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Job Aid: How to Download FSO Forms from CS Portal 

Instructions: This Job Aid describes how to access the CS Portal to download FSO 
forms. This Job Aid requires computer access and a CAC card with CAC Reader. 
  

STEP ACTION 

1 CONFIRM which platform you are using: 

IF THEN 

IF you are using a USCG 
Workstation…. 

THEN go to STEP 7. 

IF you are using your HOME 
computer….. 

THEN go to STEP 2 (next step) 

  

 

ACCESS CG PORTAL THROUGH HOME COMPUTER 

2 CONFIRM your CAC Card is inserted into a CAC Reader connected to your 
home computer  

3 CLICK on Microsoft Internet Explorer browser.  

4 ACCESS CG Portal using this url link in your Internet Explorer browser:  

https://cg.portal.uscg.mil/Pages/main.aspx 

OR  

https://cg.portal.uscg.mil 

OR  

Search the web for “CG Portal” and click on .mil link provided 

 

• Note: If you have trouble accessing the portal, try using Google Chrome 
browser or Firefox to access the Portal.  

5 CLICK “OK” to acknowledge you are entering a 
government website.  

6 GO to Step 11 (Skip steps 7-10). 

Continued next page 

 
 

 

https://cg.portal.uscg.mil/Pages/main.aspx
https://cg.portal.uscg.mil/
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Job Aid: How to Download FSO Forms from CS Portal, Continued 

 

STEP ACTION 

ACCESS CG PORTAL THROUGH USCG WORKSTATION  

7 After logging onto your USCG workstation, CLICK on Internet 
Explorer.   

8 CLICK on the star logo (favorites) at top right 
corner of screen to view drop-down menu.   

9 CLICK on US Coast Guard folder. 

10 CLICK on “USCG CG Portal” listed in the US Coast Guard folder.  

• If you cannot locate CG Portal, paste this link into your Internet 
Explorer browser: https://cg.portal.uscg.mil   

SIGN ONTO CG PORTAL USING CAC CARD 

11 After CG Portal page loads, CLICK 
“Sign In with Smart Card” option in lower 
right corner of screen.  

12 When certificate box pops up, SELECT 
“More Choices” option just above the 
OK button.   

 

Continued next page 

 

 
 

 

 

https://cg.portal.uscg.mil/
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Job Aid: How to Download FSO Forms from CS Portal, Continued 

 

 

STEP ACTION 

13 After multiple certificate choices are 
listed, SELECT: 

a) DOD EMAIL Digital Signature option 
  

b) OK 

14 Follow table instructions:  

IF THEN 

If CG Portal site now 
displays… 

GO to Step 15. 

If ActivCard box pops 
up and CG Portal site 
does NOT diplay… 

a) CLICK “OK” button.  

 

b) If after clicking “OK” you see an ActivClient box 
pop up, type your PIN into PIN Field (see 
graphic below.) 
 

• This PIN is the same PIN you use when 
logging onto your USCG workstation in 
the office.  
 

c) Click OK button. 

 

 

Continued next page 
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Job Aid: How to Download FSO Forms from CS Portal, Continued 

 

  

STEP ACTION 

15 When CG Portal page displays, CLICK on 
“Rating Force Master Chief” Link in left 
column.  

 

16 CLICK on CS link located inside the table of 
ratings.  

• Scroll down page slightly to locate table. 

 

17 CLICK on “Knowledge Repository” link 
in left column.  

18 SCROLL down list of documents to locate the form(s) you 
want to download.   

 

 

 

Continued next page 
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Job Aid: How to Download FSO Forms from CS Portal, Continued 

 
 

 

 

 

 

  

STEP ACTION 

19 To download a form:  

Sub-steps: 

a) Hover cursor over desired form to 
display a small checkbox. 

b) Click on checkbox to select your form 
(see graphic, right.)  

c) When a banner displays at top of 
screen, click “Download a Copy” 
option (see graphic, right.)   

20 When banner displays at bottom of 
screen: 

 

a) Click small drop-down menu next 
to “SAVE” button.  
 

b) Click desired option from drop-
down menu:  
➢ Save: To save as-is without changing file name. 
➢ Save as: This option is recommended if you are saving a form and 

want to change the title (example, add a new month to title) 
➢ Save and Open: This both saves the form and opens it at the same 

time. 

 

End of Job Aid 
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UNIT 2. WORKBOOKS 

 
 
LESSON 1.  JOB AIDS 
HOW TO SET UP A PVAISW FOR A NEW MONTH 
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Job Aid: How to Set Up a PVA Inventory Systems Workbook 
(PVAISW) for a New Month 

Instructions: This Job Aid explains how to set up a Purchase vs. Allowance Inventory 
Systems Workbook (PVAISW) for a new month.  
 

STEP ACTION 

1 OBTAIN the following:  

• A new (blank) PVAISW downloaded from the CS Portal. 

• Paper copy of previous month’s CG-2576 with FINCEN auditor’s 
signature.   

• CG-1111 BDFA (Basic Daily Food Allowance) Message for new 
month (delivered via email.) 

 

2 OPEN the blank PVAISW form for the new month. 

• Note: The PVAISW is a collection of forms presented in Excel 
spreadsheet format.  

3 CLICK on the Menu tab at the 
bottom of the PVAISW form. 

 

 

 

 

4 TYPE in the “Common Fields” section (Columns E-F): 

• Unit Name (pull from previous month’s CG-2576) 

• OPFAC Number (pull from previous month’s CG-2576) 

• From Period (first day of the new month’s reporting period)  

• To Period (last day of the new month’s reporting period) 

• Class (Afloat or Ashore) 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Set Up a PVAISW, Continued   

 

STEP ACTION 

5 CLICK on CG-2576 tab at the 
bottom of the PVAISW form. 

 

 

 

 

6  

COPY the “Ending inventory” amount on Line 8 of the previous month’s CG-
2576 onto the new month’s CG-2576 Line 1 “Beginning Inventory”.  

 

Continued next page 
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Job Aid: How to Set Up a PVAISW, Continued   

 
 
 

STEP ACTION 

7  Given the rates listed in the CG-1111 BDFA Message, TYPE the new 
month’s BDFA rates into the “Claimed”, “Sold”, and “Reimbursable” lines in 
Block B of the new month’s CG-2576. 

 

 

 

 

 

 

 

 

 

8 TYPE the lesser of Line 26 or Line 27 from previous month’s paper CG-
2576 onto Line 25 of the new month’s CG-2576. 

 

Continued on next page 
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Job Aid: How to Set Up a PVAISW, Continued   

 
 
 
 
 
 

STEP ACTION 

9   
On the new month’s CG-2576, SELECT 10% from drop-down menu on Line 
27 “Maximum Accumulation Allowed”. 

 

 

 

 

 

 

 

 

• Note: FSOs are given a 10% maximum accumulation allowance for 
land units and for USCG cutters below 210 feet. In these two 
scenarios, an FSO may accumulate an allowance as large as 10% of 
anticipated need. In larger CG environments, e.g., USCG cutters 210 
feet and above, a 30% maximum accumulation allowance is 
permitted.  

