SECTION D PAGE 12D-56
DOCUMENT NAME: Auxiliary Patrol Orders

DOCUMENT TYPE: 27

1. Description: Auxiliary Patrol Orders are used to order Coast Guard auxiliary
personnel to perform patrols. The orders must be issued by authorized ordering
authority. Units that have POMS (Patrol Order Management System) capability will
use the WEB-Accessible Patrol Order and Claim Processing Application that
automates and streamlines the entire auxiliary patrol order process. This will enable
electronic data feeds of travel documents directly to the FINCEN payment system.
Users will access the Statronics system through the Windows Terminal Server built
into the Windows NT 4.0 Operation as enabled by the Citrix Metaframe. NO
OTHER FORM IS TO BE SENT TO FINCEN IF SENT THROUGH POMS.

2. Primary Forms: CG-5132, Coast Guard Auxiliary Patrol Order.
3. Related Forms: None.
4. Document Number: Standard Number - unit assigned.

SAMPLE: 2708908FAB001

Document FY Procurement FY Contract Program Document
Type Funded Site Originated Region Elements Sequence Suffix
27 08 90 8 F AB 001

5. Accounting Line: If multiple accounting lines are used, a different suffix is
required for each accounting line starting with 000.

SAMPLE ACCOUNTING LINES FOR BOAT:

2/F/401/136/30/0/AB/73500/2637/000  Boat Fuel, Oil and Ice
2/P1401/299/12/0/12/73500/2533/001 Meals
2/F/401/136/30/0/AB/73500/2533/002  Trailering
2/3/801/132/30/0/PB/73500/257F/003  SAMA (Surface Maintenance)

SAMPLE ACCOUNTING LINES FOR AIRCRAFT:

2/F/801/136/30/0/AB/73500/2632/000  Aircraft Fuel, Oil, and Ice

2/P/801/299/12/0/12/73500/2533/001 Meals

2/F/801/136/30/0/AB/73500/2577/002  Aircraft Maintenance/hr
Note: The cost center will always be same for all lines.

6. FINCEN Critical Processing Requirements: Original Manual CG-5132 with
applicable receipts, must be properly forwarded to FINCEN for payment processing.
Units must ensure that the following sections are completed:

a. Section | (Authorization).

(1) Standard document number.
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6. a. (2) Name and mailing address of auxiliarist.

(3) Social Security Number of auxiliarist.

(4) Name and ID number of the facility to be used.

(5) Number of crew required.

(6) Accounting data for authorization items.

(7) Signature of issuing authority and date.

6. b. Section Il (Claim for Reimbursement).

(1) Iltinerary.

(2) Date, time, and location.

(3) Name and numbers of crew members.

(4) Reimbursable expenses (attach copy of receipt when required). Enter the
aircraft type and aircraft flight hours flown on the last line of the
REIMBURSABLE EXPENSES block.

(5) Signature and date.

(6) Mail check to (EFT/ACH Member Payment Enrollment form on the USCG
Finance Center Intranet should be kept current)

c. Section Il (Endorsement by Order Issuing Authority).
(1) Approved/disapproved for payment.
(2) Signature and date.
7. Other Information:

a. Receipts are required for fuel over $75, and for trailering costs (Ramp fees,
Lock fees or trailer costs not mileage).

b. Auxiliarist claims for loss or damage must be submitted separately. Please refer
to Document Type 33, claims, and COMDTINST M5890.9.

c. Auxiliary Patrol Orders are normally assigned priority processing at FINCEN.

d. The Auxiliary Manual, Chapter 9-G, 3.a.b., states that hotel expenses are
authorized; however, those such expenses are to be reimbursed on a travel
claim, DD Form 1341-2 and not on the auxiliary patrol order CG5132. Further
instructions to submit reimbursements for hotel expenses are provided in
Chapter 9-| (Travel claim procedures), section 4. (completing the DD-1351-2).
[, (6) lodging Cost.
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8.

FPD Information:
a. Standard generic input is made through Miscellaneous Obligations in the
Simplified Obligations Applet.

b. Obligation will transmit electronically via FPD.

Note: The appropriate object class and description when the object class field
is entered for this document type has the following selections:

Object Suffix
Class Description Generated
2532 Aircraft maintenance/hr 002

2596 Meals 001

2596 Trailering 002

2632 Aircraft fuel, oil, and ice 000

2637 Boat fuel, oil, and ice 000

257F Surface maintenance 003

This procedure ensures that the proper suffix and object class is assigned in FPD
for each required accounting line. One set of orders will not contain an
accounting line for both aircraft fuel and boat fuel, therefore the suffix
aenerated for both of those accounting lines is the same. When entering
the obliaation, vou must enter the suffix associated with the charge. If a
suffix is NOT entered, FPD will assign a suffix starting with 000.

POMS units are not required to mail copies of Patrol Orders to the FINCEN. Units
not using POMS should mail Patrol Orders to the FINCEN. Final “ENDORSEMENT
BY ORDER ISSUING AUTHORITY” hard copies must still be submitted to the
Finance Center because the auxiliarist signed patrol order acts as the “Invoice” and
the unit's “Receiving Report”. Mail signed patrol orders to: Auxiliary, USCG
Finance Center, P. O. Box 4104, Chesapeake, VA 23327-4104.

Document Flow:

GROUP/
AUXILIARIST ORDERING UNIT FINCEN
.- Copy of
| Prepares
Org‘l rILaat(ri)?py Auxiliary I::atro_l Or.defls
Orders Patrol Orders Obligation
Completes Review Receipts
Claim Portion Approval and Patrol
of Patrol Ledger Order
Orders Adjustment
Collection Payment

Figure 12D-27 Auxiliary Patrol Orders
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9a. Figure 12D-27 describes the procedures for processing the Auxiliary Patrol
Orders form.

b. The ordering activity prepares the Auxiliary Patrol Orders and submits the
original to the auxiliarist. Non-FPD units forward a copy marked "OBLIGATION
COPY" to Auxiliary, USCG Finance Center, P. O. Box 4104, Chesapeake, VA
23327-4104. The Social Security Number of the auxiliarist is required on all
orders.

c. When the patrol is completed, the auxiliarist completes the claims portion of the
Auxiliary Patrol Order and forwards the original to Group/Ordering Unit with the
required receipts for review, approval, and target ledger adjustment.

d. After approval, the ordering activity forwards the claim and supporting
documentation to Auxiliary, USCG Finance Center, P. O. Box 4104,
Chesapeake, VA 23327-4104.

e. The FINCEN makes payment to the auxiliarist or authorized claimant indicated
in the “Mail Check To” block of Form CG-5132 (Rev 1-97).

11. PES Report Sample:

TRANS BATCH COST OBJ UNDELIVERED ACCRUED
DOCUMENT ID CODE NUMBER CENTER CLASS COMMIT ORDERS EXPEND EXPEND
2708908FAB001000 051 08006FHOG 73500 2637 0.00 50.00 0.00 50.00
2708908FAB001000 102F 08050FHOH 73500 2637 0.00 50.00- 0.00 50.00
2708908FAB001002 103F 08050FHOH 73500 2596 0.00 0.00 0.00 20.00

Note: Direct expenditures, transaction code 103F, are processed when no obligation has been
recorded.

12. References:
a. COMDTINST M5890.9, Claims and Litigation Manual (Coast Guard).
b. COMDTINST M16790.1E, Auxiliary Manual.

10. Sample Form: See Figure 12D-28 and 12D-28a.
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