a Command function IAW ref (a) 1.H.2.b.4.  Copy ADMIN when message is sent.  Who does it: Command;
	Ref (a), Exhibit 
1.H.1
	

	4
	Ensure the member and dependents are medically qualified for overseas transfer. The member must have an approved overseas physical including immunizations and any essential dental treatment completed within the last 6 months.	Comment by CAMercer: Who does it: Command
	Ref (a),  1.H.3

Ref (b)
	


Continued on next page	Comment by CAMercer: ADD ERD checklist.

2.A.4 Overseas/OUTCONUS Transfer Checklist, Continued
 
	2.A.4.1 Checklist (continued)



	Step
	Action
	Reference
	Date/ Initials 

	5
	Ensure member and dependents
have valid CAC and ID cards	Comment by CAMercer: Who does it: ADMIN
have International Certificates of Vaccination PHS-731 (if required)
are provided with detailed information concerning tour length and have elected an appropriate tour
are counseled regarding overseas station allowances when member is assigned to a restricted area and dependents reside in an area outside the U.S
are counseled regarding requirements for the transportation of pets and/or firearms to new PDS
	Ref (a) 1.H.7

	

	6
	If PDS is outside the U.S. or if travel requires crossing the U. S. border, ensure arrangements are made for MBR and dependents to apply for an official passport. (e.g. PDS is in Alaska and traveling via the Canada-U. S. border), (see electronic Foreign Service Guide).	Comment by CAMercer: Who does it: ADMIN
	Ref (c)
Procedures for obtaining official (no-fee) passports can be found on the CG-DCO-1 CGPortal Page

	

	7
	Send entry approval request message to overseas command.
Note:  Ensure that the overseas command has received a copy of the Command Checklist for Overseas Screening prior to requesting approval.	Comment by CAMercer: Who does it: Command
	Ref (a), 1.H 
	

	8
	Ensure an Application for Assignment to Military Housing, Form CG‑5267, is submitted to the housing office at the member’s new duty station.	Comment by CAMercer: Who does it: Member
	Ref (d) as amended by ALCOAST 016/13
	

	9
	Ensure entry approval has been granted prior to member receiving ORIGINAL orders or travel advances.	Comment by CAMercer: Who does it: SPO
	Ref (a), 1.H.4.a
	


 
[bookmark: _2.A.5_Preparation_of]
2.A.5 Preparation of the PCS Transfer Order (CG-5131)
[bookmark: pcsreporting] 
	[bookmark: _2.A.5.1_Introduction]2.A.5.1 Introduction
	This section provides the procedure for a user at the Servicing Personnel Officer (SPO) to create the PCS Transfer Order


 
	2.A.5.2 
Procedure
	Start PeopleSoft, sign-in and follow the steps below to complete the PCS Travel Orders:


 
	Step
	Action

	1
	Access the orders:
From your Direct Access Work list (if your supervisor routed them to you from the Airport Terminal). 
Or by selecting menu items in the following order: 

Enterprise Menu > Administer Workforce > Track Global Assignments (GBL) > Use > PCS Orders , or
Enterprise Menu > Develop Workforce > Plan Careers > Inquire > Arrivals and Departures
 
You can also access orders from the Airport Terminal. The Airport Terminal menu path is - Self Service > Self Service for Commands > Use > Command Information

Detailed instructions for the Airport Terminal can be obtained from the PPC website at: http://www.uscg.mil/ppc/ps/assignment_system/airport_terminal/airportterminal.htm 

	2
	At the Departures listing screen. Click the Process Orders tab 

[image: ]


Continued on next page

2.A.5 Preparation of the PCS Transfer Order (CG-5131), Continued

	2.A.5.2 Procedure (continued)



	Step
	Action

	3
	
Click the Route/Work button of the Employee ID for the Orders you wish to complete.
This button can also be used for Supervisors routing work to personnel within the SPO. 

	Notes
	Status of Orders:
	Status
	Meaning

	Apvd Mtual
	An approved mutual exchange of station.

	Apvd Std
	An approved set of regular orders.

	Apvd Unlat 
	An approved order for a unilateral.

	Cancel
	Canceled orders

	Enroute
	Enroute (based on estimated departure date)

	Finished
	The member has departed the old unit and has reported into the new unit (JUMPS 8C's have processed).

	Proposed
	Orders in a proposed status

	Ready
	Indicates the orders have been worked (member specific changes have been made to the orders) and the orders are now 'Ready' for the member to travel. 
Note: Orders for extensions and fleet ups do not change to a ready status because travel entitlements are not applicable.

	X Ord/TONO
	Cancel the orders but keep the TONO active.




	4
	If you began in the Airport Terminal, a new window will open.  The path in the window is now the PCS Orders menu.


	5
	Click in the Authorizing Official (Name, Rate/Rank) field.  Enter the Name and Rate/Rank of the Official signing the Orders:  




Continued on next page

2.A.5 Preparation of the PCS Transfer Order (CG-5131), Continued

	2.A.5.2 Procedure (continued)



	Step
	Action

	6
	Nature of Duty Section:  For Assignment Officer issued orders this field is already set.  For a Nature of Duty listing, click on the drop down button.