 

10  

If a value exists in a Change Fund, TYPE the unit’s Change Fund amount 
from previous month’s paper CG-2576 onto the new month’s CG-2576  

Block C. 

 

Continued on next page 
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Job Aid: How to Set Up a PVAISW, Continued   

 
 
 

STEP ACTION 

11 TYPE the “Receivables to be Collected” from Line 39 in the previous 
month’s CG-2576 into “Receivables Beginning” (Line 28) of the new month’s 
CG-2576. 

 

 

12 If CASH ON HAND exists in the previous month’s CG-2576, TYPE the 
amount of “Cash on Hand, End of Period” from previous month’s CG-2576 
Line 35 into the new month’s CG-2576 “Cash on Hand, Beginning” (Line 
31). 

 

• Note: If you are only using pay.gov, then you may not have any Cash 
on Hand, so the value would be $0.  

 

Continued on next page 
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Job Aid: How to Set Up a PVAISW, Continued   

STEP ACTION 

13 TYPE the amount of “Cash in Transit, End of Period” from line 36 of 
previous month’s CG-2576 into “Cash in Transit, Beginning” (line 32) of the 
CG-2576. 

 

 

 

 

14 
CLICK on CG-3123 tab at the bottom of the PVAISW form to access Form 
CG-3123 “Ration Memorandum”. 
 
 
 

 

Continued next page 
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Job Aid: How to Set Up a PVAISW, Continued   

 

STEP ACTION 

15 
In the new month’s CG-3123, TYPE the date of the first day of the new 
month in the field for the DATE on the Daily Ration Memorandum CG-3123.  
 

 

 

 

 

 

 

 

 

 

 

 

  

16 
In the new month’s CG-3123, Column AA Row 2, TYPE the new month’s 
BDFA according to your unit’s category (afloat or ashore).   
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 
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Job Aid: How to Set Up a PVAISW, Continued 

STEP ACTION 

17 
In the new month’s CG-3123, TYPE the month’s BDFA in Column AJ Line 
10 and copy it down the list for each day of the month. 

• The value in AJ2 should match AA2 or AB2 or AC2  

 

 
 
 
 

 
 
 
 
 
 
 

 

18 
In the new month’s CG-3123, VERIFY the current year’s Standard Meal 
Rates for breakfast (in cell AM3), lunch (in AN3), and dinner (in AO3). 
 

 
 
 
 
 
 
 
 

 

 

Continued on next page 

 

 

 



25 
 

Job Aid: How to Set Up a PVAISW, Continued 

 
 
 

 
 
 
  

STEP ACTION 

19 
In the new month’s CG-3123, VERIFY the current year’s Full Meal Rates for 
breakfast (in cell AM41), lunch (in AN41), and dinner (in AO41). 

• You will need to scroll down to find these fields. 
 

 
 
 
 
 
 
 
 
 
 
 

20 
In the new month’s CG-3123, VERIFY the current year’s Standard Meal 
Rates for Standard ICA breakfast (in cell AM79), lunch (in AN79), and 
dinner (in AO79).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 
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Job Aid: How to Set Up a PVAISW, Continued 

 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

  

STEP ACTION 

21 
In the new month’s CG-3123, VERIFY the current year’s Full Meal Rates for 
Full ICA breakfast (in cell AM117), lunch (in AN117), and dinner (in AO117). 
 

 
 
 
 
 
 
 
 
 

 

End of Job Aid 
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UNIT 3. PROCUREMENT  

 
LESSON 1.  JOB AIDS 
HOW TO FILL OUT A FOOD PROCUREMENT DOCUMENTATION PURCHASE 
REQUEST 
 
LESSON 2. JOB AIDS 
FOOD PROCUREMENT DOCUMENTATION: PURCHASE CARE TRANSACTION 
WORKSHEET (DHS-1501)  
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Job Aid: How to Fill out Food Procurement Documentation: Purchase 
Request (PR)  

Instructions: You will fill in the Procurement Request (PR) at the beginning of each 
month in advance of any purchases.  

• The document that you download from the CS Portal is filled with sample 
information, some of which will not need to be changed. The text you will not 
need to change is in italics. 

 

WARNING: If you click Reset Form, you will need to re-enter all the following 
information.  

 

STEP ACTION 

1.  DOWNLOAD the Procurement Authorization file from the CS Portal. 

• It is in the Knowledge Repository section. 

 

NOTE: The file on the Portal is named Procurement Authorization but is referred 
to as the Procurement Request (PR). 

 

2.  ADD required information to header: 

a. Procurement Request No.  

o Unique document (sequential) number – Comprised of  

      YEAR – OPFAC – Month of Fiscal Year 

 

 

 

 

 

 

 

b. Date prepared 

NOTE: Even though date fields says Date Received – you input the date 
you are preparing the form.  

 

Continued next page 
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Job Aid: How to Fill out Food Procurement Documentation: Purchase 
Request (PR), Continued 

STEP ACTION 

3.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ADD basic information about this PR on lines 1-7: 

1. Name (Your name) 

2. Confirm “NEW REQUEST” box is checked 

3. Unit Name 

4. Confirm “Various Vendors” is in field 4 

5. You will sign the form when it’s finished 

6. Unit Address  

7. Date: the first of the month you are preparing for 

 

Continued next page 
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Job Aid: How to Fill out Food Procurement Documentation: Purchase 
Request (PR), Continued 

STEP ACTION 

4.  CHANGE all the dates shown in block 9 to define the month you are preparing 
for.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.  ENTER the number of Rations you are claiming for this month, replacing that 
number at the bottom of Block 9. 

• The number of rations is equal to the number of personnel attached to 
your unit.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Fill out Food Procurement Documentation: Purchase 
Request (PR), Continued  

STEP ACTION 

6.  ENTER your monthly BDFA in Block 9, replacing the number that is there.  

• Your BDFA amount comes to you in an email each month. You can also 
find it on the CS Portal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

7.  CALCULATE the amount of money you’ll have to spend per day by multiplying: 

• # Rations x BDFA = Daily allowance 

 

8.  PLACE the value of that daily allowance both: 

• in the text (replacing the number that is there)  

• and in the UNIT column. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Fill out Food Procurement Documentation: Purchase 
Request (PR), Continued  

STEP ACTION 

9.  PLACE the number of days in your month in the Quantity (QTY) column. 

• This will automatically calculate the Estimated Cost for you. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10.  CALCULATE the allowed Deficit/Surplus amount. 

• Multiply your Estimated Cost by 10%  

 

11.  ENTER your Deficit/Surplus data into: 

• Block 9 text AND 

• UNIT (E) Column. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Fill out Food Procurement Documentation: Purchase 
Request (PR), Continued  

STEP ACTION 

12.  CONFIRM that the accounting data at the bottom of the page (field 10) has 
been autopopulated in the PR.  

 

 

 

 

 

 

 

 

 

13.  MARK the applicable fiscal quarter in block 10, Accounting Data. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14.  SCROLL back up to the top of the PR. 

