
U.S. D EPA RT MENT OF 
HOMELAND SECURITY
U.S. COAST GUARD 
CG-3307 ( Rev.10-08) 

ADMINISTRATIVE REMARKS 

Entry Type: 
Reference: 

Responsible Level: 

Entry: 

1. NAME OF PERMANENT UNIT 2. NAME OF UNIT PREPARING THIS FORM 

3. NAME OF MEMBER (Last, F irs t, MI) 4. EMPLOYEE ID NUMBER 5. GRADE/ RATE 6. 
PAGE 7 

PREVIOUS EDITION MAY BE USED Page 1 - File in the SPO PDR



U.S. D EPA RT MENT OF 
HOMELAND SECURITY
U.S. COAST GUARD 
CG-3307 ( Rev.10-08) 

ADMINISTRATIVE REMARKS 

Entry Type: 
Reference: 

Responsible Level: 

Entry: 

1. NAME OF PERMANENT UNIT 2. NAME OF UNIT PREPARING THIS FORM 

3. NAME OF MEMBER (Last, F irs t, MI) 4. EMPLOYEE ID NUMBER 5. GRADE/ RATE 6. 
PAGE 7 

PREVIOUS EDITION MAY BE USED Page 2 - To Commander, CGPC (ADM-3)


	entry_type: 
	reference: 
	responsible_level: 
	entry: 
	remarks: 
	name_of_permanent_unit: 
	name_of_unit_preparing_this_form: 
	name_of_member: 
	ssn1: 
	ssn2: 
	ssn3: 
	grade_rate: 
	Reset: 
	entry_type1: Performance and Discipline (P&D-10)
	reference1: Government Travel Charge Card (GTCC) Program Policies and Procedures COMDTINST M4600.18 (series)
	responsible_level1: Unit
	remarks1: [DATE]:  [RANK] [LASTNAME], you have been found unreliable due to failure to pay debts.  Your Government Travel Card is past due at least 61 days in the amount of [$0.00].  Per a General Order issued in COMDTINST 4600.14(series) you were required to submit your travel claim within 3 work days of returning to this unit and were required to pay your account in full on or before the statement due date.    

On this date you have been counseled that failure to meet financial obligations brings discredit upon the Service, burdens the command administratively, and jeopardizes your ability to maintain a security clearance.  Additionally, you need to understand that failure to pay your debts can reflect negatively in performance evaluations and may become grounds for denial of reenlistment or discharge from the Service.

You are directed to pay your account balance in full immediately.  Failure to do so may result in further administrative and/or disciplinary actions being taken against you. 

Meeting your financial obligations is your responsibility.  However, there are several resources available to assist you with financial planning.  Your supervisor [or the command financial counselor or Command Master Chief] can assist you with setting up an appropriate appointment.   


                                    

                                    
                                    Executive Officer

________: I acknowledge the above remarks.
 (Date)



                                     [A. B. LASTNAME], [RANK], USCG
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