	Note
	
Steps 7-9 must be completed for each type of delay, such as Authorized Travel Time, and Authorized Proceed Time. Add a Delay Period by clicking on the  button.

	7
	Scroll down to the Authorized Delay Enroute Section.   Click in the Begin Date field [image: 01000A79] and enter a date in MMDDYYYY format. OR Click the Choose a Date to select a Begin Date.  This is the leave date the member is planning on departing his current unit, normally taken from the members PCS Departing Worksheet.  (The actual dates are to be entered upon departing member and reporting member.)  
To toggle through months and years click [image: 01000A7B]

	8
	Click in the End Date field [image: 01000A79] and enter a date MMDDYYYY format, OR Click the Choose a date to select an End Date.  Click the Choose a date button [image: 01000A7D] to select a Date.  


Continued on next page

2.A.5 Preparation of the PCS Transfer Order (CG-5131), Continued

	2.A.5.2 Procedure (continued)



	Step
	Action

	9
	Click the Delay Enroute dropdown button to view and select from the list.    Select the type of delay authorized for the dates entered.
	Delay
	Use

	Travel Time
	If member is authorized travel time, enter the inclusive dates (in steps 7 and 8) for the number of days the member is authorized 

	Proceed Time
	If member is authorized proceed time, enter the inclusive dates (in steps 7 and 8) for the number of days the member is authorized.

	Leave INCONUS
	If member is authorized leave INCONUS, enter the inclusive dates (in steps 7 and 8) for the number of days the member is authorized.

	Leave OCONUS
	If member is authorized leave OUTCONUS, enter the inclusive dates (in steps 7 and 8) for the number of days the member is authorized.

	Compensatory Absence
	If member is authorized compensatory absence, enter the inclusive dates (in steps 7 and 8) for the number of days the member is authorized.

	Non-Chargeable Absence
	If member is authorized non-chargeable absence, enter the inclusive dates (in steps 7 and 8) for the number of days the member is authorized.

	Dateline Adjustment
	If the member crossed the international dateline, enter the inclusive date (in steps 7 and 8), normally 1 day. For members traveling West to East use the same date as the reporting date. For members traveling East to West, use the date the member departed their PDS.  The United States is in the West.  If crossing was West to East, the total of all delay entries including DA should equal authorize delay total.  If crossing was East to West, add all delay entries other than DA, then subtract 01.  The balance must equal authorized delay total. 

	Example PCS Delay With Dateline Adjustment (West to East):
[image: sampdelay]





Continued on next page

2.A.5 Preparation of the PCS Transfer Order (CG-5131), Continued
 
	2.A.5.2 Procedure (continued)



	Step
	Action

	10
	
Scroll down to the  section and Click the Duty tab.[image: 01000A78].  

	Field
	Description

	Nature of Duty
	Make a selection from the dropdown menu.

	Per Diem
	This button is not Active (nothing happens when clicked) for PCS Orders. Enter Per Diem entitlement in Notes (remarks)




	11
	Select primary mode(s) of travel.  When an item(s) is selected, an item in Primary Mode of Transportation must also be selected.

.
[image: WAKE UP!] Commercial Carrier (own expense subject to reimbursement) is the default setting.  Deselect if not the primary mode of travel

	[image: WAKE UP!]
	The sections titled Remain Over Night (RON) and Medical Travel apply to TAD travel authorizations.

	12
	
If Other Authorized Expenses are authorized (normally this won’t apply to PCS Orders), Select the Magnifying glass in the Search Dialog Box .  Enter the Misc Expense code (if already known), or a description to lookup a specific authorization.
Click on the [image: 01000A67] to view a listing of available Authorized Expenses.

	13
	

To add additional authorized expenses, click on the   button.  To remove expenses click on the  button.  When selecting the delete button, the following window will display, click OK.




Continued on next page

2.A.5 Preparation of the PCS Transfer Order (CG-5131), Continued
 
	2.A.5.2 Procedure (continued)



	Step
	Action

	14
	
Scroll to the bottom and click on the Orders Notes Button 

	15
	


Select Magnifying glass to obtain Search Dialog Box.  To obtain PCS Order notes, select Lookup or enter PCS in the Description box and select Lookup.  Orders generated by CG PSC have pre-filled notes.  These notes should not be changed without CG PSC approval.  To add additional notes click on the  button and click on the OK button when complete. .
Note: The order note “PCS” contains standard remarks, applicable to all PCS orders, which may be edited as necessary by the SPO.
[image: Capture10-5-2004-11]
Reminder:  Standard Remarks/Orders Notes entered by the CG PSC (opm/epm) Assignment Officer shall not be modified or deleted by other users. Always add a new order note entry to add remarks to orders. These notes should not be deleted or modified without CG PSC approval.