 

Continued next page 
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Job Aid: How to Fill out Food Procurement Documentation: Purchase 
Request (PR), Continued  

STEP ACTION 

15.  SIGN as the Authorized Requestor in Block 5, Approvals  

• Sign next to the Routing Symbol FSO 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16.  MAKE the document available to your CO or OIC for a signature as the 
Accounting Certification Officer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

17.  Once signed, FILE on the left side of your monthly folder. 

 

End of Job Aid 
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Job Aid: Food Procurement Documentation: Purchase Card 
Transaction Worksheet (DHS-1501) 

Instructions:  Each Cardholder will fill out a Purchase Card Transaction Worksheet 
(DHS Form 1501) at the beginning of the month in advance of any purchases. 
Remember the total of all purchases (from all cardholders) must not exceed the Total 
from the month’s Purchase Request (PR). 
 

• The document you download from the CS Portal is filled with sample information, 
some of which will not need to be changed. The text you will not need to change 
is in italics. 

 

WARNING: If you click Reset Form, you will need to re-enter all the following 
information.  

 

STEP ACTION 

1 DOWNLOAD DHS form 1501 from CS Portal. 

• It is in the Knowledge Repository section. 

 

2  

 

 

 

 

 

 

 

 

 

FILL OUT Cardholder Information, fields 1-3: 

1. Name of cardholder (you the FSO) 

2. Card holder telephone number 

3. Card holder email 

 

Values for 4 and 5 in case they get erased: 

4. Component: USCG 

5. Program office: Galley 

 

Continued next page 
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Job Aid: Food Procurement Documentation: Purchase Card 
Transaction Worksheet (DHS-1501), Continued 

STEP ACTION 

3  

 

 

 

 

 

 

 

 

FILL OUT Request Information, fields 6-9: 

6. Requestor Name (you the FSO) 

7. Requestor phone number 

8. Date of request 

9. Document ID Number (same one as the PR) 

 

4  

 

 

 

 

 

 

 

 

 

FILL OUT Shipping Information, fields 10-13 

10. Ship to Address (your unit address) 

11. City 

12. State 

13. Zip code 

 

Continued next page 
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Job Aid: Food Procurement Documentation: Purchase Card 
Transaction Worksheet (DHS-1501), Continued 

STEP ACTION 

5  

 

 

 

 

 

 

 

 

 

CONFIRM that the following fields are filled in correctly. 

14. Vendor Name: Various Vendors 

15. Vendor POC: See Invoices/Receipts 

16. (blank) 

17. Vendor Address: See Invoices/Receipts 

18. (blank) 

19. (blank) 

20. (blank) 

 

6 CONFIRM that the required Sources for Supplies checked in field 21 are correct. 

• #6 – Food Svc: DLA Prime Vendor AND 

• #9 – Commercial 

 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: Food Procurement Documentation: Purchase Card 
Transaction Worksheet (DHS-1501), Continued 

STEP ACTION 

7 ENTER the total amount from your Procurement Authorization (PR) into field 22. 
Estimated Total 

 

 

 

 

 

 

 

 

NOTE: At the end of the month, you will come back to this document and place 
the amount actually spent on the Signature line (Field 29) 

 

8 CHANGE the date in Reason for Purchase, field 23. 

 

 

 

 

 

 

 

 

 

9 MAKE the DHS-1501 form available to the CO / OIC who is responsible for 
Funds Verification.  

• Request that they sign and date in field 24.  

• NOTE: This must be done PRIOR to making the purchase(s). 

 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: Food Procurement Documentation: Purchase Card 
Transaction Worksheet (DHS-1501), Continued 

10 ROUTE to the Approving Official or AO for signature and date signature in Field 
25 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: Food Procurement Documentation: Purchase Card 
Transaction Worksheet (DHS-1501), Continued 

At the end of the month, following the purchase(s) being made, you will return to the 
DHS-1501 and fill in the following: 

 

STEP ACTION 

11 CONFIRM the text “Invoices/Receipts” exists under Third Party Name,  
field 26. 

 

 

 

 

 

 

 

 

 

 

12 ENTER “N/A” in Property Custodian section, field 27. 

 

 

 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: Food Procurement Documentation: Purchase Card 
Transaction Worksheet (DHS-1501), Continued 

13 Last, COMPLETE line 28 which includes: 

• Your signature 

• The date you signed it AND 

• The actual total amount you spent on your individual Purchase Card that 
operating month. 

 

 

 

 

 

 

 

 

 

 

 

 

14 FILE on the left side of your monthly folder. 

End of Job Aid 
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UNIT 4. CULINARY PLANS 

 
LESSON 1.   
HOW TO CREATE A CGDF MENU 
HOW TO CHOOSE FOODS FOR A CYCLE MENU 
 
LESSON 2. 
HOW TO CREATE AN OPEN GALLEY MENU 
HOW TO CREATE A LOAD GUIDE FOR A CYCLE MENU 
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Job Aid: How to Create a CGDF Menu 

STEP DOCUMENT(S) 

1 OBTAIN from CO projected number of crewmembers to be fed. 

2 VERIFY unit’s schedule with CO. 

3 DETERMINE inventory on hand. 

 

4 DETERMINE the availability of subsistence items based on location and 
season. 

 

5 CALCULATE the unit’s monthly budget using this formula:  

 
BDFA x SIK x Number of days in the month = Monthly Budget 

• This amount will also be on your Purchase Request (PR) document. 

 

6 ACCESS a locally generated template to draft menu. 

 

Continued next page 
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Job Aid: How to Create a CGDF Menu, Continued 

STEP ACTION 

7 ENTER the following information into your template: 

• Unit Name 

• Dates  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Sample Template) 

 

8 RECORD disclaimer on menu draft, if not already there. 

 

The FSO reserves the right to make changes to the menu as needed 
due to operational conditions, to prevent waste or spoilage, and the 
availability of food. 

 

Continued next page 
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Job Aid: How to Create a CGDF Menu, Continued 

STEP ACTION 

9 
 

DRAFT menu based on: 

• Food stock on hand (first-in, first-out) 

• Availability of subsistence items 

• Budget 

• Menu development considerations 

o Follow steps defined in Job Aid: “How to Choose Foods for a 
Cycle Menu” to complete Step 9 

10 
Make the document available to the CO for approval signature. 

• If the CO requests any changes, make those changes and resubmit 
until approval is granted 

 

11 SUBMIT menu for approval. 

12 PRINT menu 

13 FILE original menu in CGDF monthly folder on right side. 

14 POST copy of menu in the CGDF and other applicable spaces. 

End of Job Aid 
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Job Aid: How to Choose Foods for a Cycle Menu  

STEP ACTION 

1 OPEN your selected Menu Template. 

2 ENTER your lunch and dinner proteins for one week, based on the CG protein policy 
that states the following. 

• Note that the color coding of the proteins is optional 
 

(SAMPLE MENU PROTEINS) 

 

 

 

 

 

 

 

 

 

 

 

Entrée type Limitations Cell color 

Beef (lamb and game) Maximum of four times per week  

Try to serve steak at least 3 times per month 

red 

Pork Maximum of two times per week pink 

Poultry At least four times per week yellow 

Seafood At least twice per week (ensure one is a fish fillet) green 

Make sure there are a NO MORE than 3 fried foods per week. 

