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DOCUMENT NAME: Coast Guard Mutual Assistance
DAFIS DOCUMENT TYPE: 70

1. Description: Coast Guard Mutual Assistance is administered by the Board of
Control at Coast Guard Headquarters in Washington, DC, by District Directors in
various Coast Guard Mutual Assistance stations. In most cases, people who need
assistance submit their requests to a Coast Guard Mutual Assistance representative.
Coast Guard Mutual Assistance funds come solely from the contributions of other
individuals and from revenues derived from investment of accrued capital.

Note: These instructions are for civilians. Military is handled by the Pay and
Personnel Center (PPC), Topeka, KS.

2. Primary Forms: Letter to FAA - Request for Allotment of Pay
3. Related Forms: CGMA-5, Application for Coast Guard Mutual Assistance Loan
or Grant
CGMA-4, Promissory Note
4. Document Number: Nonstandard Number - Employee's Social Security Number

SAMPLE: 7094123456789 100

Document  FY Employee' Social
Type Funded Security Number Suffix
70 94 123456789 100

5. Accounting Line: Deductions from employee pay checks are transmitted from FAA
to FINCEN by utilizing the FINCEN suspense account. Payments to Coast Guard
Mutual Assistance are processed from internal suspense account. No accounting
entries will appear on unit PES reports.

6. FINCEN Critical Processing Requirements: Letters prepared by Commands
requesting allotment of pay for Coast Guard Mutual Assistance loan repayment must
include the following:

a. Employee full name and SSN.
b. Amount of biweekly deduction.
c. Date to commence withholding.
d. Date to terminate withholding.
e. Total amount of loan repayment.

f. Coast Guard Mutual Assistance address to forward checks and any other special
instructions for check identification.
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6. f. (contd)

NOTE: Coast Guard Mutual Assistance offices may establish electronic payment
through Automated Clearing House (ACH) network for deposit directly into
employee's bank account. (See Chapter 11 - Vendor Express for more
information).

7. Other Information:FINCEN will follow up with FAA if charges are received that do not
correspond with Command letters on file.

8. LUFS Information: None.

9. Document Flow:

MEMBER UNIT FAA FINCEN

Submits Approves Loan Starts Deduction Process

Application ——|Money to Member|——™ Copy of Receipt — Payment
Letter to FAA to FINCEN

Collection Payment

Figure: 12H-1 Coast Guard Mutual Assistance

a. Figure 12H-1 describes the procedures for processing Coast Guard Mutual
Assistance loan applications.

b. Member submits application for Coast Guard Mutual Assistance.

c. Coast Guard Mutual Assistance Representative from unit/District approves loan
and distributes money to member.

d. Command sends letter to FAA requesting allotment deduction be taken from
member's pay.

e. FAA sends copy of command letter to FINCEN, once deduction begins.

f. FINCEN matches letter received from FAA with SYS-CTL 057, Report of
Suspense Account Deposit.
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9. g. FINCEN processes payment to applicable Coast Guard Mutual Assistance
account based on instructions in the letter.

10. Sample Forms: See Figure 12H-2.
11. PES Report: None.
12. References:

a. CG Mutual Assistance Manual.
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1700
8 July 1993

FAA Aeronautical Center
Payrol | Branch

Post Office Box 25735
&l ahoma City, OK 73125

Subj: Request for Allotnent of Pay

It is requested that an allotnent deduction fromthe account of civilian
enpl oyee John B. Good 222 98 0000, assigned at the Coast CGuard Finance Center,
Regi on/ Cost Center 36 51800, be started with checks nade payable as foll ows:

a. Make checks payable to Commandi ng Officer, Coast Guard
Fi nance Center Mitual Assistance Fund.

b. Checks to be made in the anmpunt of $50.00 per pay period and to
continue for 5 pay periods unless, increased,
cancel | ed sooner, or otherw se extended.

c. Request deductions to conmence upon receipt of this notification and
in sufficient tine to effect payroll deduction by pay period nunmber 93-16
endi ng 23 July 1993 (pay day 3 August 1993) or i mediately follow ng.

Enpl oyee' s Signature dat e

If you have any questions on this matter please contact ne or ny
representative, YN1 Dogood.

Pl ease send paynent to the address bel ow

Commandi ng Officer (AC

U.S. Coast Guard Finance Center
1430 A Kristina Way

Chesapeake, VA 23326

Attn: Mitual Assistance Rep.

Si ncerely,

. B. GREAT

Li eut enant Commander, U.S. Coast Guard
Chi ef Adm nistrative Division

By direction of the Commanding O ficer

Copy: CG FI NCEN ( OPAB)
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