If advances are authorized, include a complete breakdown of the PCS travel entitlements:
Example:	DLA w/Dependents:	$2000.00	@80%	$1600.00
		Mbr. MALT Plus: 	$ 200.00	@80%	$ 160.00
		Dept. MALT Plus: 	$ 100.00	@80%	$  80.00
		Advance TLE: 	$ 500.00	@80%	$ 400.00
		Total: 			$2800.00	@80%	$2240.00
    	             PCS TVL Advance Authorized at 	@80%	$2240.00

	16
	Scroll down to the bottom of the page and click the [image: 01000A93] button. 


Continued on next page

2.A.5 Preparation of the PCS Transfer Order (CG-5131), Continued
 
	2.A.5.2 Procedure (continued)



	Step
	Action

	17
	The field “Dependents Accompanying Member” appears blank.  




	18
	Click the Member's Dependents button.  .[image: 01000A94].  A listing of Dependents for the member populates.  


[image: WAKE UP!]Dependents must be already in direct access as dependents to appear on this screen.  Dependents not appearing on this screen must first be added in Direct Access.  BAH eligible dependents are defined in Chapter 3-D of the Coast Guard Pay Manual, COMDTINST M7220.29(series) A member authorized a housing allowance based solely for the purpose of paying child support is not authorized PCS travel entitlements for that dependent child(ren).

	19
	
To Select members authorized to travel on the Travel Orders, click the Selected option.
[image: 01000A95].  Once selected, a check mark appears next to the Dependents Name. .
Click the Ok button.
[image: 01000A97]


Continued on next page

2.A.5 Preparation of the PCS Transfer Order (CG-5131), Continued
 
	2.A.5.2 Procedure (continued)



	Step
	Action

	20
	The Dependent selected now appears on the Dependents auth to travel screen as below.  Click the Ok button.
[image: 01000A97].



	21
	Click the Save button.
[image: 01000A9A]

	22
	Scroll down to and Click the Route For Approval button.
[image: 01000A84].

	23
	Only a CGHRSUP (SPO Supervisor) can approve these orders.  Enter the Employee ID of the Supervisor who will be approving these orders in the Route to field. Click Enter 
[image: WAKE UP!] You can also click on the [image: 01000A65] button to look up the Approvers Employee ID


  
[bookmark: autostopsofpayandallow]
2.A.6 Automatic Stops of Pay and Allowances
 
	2.A.6.1 Introduction
	Certain pay entitlements are automatically stopped when the departing or reporting endorsement on orders transaction processes.


 
	2.A.6.2 References
	(a) Coast Guard Pay Manual, COMDTINST M7220.29 (series)
Chapter 3, Allowances
Chapter 4, Special Pay
Chapter 5, Incentive Pay
(b) JFTR, par. U9100, Housing and Cost-of-Living Allowances


 
	2A.6.3
Auto Stops on PCS
	This table shows pay entitlements that automatically stop when a PCS transfer occurs. No pay transaction data entry (other than the PCS transaction) is required to stop these entitlements.  However, data entry is required if the member’s entitlement period ends prior to the day/date shown below. 
Note:  Automatic stops do not occur on interoffice transfers. 



	Entitlement Description
	When the Entitlement Auto-Stops

	Basic Allowance for Housing - Child (BAH Diff) (Codes P or Q)
	On the day prior to PCS departure.

	Basic Allowance for Housing (BAH)-Without Dependents
	On the PCS departure day.

	Basic Allowance for Housing - Partial (BAH Partial)
	On the day prior to PCS departure.

	Enlisted Discount Meal Rate deduction
	On the day prior to PCS departure.

	Enlisted Basic Allowance for Subsistence (ENL BAS)
	On the effective date of reporting PCS.

	Career sea pay/time and premium
	On the PCS departure day.

	Combat SGLI Allowance
	On the last day of the month of the effective date of PCS departure.

	Combat Tax Exclusion
	On the last day of the month of the effective date of departure.

	CONUS Cost of Living Allowance (CCOLA)
	On the day prior to the effective date of PCS reporting.


Continued on next page

2.A.6 Automatic Stops of Pay and Allowances, Continued

	Auto Stops on PCS (continued)



	Entitlement Description
	When the Entitlement Auto-Stops

	OUTCONUS-Cost of Living Allowance (OCOLA), with or without dependents and partial

If dependents are delayed (see note below)
	On the day prior to PCS departure.



Date last dependent departs within 60 days. 

	Crew flight pay (enlisted only)
	On the PCS departure day.

	Diving Pay
	On the PCS departure day.

	Family Separation - Housing (FSH) 
	On the day prior to PCS departure.	Comment by CAMercer: Or lease ends which ever date is earlier. Member is to inform admin if lease ends prior to PCS departure date.

	Family Separation Allowance

	On the day prior to reporting, less any leave, proceed time or compensatory absence.

	Hardship duty pay-location
	On the PCS departure day.

	Hostile Fire, Imminent Danger Pay
	On the last day of the month of the effective date of PCS departure.

	Non-crew flight pay
	On the PCS departure day.

	Overseas Housing Allowance (OHA), with and without dependents

If dependents are delayed (see note below)
	On the day prior to PCS departure.


Date last dependent departs (Delay not to exceed 60 days).

	Responsibility Pay
	On the day prior to departure.

	Diving Duty Pay
	On PCS departure day.

	Special Duty Assignment Pay (SDAP)
	On the day prior to PCS departure.