Continued next page 
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Job Aid: How to Choose Foods for a Cycle Menu, Continued 

STEP ACTION 

3 ENTER appropriate carbohydrates and vegetables to complement each 
meal’s entrée. Appropriateness is defined by the following qualities: 

• Entrée, carbohydrate, and vegetable should be: 

o 3 different colors 

o 3 Different textures (e.g. crisp, soft, and firm) 

o A mix of sweet and savory foods 

o Best quality foods available 

 

 

 

 

 

 

 

 

 

 

4 ENTER a soup to complement your meal (optional) 

5 ENTER a bread complement your meal (optional) 

6 ENTER the name of a salad to complement your meal (optional) 

7 ENTER a dessert to complement your entrée (optional) 

8 REFER to your weekly menu and make sure there are no clear repetitions of 
food choices during the week. 

• If you are creating a cycle menu, ensure that Sunday’s menu items 
don’t repeat on the following Monday. 

 

9  

IF THEN 

You have completed your two-week 
cycle menu 

Return to step 10 of the Job Aid: 
“How to Create A Cycle Menu” 

If there is another week to choose 
foods for  

Return to step 1 of this Job Aid and 
continue. 

 

 

 End of Job Aid 
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Job Aid: How to Create an Open Galley Menu 

STEP ACTION 

1 OPEN a blank Open Galley Menu template. 

 

2 ENTER your Unit Name in the header of the document: 

 

 

 

 

 

 

 

3 CREATE a list of foods on this menu that the crew will be able to prepare for 
themselves in your absense. 

• Itemize each item under it’s specific brand naming, i.e. “Tony’s 
Pepperoni Pizza”. 

• Do not use assorted or group descriptions, i.e. “Assorted Frozen 
Pizzas”. 

 

4 SIGN the menu at the bottom (under FSO signature) 

 

 

 

 

 

 

5 Make the document available to the CO for approval signature. 

• If the CO requests any changes, make those changes and resubmit 
until approval is granted 

 

 

 

 

 

6 PRINT the approved Open Galley menu. 

7 POST the Open Galley menu at least in the CGDF entrance. 

8 FILE the Open Galley menu on the right side of your monthly folder. 

End of Job Aid 
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Job Aid: How to Create a Load Guide for a Cycle Menu 

 

 
 
 
  

STEP ACTION 

1 OBTAIN your approved CGDF menus and any applicable recipes if needed. 

 

2 LIST all ingredients and amounts you will need to prepare these meals. 

• Use what ever format works best for you, e.g. blank paper, notepad, 
spreadsheet, etc. 

 

3 CHECK inventory for any of these ingredients you already have on hand.   

4 SUBTRACT the amount of the ingredient(s) you have on hand from the 
amounts of the items on your list. 

• This will leave you with the amount of each you need to purchase. 

 

5 FORMAT the list of ingredients you will need to purchase in a way that will be 
easiest for you, e.g. shopping list, categories, grid, etc. 

 

 

 

 

 

 

 

 

 

 

 

 

End of Job Aid 
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UNIT 5. PURCHASING 

 
LESSON 1.  JOB AIDS 
PURCHASE CARD AND PURCHASING STORES 
 
LESSON 2. JOB AIDS 
HOW TO PROCESS RECEIPTS 
 
LESSON 3. JOB AIDS 
HOW TO VERIFY PURCHASE CARD TRANSACTIONS   
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Job Aid: Purchase Card & Purchasing Stores 

Instructions: When you are purchasing food using a purchase card, follow these steps: 
 

STEP ACTION 

1 ENSURE you have an approved PR, DHS-1501, menu, and Load Guide. 

2 DETERMINE an authorized source of supply.  

Government sources should be considered first, if feasible; however, most 
small units will use the open market. For information on supply sources refer 
to the: 

• Food Service Manual 

• Simple Acquisition Procedures (SAP) 

• FINCEN SOP 

If new to the area: call units in location for recommendations, research on-
line, call specialty stores, etc. 

 

NOTE: Ensure vendor selected agrees to tax exempt purchases. 

 

3 RETRIEVE Purchase Card (P-Card) from security container. 

 

NOTE: All units shall use the P-Card for purchases under $10,000.00 to the 
maximum extent possible. 

 

    4 ARRANGE transportation if needed. 

5 INSPECT food items before purchase. 

6 ENSURE all items are marked with the unit price. 

Best Practice: Bring a marker to the store with you and write prices on items 
you select. 

7 PAY for purchase of food items. 

8 STORE receipt in a safe place until you return onboard. 

9 When food items arrive at unit, OBTAIN the following information from a third 
party on the invoice: 

• Name 

• Title 

• Signature 

• Date 

• Unit contact #  

 

Continued next page 
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Job Aid: Purchase Card & Purchasing Stores, Continued 

STEP ACTION 

10 STORE all items IAW the Food Service Manual, Food Service Practical 
Handbook, and Sanitation TTPs. 

End of Job Aid 
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Job Aid: How to Process Receipts 

Instructions: Each time you complete a purchase, you need to input the details about 
the purchase on your PVAISW forms CG-3471 and CG-2576. 
 

STEP ACTION 

1 MAKE purchase. 

2 ENTER the following written information on the receipt/invoice about the 
member acting as the Third Party from your unit. 

 

 Name (member of unit, not the purchaser)  

 Title 

 Date 

 Signature 

 Unit Contact Phone Number  

 

3 OPEN the PVAISW. 

 

4 CLICK on the CG-3471 tab. 

5 ENTER Total of receipt/invoice amount for purchase is into column 8, Stores 
Purch. 

• This information will provide a running total the amount being spent 
during the month 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Process Receipts, Continued  

 
 

STEP ACTION 

6 CLICK on the CG-2576 tab. 

7 ENTER the following information about your purchase into Block G. 

• Vendor name 

• Total receipt/invoice amount 

 

 
 

End of Job Aid 

 
 
 
 
  



63 
 

Job Aid: How to Verify Purchase Card Transactions (PCA) 

Instructions: Purchase Card Transactions need to be verified on the 12th of every 
month. 

 

STEP ACTION 

1 COLLECT your receipt(s) for the prior month. 

2 LOG IN to a CAC-enabled CG Workstation. 

3 NAVIGATE to: https://cg.portal.uscg.mil/units/fincen/SitePages/PCA.aspx 

4 CLICK the red Purchase Card Application button at the bottom of the PCA 
Home page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Verify Purchase Card Transactions (PCA), Continued 

STEP ACTION 

5 LOG IN to the PCA using your PCA log in credentials. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The PCA Main Menu screen will appear 

 

6 CLICK on Cardholder Menu link. 

 

 

 

 

 

 

 

 

 

 

 

• The Cardholder Menu screen will appear 

 

Continued next page 
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Job Aid: How to Verify Purchase Card Transactions (PCA), Continued 

STEP ACTION 

7 CLICK Transaction Verification and Reallocation – PE link on the Cardholder 
Menu screen 

. 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The Transaction Verification and Reallocation page will appear 

 

8 CLICK the LOV link next to Card Number.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• This will make a list of Cardholder names and numbers appear 

 

Continued next page 
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Job Aid: How to Verify Purchase Card Transactions (PCA), Continued 

STEP ACTION 

9 SELECT your card from the list. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Once the card has been selected, you will be transferred back to the 
Transaction Verification and Reallocation page. 

