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Servicing Personnel Office Alignment Working Group


          (SPOA-WG)

              Commonly Asked Questions

1.   What is the SPOA-WG?

The SPOA-WG is a working group charted by DCMS to conduct a comprehensive review of existing SPO operations in the Coast Guard.  The review includes a performance analysis of existing processes, functions and roles that reside currently in 97 SPOs throughout the Coast Guard.   Ultimately the SPOA-WG is responsible for making recommendations regarding alignment of SPO work and resources and an implementation plan to provide centralized and efficient SPO support services.

2. What circumstances led to the SPOA-WG Charter?
Over a decade ago, legacy PERSRUs were decentralized in part due to the acquisition of an automated military personnel service and pay system; 56 PERSRUs ultimately grew into 106 SPOs at various units.  The current decentralized structure placed YNs at units which benefited from their availability for member support, unit collaterals and other duties but it has also created distinct challenges in meeting training, qualifications, standardization and meeting CFO audit requirements especially at smaller SPOs where minimal rating supervision exists along with improper audit and control of pay documents.
The CFO audit requirements, technology advances and the DCMS 2.0 bi-level Depot/Ops support model along with a shrinking budget environment demanded a fresh look at the decentralized SPO structure.  The first steps began with the Yeoman Manpower Requirements Analysis (YN-MRA)’s approval in 2011 which included a SPO consolidation study.  The YN-MRA concluded the YN workforce is understaffed and not effectively utilized within the current structure.

Additionally the CFO audit calls for more stringent controls of pay transactions; fewer touch points, and a consistency in business processes in managing the $3B in payroll disbursements.
3.  What are the project goals for the SPOA-WG?

· Reduce the number of entry points for pay & personnel transactions to improve compliance and control.

· Meet CFO requirements for accuracy and completeness of pay & personnel transactions.

· Re-level workload to align with tasking and servicing populations.

· Align military personnel support within the DCMS Standard Base Construct.

· Improve business processes. 

· Benchmark other services’ military pay management systems.

· Provide savings and program efficiencies while increasing effectiveness in developing concept of operations.

4. If my unit will no longer be a SPO how can I be assured the unit and member needs and concerns are being addressed?
The SPOA-WG’s membership is comprised of key stakeholders within the Coast Guard to address unit, member, and operational needs.  CGPSC-bops is the Team Lead along with representation from the Office of Shore Forces, Office of Aviation Forces, Office of Logistics, and the DOL as well as the YN RFMC, PERS Specialty Force Manager and CG-12A.  The field is further represented by members from a Base, a Sector and PPC.  Various program managers also serve in an ad hoc capacity.  
5.  What will SPO alignment look like?  How many SPOs will there be?

The SPO Alignment will consist of two phases.  Phase I is a review of SPOs in the geographical area of the bases and base detachments.  Phase II will comprise of a review of the remaining SPOs in geographically dispersed locations and how to provide SPO services for reservists.


The SPOA-WG has met on several occasions since the charter and CG-1 has approved their recommendation that Phase I will consist of aligning SPOs within a 50 miles radius of an existing Base.  In Phase I, 43 existing SPOs would align to create 13 SPOs located at the Bases in during FY 2014.  
6.  What does that mean for my unit with regards to unit personnel and administration?  Who will do that work?


A tasks and functions sub-group was created to review legacy personnel and administration functions, SPO functions, current Coast Guard policies, procedures, the Yeoman Occupational Analysis from 2008, and the YN-MRA.  The work responsibilities were then divided between SPO functions and Personnel & Administration functions.  One key work analysis assumption is that all units with YNs will provide personnel services support; SPO and P&A billets were evaluated equally and objectively.  The Reprogramming & Optimization of Sector Enterprise (ROSE) efforts were also considered when staffing unit personnel and administration.
7.   How will the tasks be distributed between units and SPOs after alignment?

Personnel & Administration


· Coordinate and provide expertise in unit administration and personnel actions for active duty, reserve, auxiliary, and civilian members assigned to the unit.  
· Serve as primary pay, allowances, and benefits counselor for all personnel. 
· Review, support and initiate all CG-mandated pay and/or personnel transactions submitted to the Military Pay Management Division. 

· Manage Temporary Duty and facilitate Permanent Change of Station orders with Military Pay Management Division for all personnel. 


· Act as Common Access Card (CAC) issuing authority; perform CAC pin resets if currently designated a RAPIDS site.


· Provide DEERS/RAPIDS services and ID card services to eligible personnel.


· Provide travel and transportation administrative support and counseling, including assistance with travel claim submission for the unit and supported units.