	Flight Deck Hazardous Duty Incentive Pay
	On the day prior to PCS departure.

	Foreign Language Proficiency Pay
	On the day prior to PCS departure.

	Hazardous Duty Incentive Pay for Visit, Board, Search & Seizure
	On the day prior to PCS departure.

	Exclusion from State Income Tax Withholding (SITW)
	Member’s exclusion from SITW ends the day prior to PCS reporting if member is assigned to unit in a state that taxes military pay while member is stationed within the state (See Chap. 8‑B).


Note: Member must obtain authorization to continue OHA/OCOLA from COMDT (CG-1332) prior to PCS departure. CG-1332 forwards approved requests for continuation of OHA/COLA to PPC (mas) for payment.
 
[bookmark: natoorders]
2.A.7 How to Prepare NATO Supplemental Orders
 
	2.A.7.1 Introduction
	A NATO order, along with proper identification, allows an individual to pass without difficulty from one NATO nation to another. This order is only for the movement of military personnel, their personal baggage, individual weapons, and official documents. The NATO Travel Order Statement is placed on the back of the PCS or TDY order or as a separate sheet to accompany the TDY/PCS order.	Comment by CAMercer: Contact your administrative staff for further guidance. 


 
	2.A.7.2 References
	 (a) Military Assignments and Authorized Absences, COMDTINST M1000.8
      (series), 1-A-17


 
	2.A.7.3
Format for order
	The below table describes how to complete a NATO order.



	Step
	Action

	1
	Top of letterhead/page type:
Grading of Form: NATO UNCLASSIFIED

	2
	Include in the heading:  country of origin, employee ID and the date the order is prepared.

	3
	In the first paragraph include:
· Name, rank, grade and ID card number.
· Destination, within NATO country.
· Date of departure from original country.
· Number of days member will remain in NATO country, if PCS, so indicate.

	4
	In the second paragraph include:
Authorization for member to possess and carry firearms.

	5
	In the third paragraph include:
The number of official dispatches and that they are official documents.

	6
	In the fourth paragraph include:
A certification that the travel is under the provisions of the NATO Status of Forces Agreement.



	Note:  Officer authorizing the NATO travel signs the order.


 
Continued on next page

2.A.7 How to Prepare NATO Supplemental Orders, Continued

	2.A.7.4 Recommended format
	Here is a recommended format for NATO travel orders. Another example is available online at https://secureapp2.hqda.pentagon.mil/passportmatters/Visas/VisaER/NATO_order.htm.
Note:  NATO travel orders are prepared in English and French. Any instructions printed on the reverse of the orders are to appear in English only.


Grading of form: NATO UNCLASSIFIED
NATO TRAVEL ORDER			ORDRE DE MISSION OTAN
Country of Origin:					Employee ID Number
Pays de provenance:				Date order issued
1.  The bearer (and group as shown heron or on attached list)
Le porteur (et personnel porte ci-dessus ou sur la list jointe)
Personal/Identity Card No. (if any)			Name:			Rank/Grade
No Mle/de la cazrte d’identite				Nom:			
  (s’il y a lieuy)
Will travel to: 
fera mouvement a: _____________________________________________________________
Date of departure
Date du depart, le (ou vers le):________________________
___For a period of approximately ___________days    ______For permanent change of station,
Pour a peu pres_______________jors		    Pour changement permanent de garnison.
2.  Authority (is)(is not) granted to possess and carry arms.
     Autorisation dep port d’armes (accordee) (non accordee).
3.  The person named in paragraph 1 is authorized to carry _____ sealed dispatches.
La personne indequee au paragraphe 1 est authorisee a porter _____ plis scelles.
	a. These dispatches contain only official documents.
	Ces plis ne contiennent que des documents officiels.
4.  I hereby certify that this individual/group is/are member(s) of a Force as defined in the NATO Status of Forces Agreement, and that this is an authorized mover under the terms of this agreement.
Je soussigne certifie que le personnel vise appartient a une armee telle definie dans I’Accord OTAN sur le statu des Forces Armees et que ce deplacement est officiel selon les termes de cet accord.

Signature of Officer
Authorizing Movement
 
[bookmark: _FAX_of_PCS_Advance_Requests][bookmark: FAXofPCS]
2.A.8 PCS Advance Request (Via Web-TPAX)
 
	[bookmark: _2.A.9.1_Introduction]2.A.8.1 Introduction
	This section provides the procedure for a user at the Servicing Personnel Office (SPO) to submit requests for travel advances via TPAX.


 
	[bookmark: _2.A.9.2_Getting_access]2.A.8.2
Getting access to the ASP function
	Advance Signature Proxy (ASP) – This function is for SPOs.  This permission/designation is granted after the completion of a new form CG‑7421A (http://www.uscg.mil/ppc/forms/). Complete the form, have it signed by the SPO supervisor and fax it to the number on the form. You will be contacted, via e-mail, after your account has been modified to allow access to the ASP function.


   
	2.A.8.3 Procedure
	Refer to the Advance Signature Proxy tutorial in the Web-TPAX Online Help at http://www.uscg.mil/ppc/travel/WebTpaxASPtutorial.pdf for data entry procedure.