 

10 CLICK the LOV link next to Statement (YYMM). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• This will make a list of statement dates available to you. 

 

Continued next page 
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Job Aid: How to Verify Purchase Card Transactions (PCA), Continued 

STEP ACTION 

11 SELECT the statement period you are working with. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• This will call up information about the selected card and period and 
present the Transaction Verification and Reallocation screen. 

 

12 CLICK Submit on the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Clicking submit will call up the list of transactions you need to verify. 

 

Continued next page 
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Job Aid: How to Verify Purchase Card Transactions (PCA), Continued 

STEP ACTION 

13  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The red text toward the top of the page shows how many transactions 
you need to verify. 

 

14 For one transaction on screen, VERIFY the following information in the left-
hand column of the page matches its receipt. 

 

• Card Number 

• Transaction Date 

• Merchant information 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Verify Purchase Card Transactions (PCA), Continued 

STEP ACTION 

15 ENTER a Purchase Description in the middle column of the page 

 

 

 

 

 

 

 

 

16 VERIFY the amount of the transaction in the right column matches what is on 
your receipt. 

 

 

 

 

 

 

 

 

 

17  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IF THEN 

There are NO errors in the 
transaction 

CLICK the Verified 
Status button then 
continue to step 21 

There is an error in the 
transaction 

Go to Step 18 

Continued next page 
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Job Aid: How to Verify Purchase Card Transactions (PCA), Continued 

STEP ACTION 

18 CONTACT the merchant if you find an error in the transaction. 

19 CLICK the Disputed Status button. 

 

 

 

 

 

 

 

 

 

  

20 CLICK the comments button at the right side of the screen to enter a 
description about why the purchase is being disputed. 

 

 

 

 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Verify Purchase Card Transactions (PCA), Continued 

STEP ACTION 

21 When you are finished with this transaction, CLICK the Update button to save 
your changes. This will submit your statement for approval to the AO, then 
present the Purchase Card Statement list screen. 

• You can make changes to the Purchase Card Statement until it is 
approved – but no later than the15th of each month. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

22  

 

 

 

 

 

 

 

 

IF THEN 

If you have more 
transactions to verify 

RETURN to step 14 and 
continue. 

If there are NO more 
transactions to verify 

 

Continue to Step 23 to 
Print your statement 

Continued next page 
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Job Aid: How to Verify Purchase Card Transactions (PCA), Continued 

STEP ACTION 

23 CLICK the Cardholder Menu link at the top of the page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• This will reveal the Cardholder Menu Screen. 

 

24 CLICK Print a Statement on the Cardholder Menu 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• This will reveal the Print a Purchase Card Statement page 

Continued next page 
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Job Aid: How to Verify Purchase Card Transactions (PCA), Continued 

STEP ACTION 

25 CLICK the LOV link, on the Print Purchase Card Statement page to locate 
your Statement period and Purchase Card number 

 

 

 

 

 

 

 

 

 

 

 

 

 

26 CLICK submit after you have located the Stmt date and purchase card, 

 

27  

 

 

 

 

 

 

 

 

 

 

 

 

CLICK On the Statement link which will present the statement you have 
selected. 

 

Continued next page 
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Job Aid: How to Verify Purchase Card Transactions (PCA), Continued 

STEP ACTION 

28  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

VERIFY that the Statement period, Purchase Card number, and Name are 
correct. 

 

 

 

 

 

 

 

 

IF THEN 

There these are not correct Either Return to the 
Cardholder Menu and 
start over OR Call your 
AO 

If these are correct Continue to Step 29 

29 PRINT the statement using your browser’s print screen function. 

 

30 FILE as per your CGDF practice. 

 

End of Job Aid 
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UNIT 6. SIK RATIONS 

 
LESSON 1.  JOB AIDS 
HOW TO CLAIM AN SIK (SUBSISTENCE-IN-KIND). 
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Job Aid: How to Claim an SIK (Subsistence-in-Kind) 

Instructions: This Job Aid explains how an FSO documents an SIK (Subsistence-in-
Kind) ration. A member with SIK is not charged for food, because the government 
allocates a food allowance to cover the member’s meals. The FSO claims all SIKs in 
their unit in order to collect the government allowance.   
 

STEP ACTION 

1 CONFIRM member is qualified to be claimed as SIK: 

• ENLISTED MEMBERS attached to cutters 

• Academy cadets 

• Reservists who are not receiving BAS (Basic Allowance for 
Subsistence) 

• Officer Candidate School (OCS) students 

• Class “A” School students 

• Recruits 

• Students attending educational enrichment programs 

2 OBTAIN the following:  

• BDFA rates  

• PVAISW 

o “Ration Memorandum” Form CG-3123 

• Number of SIK members on leave or TDY this month, because FSO 
does not claim SIK for members on leave or TDY.  

o This list (also called a “Personnel Tracker”) is provided by the 
XO/XPO or designated personnel officer.  

o FSO continuously checks with the XO/XPO throughout the 
month to adjust SIK if needed.  

3 OPEN PVAISW 

4 CLICK tab “CG-3123” at bottom of PVAISW to open Form CG-3123.  

 

Continued next page 
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Job Aid: How to Claim an SIK, Continued   

STEP ACTION 

5 In Form CG-3123, SCROLL right to 
reach Columns AA through AC, the 
BDFA section of this form. 

 

 

6 In Form CG-3123, TYPE BDFA amount into the appropriate column for your 
unit: 

• Column AA = Afloat 

• Column AB = Ashore 

• Column AC = EOC (Extraordinary Operating Conditions)  
 

Example: This example uses a BDFA of $12.27 for an Afloat unit. 
 
 

 

7 In far-right “BDFA” Column AJ of Form CG-3123, TYPE BDFA rate in each 
day of the month. 

• Tip: A fast way to copy the BDFA rate down every line in far-right 
column is to (a) right-click on BDFA $ rate at top (column AA, AB, or 
AC), (b) Click “Copy”, (c) Left-Click at top field in far-right BDFA 
column and hold down left click to drag a highlight down all of BDFA 
column, (d) Release left click, (e) Select “Paste”.  

 

Example: In this example, the $12.27 BDFA rate is entered into the far right 
BDFA column (AJ) for each day in the month of May. 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Claim an SIK, Continued   

STEP ACTION 

8 Referring to the XO’s List (Personnel Tracker) of SIK members, POPULATE 
SIK numbers for the entire month in Form CG-3123 Columns AA-AC.  

• Reminder: The “Personnel Tracker” lists members who are on leave 
or TDY for the month.  

• Note: In this CG-3123 section, SIK represents “Enlisted Member”. 
• Note: Update SIK numbers if they change throughout month 

Example: In this example, on May 1st, the FSO claimed SIK for 10 enlisted, 3 
Reservists, and 2 Cadets, for a total of 15 SIK claims (10+3+2 =15). 

 

 

 

 

 

 

•  

9 On main “Ration Memorandum” CG-3123 page, OBSERVE SIK numbers 
auto-populate into Column B Lines 16-20.   

 

10 SAVE PVAISW 

End of Job Aid 
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UNIT 7. MANAGE SALE OF MEALS 

 
LESSON 1.  JOB AIDS 
HOW TO DOCUMENT A SALE OF MEALS. 
 