· Act as Direct Access coordinator for the unit and supported units (Member self-service)

· Oversee and promote unit training and personnel development programs including administration of unit Mandatory Training program.  
· On a collateral duty basis, when no full-time Educational Services Officer (ESO) is assigned or in support of full-time ESO, manage and oversee delivery of ESO services, including processing tuition assistance, administration of voluntary education testing programs (CLEP, ASVAB, College exam, DSST, etc), managing and processing end of course and correspondence course tests, processing Coast Guard Foundation/Mutual Assistance educational grants and loans, processing Educational Assessment requests; and facilitating and supporting educational achievement through voluntary education.   
· Act as ADT orders issuing authority as directed by the appropriate level staff.
· Provide administrative services by coordinating Reserve mobilization administrative support, and the documentation of reserve drills.  Maintain file copies of all original signed reserve orders issued to Sector reservists.  
· Serve as the Decedent Affairs Officer (DAO) within AOR.  Oversee and coordinate all CG funeral actions, including Burials at Sea, per the Military Funeral Honors (MFH) program.  Maintain Military Funeral Honors Database.

· Provide Casualty Assistance Calls Officer (CACO) guidance and support in AOR when responding to a death in the line of duty.  Provide training to CACOs.
· Manage and oversee the urinalysis and weight standards program for unit and supported units.

· Manage and oversee the Government Travel Charge Card (GTCC) program for the unit and supported units; assist units with GTCC issues.  Issue funds advances, as appropriate.

· Manage and oversee the Mass Transit benefit program for the unit and supported units.
· Oversee financial assistance and grants management including Coast Guard Foundation (CGFDN) Grant applications and Mutual Assistance (CGMA) loans or grants.
· Serve as the Passport Acceptance Agent (PAA) for the unit and supported units.

· Oversee workforce good order and discipline by coordinating administration of military justice processes.
· Manage unit’s award program including award preparation, filing, and completing Direct Access personnel transaction entries.
· Manage unit directives program including maintenance of unit directives library and promulgation of unit-generated directives.

· Provide other personnel services as required by current directives.
· Liaison with SPO.
SPO
· Oversee the responsibilities of Military Pay Management ensuring all pay and personnel policies as outlined in the Pay and Personnel Procedures Manual, PPCINST M1000.2 (series), Servicing Personnel Office (SPO) Manual, PPCINST M5231.3, and other Service directives are properly adhered to.

· Carry out auditor responsibilities of a Payment Approving Official as required by the Certifying and Disbursing Manual, COMDTINST M7210.1 (series).

· Ensure all Direct Access (DA) transactions affecting military pay and allowances (including, but not limited to, enlistments, retirements, discharges, and separations) are first supported by required documentation as outlined in Service directives, the transactions are entered accurately, and processed within prescribed timelines.

· Ensure all other HR related transactions which may not impact pay and allowances are first supported by required documentation as outlined in Service directives, the transactions are entered accurately, and processed within prescribed timelines.

· Process all pay and personnel transactions for active duty and reserve permanent change of stations (PCS) orders.  

· f.
Process all pay and personnel transactions for Reserve recall for mobilization and Reserve mobilization(s) including continuance of Reservists on Active Duty.

· g.
Prepare and process appropriate documentation as required for administrative and disciplinary actions.  

· h.
Maintain and process SPO-PDRs, in accordance with Military Personnel Data Records (PDR) System, COMDTINST M1080.10I (series), to manage the day to day activities and transactions, to support members’ military payroll and benefits in Direct Access, and to conduct and respond to personnel review and financial audits.

· Liaison with unit P&A.
The YN-MRA confirmed there are 219 SPO related tasks and 244 P&A related tasks. 
8.   So what YNs will remain at my unit and what YNs will work at the SPO?
The YN-MRA was utilized to develop a staffing logic for both the SPO and P&A offices.    The staffing logic was based on a standard 42 hour work week.  

The billets considered for alignment using this staffing logic include any billet titles which reflect PERSRU or SPO.  All other billet titles were considered P&A with the following responsibilities excluded from consideration:

· Housing

· MWR

· Security

· Support Allowance

· Facilities

· Recruiter

· Legal

· Contingency Readiness & Planning

· Command Cadre (except for D7)

· Response, Prevention, Enforcement, DIRAUX, and DPA Assignments.

· Transportation

The staffing logic is calculated using hours per week rather than PDR ratio.  The previously utilized standard of 144 PDRs per YN was not created using any data or analysis and does not accurately capture the workload.
9.  So how much work is attributed to my unit’s P&A office?
It’s a work analysis assumption that each military member generates work that must be done by SPO or P&A.  The work generated is dependent on the member, not the record. 
Based on overall workload, statistically, each Active Duty or Reserve member creates the following amount of work for SPO/P&A:

SPO Work:
  .15 hours per week per Active Duty member supported (9 minutes)

  .24 hours per week per Reservist supported (14.4 minutes)
 Personnel Services (P&A, minus Transportation) Work:
  .26 hours per week per Active Duty member supported (15.6 minutes)

  .34 hours per week per Reservist supported (20.4 minutes)

The staffing logic will be determined using this criteria based on customer population distribution.  Units which serve as RAPIDS sites will have staffing considerations made for those tasks as well.
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