Note: A completed original PCS Travel order signed by the Approving Official must be scanned and uploaded to Web-TPAX to request a PCS travel advance. Before you begin the advance request ensure the PCS travel advances are correctly listed on the order. The PCS order must show what is being requested and at the 80% amount as shown in the example below:

MEMBER PER DIEM             _______ @ 80% _________
MEMBER MALT                 _______ @ 80% _________
DEPENDENT(S) PER DIEM       _______ @ 80% _________
DEPENDENT(S) MALT           _______ @ 80% _________
DLA                         _______ @ 80% _________
TLE                         _______ @ 80% _________
TOTAL                       _______ @ 80% _________

      PCS TRAVEL ADVANCE AUTHORIZED FOR $ __________

Do not submit the PCS advance to PPC more than 35 days before the member detaches.  The additional five days accounts for processing time and making payment to the member.  Per the Coast Guard Supplement to the Joint Federal Travel Regulations (CGS-JFTR), COMDTINST M4600.17(series), par. 5020, payment of advances must not be made more than 30 days before the member detaches, except under extenuating circumstances. If you need to submit a PCS advance to PPC more than 35 days due to extenuating circumstances, the SPO Approving Official must submit a PPC Customer Care Ticket with details.


      

2.A.9 Submission of PCS Travel Claim (DD-1351/2)
[bookmark: _2.A.10_Submission_of]  
	2.A.9.1
Introduction
	This section provides the procedure for the traveler to properly complete the PCS Travel Claim.	Comment by CAMercer: And administrative staff


 
	2.A.9.2
Procedure
	Follow these steps to complete the PCS Travel Voucher (DD-1351/2)



	Block
	Action

	1

	Payment.  Place an X in the block that applies to member.  Note:  Coast Guard members, choose EFT.

	2
	Name.  Type last, first and middle initial

	3
	Grade.  Type rank/rate or grade (CDR, ENS, YNC, E6, GS-12, etc)

	4
	SSN.  Type Social Security Number or EMPLID

	5
	Type of Payment.  Place an X in boxes that apply to member. If the member is authorized DLA and received it in an advance, the traveler must check DLA. 
Note:  If dependent travel is involved and Dislocation Lodging Allowance (DLA) is claimed, all applicable boxes must be completed.  Each applicable block must be checked to process the claim.

	6
	Address.  These blocks are mandatory for claiming DLA, single or married.  Enter the member's current physical residential address.  If the member has not secured a permanent residence in the vicinity of the new PDS, the duty address can be used.  Note in block 29 if member is establishing a residence in the vicinity of the PDS and if dependents accompanied the member to the new PDS.

a. Number and Street: house or apartment number and street name
b. City: spell out name of city or municipality 
c. State: 2-digit state code (MA, KS, NH, etc.) 
d. Zip code: 5 or 9 digit zip code e. 
e. E-Mail Address: If not in the global e-mail address system, enter a personal e-mail address that is checked often. 

	7
	Daytime Telephone Number and Area Code

	8
	Travel Order/Authorization Number (TONO) – found on PCS orders (begins with a 12)

	9
	Previous Government Travel Payments/Advances (EFT or Debit not GTCC)

	10
	For D.O. Use Only.  Note:  the member should enter nothing here:  this section is reserved for Disbursing Offices only

	11
	Organization and Station.  Note:  this is the command to which the member is currently attached (new PDS).


Continued on next page

2.A.9 Submission of PCS Travel Claim (DD-1351/2), Continued
 
	2.A.9.2 Procedure (continued)



	Block 
	Action

	12
	Dependents.  Type an (x) in Accompanied if dependents traveled to the member’s new duty station or in Unaccompanied if dependents chose not to relocate.
   a.  Name. last, first, middle initial
   b.  Relationship. (son, daughter, husband, mother, father, etc.)
   c.  Date of Birth. (DOB) or Date of Marriage.  Date of Marriage applies to
        spouse, DOB applies to children.
        Note:  if member is single, enter N/A 

	13
	Dependents Address on Receipt of Orders.  Enter the complete dependents address (es) while attached to last command or duty station.  

	14
	Have household goods been shipped?  Check applicable block.
Note:  If the answer is no, enter explanation in remarks (block 29)

	15
	Itinerary.  
   a. Date.  Indicate current year (month/day is be listed below)
   b. Place. Enter City/State and zip code from which member departed (previous duty station) and to which member reported (new duty station)
   c. Means/Modes of Travel.  See 2-digit codes on reverse
   d. Reason for stop.  See 2-digit codes on reverse (pg2 of 1351-2)
   e. Lodging Cost.  Not applicable for PCS travel (pg2 of 1351-2)
   f. Privately Owned Conveyance (POC) miles.  Indicate total mileage.
Note:  Member need only list the date of departure from old PDS “Effective Date of Orders”, and the date of arrival at new PDS “Official Date of Report”, as indicated on the signed PCS orders.
It is not necessary to list each stop and departure.

	16
	POC Travel.  If private auto is listed in the itinerary, member must indicate whether they are an owner/operator or a passenger.  