LESSON 2. JOB AIDS 
HOW TO COMPLETE A SALE OF MEALS WITH PAY.GOV 
 
LESSON 3. JOB AIDS 
HOW TO COMPLETE A SALE OF MEALS WITH CASH 
 
LESSON 4. JOB AIDS 
HOW TO TRANSMIT CGDF FUNDS FOR DEPOSIT 
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Job Aid: How to Document a Sale of Meals  

Instructions: This Job Aid explains the daily documentation required for sale of meals, 
including how to set up an ICA workbook for a new month. This Job Aid does not 
include SIK paperwork, as SIK rations are “claimed”, not “sold.” For guidance on SIK 
paperwork, refer to Job Aid “How to Document SIK Rations.”   
 

STEP ACTION 

1 OBTAIN the following:  

• Printer 

• Writing utensil (pen or pencil) 

• PVAISW (PVA Inventory Systems Workbook) with: 

o Meal Sign-In Sheet Form CG-4901 

o Daily Ration Memorandum Form CG-3123 

o Meal Sign In - Data Entry Sheet  

• Individual Credit Account (ICA) Workbook with Form CG-3476. 

o If your ICA Workbook is not yet populated with patron names, 
this Job Aid explains how to do this in later steps.   

 

Phase 1. Prepare the day’s Meal Sign-In Sheet CG-4901 for Cashier and Patrons 

2 OPEN the Meal Sign-In Sheet Form CG-4901 to prepare it for printing: 

a) SELECT the Meal (breakfast, lunch, or dinner) from drop-down menu. 

b) TYPE Cashier’s Name, FSO’s Name, and Date of Sale (Note: These 
3 fields may also be handwritten on the form).  

 

 

 

Continued next page 

 



84 
 

Job Aid: How to Document a Sale of Meals, Continued   

 

STEP ACTION 

3 CLICK the “Print Meal Sign-In Sheet” button (see graphic below) to print form 
CG-4901 “Meal Sign-In Sheet”.  

 

 

 

 

4 If you are unfamiliar with meal rate designations, REVIEW legend at bottom 
of Meal Sign-In Sheet Form CG-4901(graphic below) prior to selling meals. 

• Cashier can have a copy of this legend beside the cash register.  

 

Continued next page 
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Job Aid: How to Document a Sale of Meals, Continued   

STEP ACTION 

Phase 2. Facilitate Patron Completion of Meal Sign-In Sheet CG-4901 

5 At cash register, GUIDE patron to accurately fill out Meal Sign-In Sheet: 

a) Patron prints their name.  

b) Patron checks the column ICA if authorized a credit account.   

c) Patron writes their unit. 

d) Patron marks what they are paying for: (1) Meal Rate (standard or 
full) (2) Meal Category (e.g., AD for Active Duty), (3) Number of 
Meals. 

 

EXAMPLE: In the example below, the patron is Active Duty and is 
paying for their meal as well as the meals of two non-federal Civilian 
patrons.  

 

  

 

Phase 3. At Day’s End, Complete “Daily Ration Memorandum” CG-3123 

6 At end of day after all meals are sold, OPEN Form CG-
3123 “Daily Ration Memorandum” in the PVAISW.  

 

Continued on next page 
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Job Aid: How to Document a Sale of Meals, Continued   

STEP ACTION 

7 In Form CG-3123, SCROLL RIGHT to reach 
Column AL, revealing: 

 

• “Standard” rate section (Line 6) 

• Beneath “Standard” rate is “Full” rate  

• Beneath “Full” rate is “ICA Standard”  

• Beneath “ICA Standard” is “ICA Full”  

 

8 
 

On Form CG-3123, ENTER Standard Rate meals purchased that day. 

 

Sub-Steps: 

a) Access handwritten CG-4901 “Meal Sign-In Sheet” for entry data. 

b) Locate standard rate section on CG-3123 (Column AL, Line 6) 

c) Position cursor on correct date line (e.g., 01MAY 2020) 

d) Type number of patrons who purchased standard rate meals for… 

✓ breakfast that day,  

✓ lunch that day,  

✓ dinner that day. 

 

Example: In the example below, 8 patrons bought breakfast, 6 patrons 
bought lunch, and 4 patrons bought dinner meals at standard rates on 
01MAY 2020. (Form automatically calculates total rations and cash at far 
right.) 

Continued next page 
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Job Aid: How to Document a Sale of Meals, Continued   

 
 

STEP ACTION 

9 
 
On Form CG-3123, ENTER Full Rate meals purchased that day. 
 

Sub-Steps: 

a) Access handwritten CG-4901 “Meal Sign-In Sheet” for entry data. 

b) Locate full rate section on CG-3123 (scroll down beneath the 
“standard rate” secton) 

c) Position cursor on correct date line (e.g., 01MAY 2020) 

d) Type number of patrons who purchased full rate meals for… 
✓ breakfast that day,  
✓ lunch that day,  
✓ dinner that day. 

 

Example: In the example below, 10 patrons bought breakfast, 5 patrons 
bought lunch, and 5 patrons bought dinner meals at full rates on 01MAY 
2020.  (Form automatically calculates total rations and cash at far right.) 

 

 

 

 

 

Continued on next page 
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Job Aid: How to Document a Sale of Meals, Continued   

 
 
 

STEP ACTION 

10 
 
On Form CG-3123, ENTER ICA Standard Rate meals purchased that day.  
 

• Reminder: ICA (Individual Credit Accounts) are for patrons who pay 
one bill at the end of the month.  
 

Sub-Steps: 

a) Access handwritten CG-4901 “Meal Sign-In Sheet” for entry data. 

b) Locate ICA standard rate section on CG-4901 (beneath full rate 
section) 

c) Position cursor on correct date line (e.g., 01MAY 2020) 

d) Type number of patrons who purchased ICA standard rate meals 
for… 

✓ breakfast that day,  
✓ lunch that day,  
✓ dinner that day. 

 

Example: In the example below, 12 patrons bought breakfast, 10 patrons 
bought lunch, and 6 patrons bought dinner meals at ICA standard rates on 
01MAY 2020.  (Form automatically calculates total rations and cash at far 
right.) 

 

 

 

Continued on next page 
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Job Aid: How to Document a Sale of Meals, Continued   

 
 

STEP ACTION 

11  

On Form CG-3123, ENTER ICA Full meal purchased that day.  

Sub-Steps: 

a) Access handwritten CG-4901 “Meal Sign-In Sheet” for entry data. 

b) Locate ICA full rate section on CG-4901 (beneath ICA standard rate 
section) 

c) Position cursor on correct date line (e.g., 01MAY 2020) 

d) Type number of patrons who purchased ICA full rate meals for… 
✓ breakfast that day,  
✓ lunch that day,  
✓ dinner that day. 

 

Example: In the example below, 3 patrons bought breakfast, 0 patrons 
bought lunch, and 12 patrons bought dinner meals at ICA full rates on 
01MAY 2020.  (Form automatically calculates total rations and cash at far 
right.) 

 

 

12 OBSERVE that Form CG-3123, “Sale of 
Meals” line on main page, automatically 
calculates “sale of meal” total rations based 
on data entered during Job Aid Steps 8 -11.   