	17
	Duration of Travel.  Type (x) in appropriate block.  Typically, More Than 24 hours is checked.

	18
	Reimbursable Expenses.  Enter Temporary Lodging Expense (TLE), tolls, etc. here. 

	19
	Government Deductible Meals.  Not applicable to PCS travel.


Continued on next page

2.A.9 Submission of PCS Travel Claim (DD-1351/2), Continued
 
	2.A.9.2 Procedure (continued)



	Block
	Action

	20
	a. Claimant signature. original hand written signature in blue ink of the traveler
b. Date. date member signs the claim
c. Reviewer’s printed name
d. Reviewer signature
e. Telephone number (where the Reviewer can be contacted)
f. Date. date reviewer signed claim

	21
	a. Approving Official’s (AO) Printed Name.  Note: Approving Officials must be designated. See section 2.A.9.4
b. Approving Official’s Original Hand Written Signature in blue ink, (the travel claim 1351-2 cannot be a copy or certified to be a true copy, must be an original)
c. Approving Official’s EMPLID for verification
d. Telephone number (where AO can be contacted)
e. Date claim approved
Note: On final PCS the following statement is allowed to be entered in block 21a or block 21b:“Final PCS, AO not available.”

	22
	Accounting Classification.  N/A

	23
	Collection Data.  N/A

	24
	Computed By.  N/A

	25
	Audited By.  N/A

	26
	Travel Order/Authorization Posted By.  N/A

	27
	Received.  N/A

	28
	Amount Paid.  N/A

	DD 1351-2C
	The following instructions are for the Continuation Sheet.
List page number in upper right portion of form (Page 2 of 2, etc.)  

	4
	Name. Last, First, Middle initial

	15
	Itinerary.  See block 15 above

	3
	For D.O. Use Only.  N/A

	18
	Reimbursable Expenses.  See block 18 above

	19
	Government/Deductible Meals.  N/A

	29
	Remarks.  Member enters all required/pertinent remarks here. If claiming TLE (M&IE only) while staying with family/friends within the local area of the PDS, provide their name, residential address, inclusive dates, and contact number.


Continued on next page

2.A.9 Submission of PCS Travel Claim (DD-1351/2), Continued
 
	2.A.9.3
Submission
Guidelines
	Submit (via US Mail) the completed Original DD Form 1351/2 (and 1351/2C if necessary), along with the original orders and all original receipts  to the following address:

Commanding Officer (TVL-PCS)
Coast Guard Pay & Personnel Center
444 SE Quincy Street
Topeka, KS 66683

Note: Keep a completed copy of your travel voucher, original orders (these can be certified as a true copy if lost) and receipts.  Members are reminded that they must keep these copies for six years and three months.  

Record-keeping.  Per Information and Life Cycle Management Manual, COMDTINST M5212.12 (series), General Records Schedule 9, the unit controlling the authorization of travel must maintain copies of records relating to reimbursing individuals, such as travel orders, per diem vouchers, and all supporting documents relating to official travel.  These official travel records shall be maintained for a period of six years.


  
	2.A.9.4 Approving Official Designation
	All travel claim authorizing officials (AO) must have the TPAX/WINIATS USER ACCESS AUTHORIZATION AND APPROVING OFFICIAL (AO) DESIGNATION FORM CG-7421A (Revised 03/13 or later) filed with PPC Travel Branch regardless of the type of claim (TPAX or manual) being approved or claims cannot be processed and must be returned for valid AO signature.

Each form submitted supersedes the previous form on file. 
Forms must be physically signed. Electronic/digital signatures are not acceptable. 
Block 13 CMD Designation Signature must be a supervisor in the user’s supervisory chain of command or permissions cannot be granted. 
Submit the form via Fax to PPC (TVL). The Fax number is on the form.
All permissions above self service are terminated after one year from the date of the command signature, upon PCS (including fleet ups and re-tours), upon separation from service, upon change of status from active to reserve component, or when deemed necessary by the competent authority.
TPAX/WINIATS termination should be part of the unit checkout process.


 
[bookmark: _2._A.11_Submission]
2.A.10 Submission of Personally Procured Moves (PPM) Claims (AKA DITY Moves)
 
	[bookmark: _2.A.11.1]2.A.10.1
Introduction
	This section guides you in properly submitting your claim for Personally Procured Moves (PPM).


 
	2.A.10.2
Procedure
	Complete a DD 1351/2 (Travel Voucher) from departure to arrival. 
Note:  This is a separate claim specific to your transportation of household goods.  For instructions and guidance on submitting a claim for personally procured transportation of household goods, refer to CG FINCEN website.  For questions concerning the particulars of this claim, contact CG FINCEN Customer Service Team at (757) 523-6940 or (800) 564-5504.


 
	2.A.10.3
Submission
Guidelines
	Send PPM/DITY claim(s)  to the following address:

Commanding Officer
U.S. Coast Guard Finance Center
1430A Kristina Way
Chesapeake, VA 23326


 
[bookmark: _2._A.12_Reimbursement]
2. A.11 Reimbursement of Vehicle Transportation within CONUS
 
	[bookmark: _2.A.12.1]2.A.11.1
Introduction
	This section guides you through the process of receiving reimbursement for the shipment of your Privately Owned Vehicle (POV) should you choose to personally procure transportation (JFTR, par. U5417).


 
	2.A.11.2
Procedure
	Keep in mind the following procedural items when applying for reimbursement:
Member must receive approval for shipment prior to detachment from the old Permanent Duty Station (PDS).
Requests to ship a vehicle are made on the PCS Departing/Separation Worksheet (CG-2000).
The Servicing Personnel Office (SPO) must determine eligibility, do the computations and counsel the member concerning entitlement and reimbursement limitations.	Comment by CAMercer: Administrative staff
PCS orders must be annotated to authorize transportation to include the maximum reimbursement computation.
Reimbursement is limited to the transportation of one (1) authorized POV.
This is a member-with-dependents entitlement.
Member and/or eligible dependent(s) must possess more than one POV to be relocated to the new PDS.
Member and dependents must travel at one time in one POV.
Transportation costs should not exceed the remainder of the MALT-Plus for driving two POVs to the new PDS.
Member is financially responsible for all excess costs/additional expenses associated with POV transportation.
Commercial travel at Government expense is not authorized for the member or any dependent if reimbursement for vehicle transportation within CONUS is authorized.  


Continued on next page

2. A.11 Reimbursement of Vehicle Transportation within CONUS, Continued
 
	2.A.11.3
Submission
Requirements
	To properly facilitate the processing of your claim, submit the following documents:

Travel Voucher (DD-1351/2) for commercial vehicle shipment
Receipt for commercial vehicle shipment
Copy of signed PCS travel orders annotated with the vehicle shipment authorization to include the maximum reimbursement computation.
Copy of the vehicle registration


 
	2.A.11.4
Reminder
	Ensure member’s name and EMPLID are on all documents
Retain a copy of all documents/receipts


 
	2.A.11.4
Where to
Submit?
	Mail all documents to:

Commanding Officer
U.S. Coast Guard Finance Center (opb-1a)
1430A Kristina Way
Chesapeake, VA 23326


 
[bookmark: _2._A.13_Temporary]
2. A.12 Temporary Lodging Allowance (TLA) claims
 
	[bookmark: _2.A.13.1]2.A.12.1
Introduction
	This section provides guidance for submitting Temporary Lodging Allowance (TLA) claims.  TLA is an allowance intended to partially reimburse a member and/or dependents for expenses incurred while occupying temporary lodging outside the continental United States.  


 
	2.A.12.2
References
	(a) Joint Federal Travel Regulations (JFTR), Chapter 9, Temporary Lodging Allowance
http://www.defensetravel.dod.mil/site/travelreg.cfm
(b) U. S. Coast Guard Finance Center SOP
http://www.fincen.uscg.mil/sop.htm


 
	2.A.12.3
Procedure
	TLA claims are completed by the OCONUS unit:  Follow submission guidelines listed in reference (b).	Comment by CAMercer: Administrative staff


 
	2.A.12.4
Web-based
Application
	Units processing TLA claims can use a web-based application on the Coast Guard Finance Center (FINCEN) Intranet.   The following restrictions apply:

Prior to acquiring access, a signed request assigning the Payment Authorizing Official (PAO) must be submitted by the Unit Commander.
PAOs must be E6 and above or GS7 and above.
Request (via signed memo) must be routed through Commandant (CG-1332) who reviews and forwards to the FINCEN (OPA-MT).
FINCEN Comptroller issues the authorization.
The PAO does not need a password.
There must be (at a minimum) one PAO/DEO from a qualifying unit.


Continued on next page

2. A.12 Temporary Lodging Allowance (TLA) claims, Continued
 
	2.A.12.5 
DEO specific information
	The PAO assigns the Data Entry Operator (DEO) for the respective unit.
DEO passwords are assigned by FINCEN.


 
	2.A.12.6
Submission
Guidelines for Fax/Email
	Fax or email to FINCEN for processing to:
Fax:     (757) 523-6734
Email:  FIN-DG-TAC@uscg.mil  


 
[bookmark: _2.A.14_PCS_Reporting]
2.A.13 PCS Reporting Checklist
 
	[bookmark: _2.A.14.1_Introduction]2.A.13.1 Introduction
	Use this checklist to assist the unit in completing all necessary tasks for reporting in from PCS.  This job aid is to be reproduced locally, and modified as necessary to unit unique requirements.	Comment by CAMercer: And administrative staff


 
	2.A.13.2 References
	(a) Personnel and Pay Procedures Manual (PPPM), PPCINST M1000.2(series)
(b) Coast Guard Pay Manual, COMDTINST M7220.29(series)
(c) Personnel Security and Suitability Program, COMDTINST M5520.12(series)
(d) Government Travel Charge Card (GTCC) Program, COMDTINST 4600.14(series)
(e) Direct Access (DA) Online Help http://www.uscg.mil/ppc/ps/index.htm 
(f) Military Personnel Data Records (PDR) System, COMDTINST M1080.10(series)


 
	2.A.13.3 Reporting checklist
	Action upon member reporting.