 

 

Continued on next page 
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Job Aid: How to Document a Sale of Meals, Continued   

STEP ACTION 

Phase 4. Populate digital Meal Sign-In Data Entry form using data from handwritten 
Meal Sign-In Sheet CG-4901. 

13 
OPEN digital “Meal Sign-In Data Entry” form in the PVAISW.   

14 Referring to that day’s paper handwritten CG-4901 “Meal Sign-In Sheet”, 
TYPE patrons’ purchase data into digital “Meal Sign In - Data Entry” form as 
follows: 

Sub-Steps: 

a) Type number of patrons per category (e.g., AD, CIV, AUX) who paid 

standard rate meals that day,  

 

b) Type number of patrons per category (e.g., AD, CIV, AUX) who paid 

full rate meals that day. 

Important Notes:  

• If data does not match CG-3123 data, far right row turns red. 

• If data matches CG-3123 data, far right row turns green. 

Example: In the example below, the numbers of meals purchased are 
placed in appropriate categories (e.g., Dinner = 4 AD, 1 CIVCG, 4 CIV 
NONFED, 1 CIV OTHFED) based on data in the paper handwritten CG-
4901 Meal Sign-In Sheet.  In this example, breakfast/lunch data is correct 
(far right GREEN row), but dinner data is incorrect (far right RED row).  

Continued next page 
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Job Aid: How to Document a Sale of Meals, Continued   

STEP ACTION 

15 FOLLOW table sub-steps: 

 

 

 

IF THEN 

If your completed “Meal 
Sign In Data Entry” form 
has a RED field in the 
far right column… 

1. Open your CG-3123 “Daily Ration 
Memorandum” 

2. Check patron data in the day’s paper 
handwritten CG-4901 “Meal Sign-In 
Sheet” against patron data entered into 
CG-3123. 

3. Make corrections as needed. 

4. Resume this Job Aid, Step 16.  

If your completed “Meal 
Sign In Data Entry” form 
has all GREEN fields in 
the far right column… 

PROCEED to Step 16. 

Phase 5. Complete ICA Workbook billing documentation for the day. 

16 OPEN ICA Workbook.  

 

Continued on next page 
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Job Aid: How to Document a Sale of Meals, Continued   

STEP ACTION 

17 FOLLOW table sub-steps: 

 

IF THEN 

If your ICA Workbook is ALREADY 
populated with the patrons who have ICA 
accounts at your unit… 

SKIP TO STEP 21 

If your ICA Workbook is NOT YET 
populated with the patrons who have ICA 
accounts at your unit… 

GO TO STEP 18  

(Next Step) 

18 To set up your ICA Workbook for a new month, CLICK 
on the “DATA” tab at bottom of ICA Workbook.  

  

19 TYPE patron information into ICA Data form to set up billing for the month:  

1. TYPE unit name at top of Data Form, Line 1.  

2. TYPE patron rate/rank, name, and Unit in Columns D-I. 

Example: In the example below, the unit is USCGC SURF, and it has 3 
patrons with ICA accounts - (1) LT Hamilton, (2) LTJG Galliani, and (3) SN 
Miller - who are all at the same unit, USCGC Surf.   

Continued next page 
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Job Aid: How to Document a Sale of Meals, Continued   

 

STEP ACTION 

20 CONFIRM your ICA Workbook has automatically created an “Individual 
Credit Account” (Form CG-3476) for each ICA patron at your unit. 

Sub-Steps: 

a) Click on the first numbered tab - ICA1 - at bottom of your ICA 

Workbook.  

b) Confirm patron profile information featured in ICA1 is accurate and 

aligns with patron profile information you entered in the ICA “Sign In” 

form. 

 

Example: In the example below, clicking on the ICA1 tab displays a bill 
template for the first patron listed in the Data tab form - “LT Hamilton” on 
the USCGC Surf.   

 

 

 

 

 

 

 

 

• Note: In the next Job Aid steps you will learn how to enter individual 

patron meal purchase data at the end of each day. At month’s end, 

these daily meal purchase entries are used to automatically generate 

an ICA bill for that patron.    

21 CLICK the “Sign In” tab at bottom of ICA Workbook.  

• Note: This step assumes your ICA Workbook 

has already been set up with the names and 

profile data of every patron with an ICA at your 

unit. If this is not the case, go back to Step 18. 

Continued on next page 

 

 

 



94 
 

Job Aid: How to Document a Sale of Meals, Continued   

STEP ACTION 

22 In the Sign-In tab form, TYPE the day’s total meal purchase data for each 
individual patron with an ICA account at your unit.  

Sub-Steps:  

a) Locate the individual patron’s section on the Sign-In form.  

b) Position cursor on correct DATE line (e.g., 1 for first day of month) 

c) Type the patron’s total number of meals purchased that day 

according to meal type (breakfast, lunch, dinner) and meal rate 

(standard, full). 

 

Example: In the example below, the Sign-In tab displays three individual 
billing sections for three patrons with ICA accounts at this unit – (1) LT 
Hamilton, (2) LTJG Galliani, and (3) SN Miller.  

 

In the example table above, 

• Hamilton’s bill shows that today (the 1st of the month) Hamilton 

purchased 1 breakfast, no lunch, and 1 dinner – all charged at the 

standard rate.  

• The far-left shaded column automatically totals each day’s ICA meal 

purchases, including meal type (B, L, D) and rate (standard vs. full).   

Continued on next page 
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Job Aid: How to Document a Sale of Meals, Continued   

 
 
  

STEP ACTION 

23 CONFIRM the day’s meal purchase data that was entered into each 
patron’s Sign-In section (prior step) has automatically populated into that 
individual patron’s ICA CG-3476 (e.g., ICA1, ICA2, etc.) 

 

Example: In the example below, the daily meal purchase information for 
patron LT Hamilton that was entered into the Sign-in form (1 breakfast and 
1 dinner at standard rate on the 1st) has automatically populated into LT 
Hamilton’s Individual Credit Account.  

 

This concludes the daily documentation required for a Sale of Meals. 

END OF JOB AID 
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Job Aid: How to Complete a Sale of Meals with Pay.gov 

Instructions: This Job Aid explains how an FSO processes an end-of-month ICA bill for 
a patron who uses Pay.gov to pay their ICA bill with a credit card.  
 

STEP ACTION 

1 CONFIRM patron is paying their end-of-month ICA bill with a credit card, 
thereby requiring Pay.gov for payment processing. 

2 At month’s end, OBTAIN the following:  

• Printer 

• Previous month’s CG-2576  

• Individual Credit Account (ICA) Workbook Form CG-3476 that 
contains:  

o Name of each patron who has an ICA account at your unit. 

o Number and type of meals each patron purchased that month. 

o Total patron ICA bill for the month.   

• Computer with access to USCG email 

• End of Month Folder 

Phase 1. Initiate ICA billing process. 

3 At month’s end, SAVE a digital copy of each 
patron’s individual ICA bill (sample ICA bill at 
right) from the ICA workbook.  