	Step
	Action
	Reference
	Date/ Initials

	1
	Endorse orders (Note: For PHS Officers, notify CG PSC (OPM-2) when Officer reports, they are the SPO for PHS Officers).
	Ref (a), 2.A.2
	

	
	Verify member’s entitlement to FSH and/or FSA-R, and BAH allowances.
	Ref (b), 3.H
	

	3
	Complete PCS Reporting and BAH/Housing Worksheets and forward to SPO with copy of endorsed order.	Comment by CAMercer: Section 4 documents.
	CG-2005
CG-2025 
	

	4
	Update address in DEERS.
	Ref (a), 5.B.17 
	

	5
	Ensure member has a valid ID card.
	Ref (a), 5.D.6
	

	6
	Update emergency contacts, e-mail, mailing address, and allotment addresses in Direct Access.
	Ref (a), 5.D.11
	

	7
	If member is unable to complete address changes in Direct Access, ensure member completes CG-2040, Allotment Worksheet.
	CG-2040

	

	8
	If member is from one of the states that stops taxing when a member is no longer stationed in the state or starts taxing again when stationed back in the state, ensure member submits state tax withholding form.
	Ref (a), 8.B.3 
	


Continued on next page

2.A.13 PCS Reporting Checklist, Continued
 
	2.A.13.3 Reporting checklist (continued)



	Step
	Action
	Reference
	Date/ Initials 

	9
	Ensure member completes travel claim for self and dependents, if applicable. Claim(s) must be completed and forwarded to unit Authorizing Official not later than 30 calendar days after arriving at the command.
	Ref (a), 2.B.4 
	

	10
	Ensure the Authorizing Official signs the travel claim in blue ink, block 21a, not later than two calendar days after receipt of claim(s) from the member or not later than 32 calendar days after member’s arrival at unit, whichever is earlier.
	Ref (a), 2.B.4 
	

	  11
	Ensure the original travel claim and original orders are forwarded to PPC (tvl) for processing (Note: If member received advance for dependent travel, do not submit travel claim until dependent(s) complete relocation. Submitting the claim without dependent travel information will result in collection of the dependent portion of the advance travel and per diem. If more than 30 calendar days have elapsed since the member’s arrival and all PCS travel is not completed, contact PPC Customer Care for guidance.)
	Ref (a), 2.B.4 
	

	12
	Conduct security briefing.
	Ref (c)
	

	13
	If applicable, ensure Government Travel Charge Card account was transferred from old PDS.	Comment by CAMercer: If applicable, Ensure member has a valid Government Travel Charge Card and account limit is updated.
	Ref (d)
	

	14
	For Reservists, check and update member’s Training/Pay code in DA.
	Ref (e)
	

	15	Comment by CAMercer: 17
	Update Family Member/Beneficiary/SGLI/FSGLI Information in Direct Access.	Comment by CAMercer: SPO
	Ref (a), 5-A-2
	

	16	Comment by CAMercer: 15
	Renew “other than self service” permissions in DA and TPAX if required.
	
	

	17	Comment by CAMercer: 16
	Update information in DA and TPAX profiles as required.
	
	

	18
	Review PDR and file supporting documentation.	Comment by CAMercer: SPO
	Ref (f) 
	


 

2.A.14 Amendments to Orders
[bookmark: amendments] 
	Reference
	Please see section 2.B.12 of this chapter for guidance on amendments to orders.


 

2.A.15 Reimbursement for the Use of More than Two POCs
 
	[bookmark: morethantwopocs]2.A.15.1 Introduction
	This section lists the conditions for which payment of Monetary Allowance in Lieu of Transportation (MALT) for PCS travel by more than two privately owned conveyances (POCs) can be requested in accordance with JFTR, par. U5150-B.


 
	2.A.15.2 Conditions
	One or more of the following conditions must be met before requesting authorization for PCS travel by more than two POCs.

A. More than eight family members travel together by POC, including the member.
B. Because of age or physical condition, a dependent requires special accommodations in one vehicle and the second and third vehicles are required for other family members.
C. A member must report to a new duty station in advance of travel by dependents who delay travel for acceptable reasons (school term completion, property sale, settlement of personal business, HHG transportation, or non-availability of adequate housing at the new PDS) and five or more dependents travel by POC later.
D. Five or more dependents travel unaccompanied by POC between authorized points other than those for the member’s travel (e.g., travel to a designated place or to the new PDS when member has TDY en route).
E. Five or more dependents travel unaccompanied by the member to the new duty station in advance of the member’s reporting for acceptable reasons (to enroll children in local school). 
F. Special circumstances such as travel via ALCAN Highway where extra spare tires, parts, and tools are to be carried.


 
	2.A.15.3
Travel by More Than 2 POCs Authorization Request Procedure
	The command from which the member is departing shall submit requests for approval of PCS travel by more than two POCs to Commandant (CG-1332) well in advance of the members (or dependents) planned departure date. Requests shall be submitted by memo (Fax to (202) 475-5927), record message traffic, or email to compensation@comdt.uscg.mil. Additional contact information is available at www.uscg.mil/hq/cg1/cg133/contact.asp. 
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