 

Continued next page 
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Job Aid: How to Complete a Sale of Meals with Pay.gov, Continued   

 

STEP ACTION 

4 At month’s end, SEND each ICA patron an individual email that includes:  

• ICA bill attached to email 

• Pay.gov website 

• FSO name in the body of the email 

• FSO email in the body of the email 

Note: Patron must have FSO name and FSO email for patron’s Pay.gov 
billing process in order to ensure FSO receives an email from Pay.gov 
confirming payment.   

5 Regarding Pay.gov use by Patron: 

IF THEN 

If patron does not 
know how to use 
Pay.gov to pay their 
bill… 

REFER patron to CS Portal JA “Pay.gov Payment 
Form” 

1. Go to CS Portal 

https://cg.portal.uscg.mil/communities/erats/CS 

2. In left column, Click “CGDF Admin Mgmt.  (TTP 4-

11.17) Job Aids Folder”  

3. Click on #17. Pay.gov Payment Form. 

 

 

 

 

If patron knows how 
to use Pay.gov… 

Go to next step below. 

  
 

Continued next page 
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Job Aid: How to Complete a Sale of Meals with Pay.gov, Continued   

 

STEP ACTION 

6 DOWNLOAD a digital Pay.gov Log form from the CS Portal. 

 

7 Referring to previous month’s CG-2576, Block D “Summary of Accounts 
Receivable”, LOOK UP the total amount on Line 39’s “Receivables to be 
collected by CGDF” (to be used in next step).   

 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Complete a Sale of Meals with Pay.gov, Continued   

 

STEP ACTION 

Phase 2. Complete Pay.gov Log 

8 On digital Pay.gov Log form, TYPE amount from previous month’s CG-2576 Block D 
“Summary Accounts Receivables” Line 39 into the “BALANCE” Column (first Line, blue 
font) on Pay.gov Log. 

 

  

 

9 In the Pay.gov Log: 

a) TYPE name of each patron with an ICA account at your unit in “PATRON” 
Column (far-left). 

b) TYPE “ICA Amount” stated on each patron’s ICA account bill in the “ICA 
AMOUNT” Column. 

 

 

Continued next page 
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Job Aid: How to Complete a Sale of Meals with Pay.gov, Continued   

 

STEP ACTION 

Phase 3. Document Pay.gov confirmation. 

10 After receiving Pay.gov email confirming patron payment of their monthly ICA bill, 
PRINT a paper copy of the Pay.gov email. 

11 STAPLE the printed Pay.gov email (a confirmation email of patron payment) to a paper 
copy of the patron’s ICA bill for that month.  

12 In the Pay.gov log “Pay.gov Confirmation” column, TYPE the amount from Pay.gov 
confirmation email. 

 

13 In the left side of the monthly folder, FILE the paper Pay.gov email stapled to the 
patron’s ICA bill.  

14 SAVE digital copy of Pay.gov Log. 

Phase 4. Process OGD Email from FINCEN 

15 When you receive OGD Confirmation email from FINCEN, OPEN digital Cash Log 
saved on your computer. 

16 PRINT a paper copy of OGD Confirmation email for filing in Monthly Folder, left side. 

17 On Cash Log form in “OGD Received” Column, TYPE amount listed in the OGD email 
for each patron.  

 

 

 

 

 

Continued next page 
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Job Aid: How to Complete a Sale of Meals with Pay.gov, Continued   

 
  

STEP ACTION 

18 In this month’s PVAISW’s Form CG-2576, ENTER the OGD email amount 
into the “Accounts Receivables Remarks” section (located just above the 
“Signatures” section on page 2 of the CG-2576.) 

 

 

 

 

 

 

 

19 PRINT paper copy of OGD Confirmation email received from FINCEN. 

20 In digital Pay.gov Log, TYPE FSO initials in far-right Column “FSO Initials” 
for each patron entry.  

 

 

21 FILE paper OGD Confirmation email in left side of Monthly folder. 

22 PRINT paper copy of completed Pay.gov Log. 

23 FILE paper Pay.gov Log on left side of Monthly folder. 

END OF JOB AID 
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Job Aid: How to Complete a Sale of Meals Paid with CASH 

Instructions: This Job Aid explains how an FSO processes sales of meals paid for with 
cash. Examples of “Cash” patrons might use include checks, money orders, cashier’s 
checks, and actual cash (dollar bills, coins).  Reminder: Credit cards or SIK are not 
cash.  
 

STEP ACTION 

1 CONFIRM this is a “cash” payment before proceeding to Step 2. 

Yes – Cash Payment No – Not a Cash Payment 

Patron pays for meals with… 

• Check made out to U.S. Coast Guard, or  

• Money Order, or  

• Cashier’s Check, or  

• Actual Cash (dollar bills, coins) 

Patron pays for meals with… 

• Credit Card 

• SIK Ration Claim 
 

The above are NOT considered  
cash payments. 

 
 

2 DETERMINE type of Cash Payment paperwork you need to process: 

Possible Type of 
CASH Sale 

Patron Payment 
Method 

Paperwork 
Frequency 

Go to  

“Point of Sale” at 
Cash Register 

Patron pays 
with CASH  

Every day 

 

Step 3 

End-Of-Month 
ICA Bill  

Patron pays ICA 
bill with CASH  

End-of-month Step 7 

Note: Credit Card payments and SIK ration claims are NOT cash sales. 

 
 

3 CONFIRM your galley is following USCG policy for Maintaining Funds, including: 

• A GSA-Approved “Class 5” Safe 

• Cash on Hand limited to: $5,000 maximum 

• Change-Making Fund limited to: $500 maximum 
 

Point-of-Sale CASH Paperwork (Daily) 

4 OBTAIN:  

• Paper “Meal Sign-In Sheet - Printable” CG-4901 for cash register. 

• Cash Log form (located in the month’s PVAISW) 

• Calculator 
 

Continued next page 
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Job Aid: How to Complete a Sale of Meals Paid with CASH, Continued   

 

STEP ACTION 

5 At cash register, CONFIRM patrons check accurate meal rate (Standard vs. 
Full) on the paper Meal Sign-In Sheet CG-4901. 

 

 

  

6 At cash register, COLLECT cash from patrons based on their meal rate 
(Standard vs. Full) as noted on their Meal Sign-In Sheet information. 

 

 

 

7 COLLECT all paper Meal Sign-In Sheet Form CG-4901s for all meal types 
(breakfast, lunch, dinner) sold that day.    

8 Using a calculator and referring to your paper Meal Sign-In Sheets CG-4901 
for that day, CALCULATE the total of: 

a) All breakfast meals (Standard + Full rates) paid for with cash that day. 

b) All lunch meals (Standard + Full rates) paid for with cash that day. 

c) All dinner meals (Standard + Full rates) paid for with cash that day. 

 

Continued next page 
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Job Aid: How to Complete a Sale of Meals Paid with CASH, Continued   

 

STEP ACTION 

9 OPEN PVAISW 

10 CLICK on “Cash Log” tab at bottom of PVAISW. 

11 FILL IN the digital Cash Log form to reflect all cash sale of meals for the day. 

Sub-Steps: Each step maps to illustrated form below. 

STEP ACTION 

a)  TYPE the date (e.g., 01MAY2020) in line at far-left column. 

b)  In “Explanation” column, ENTER the meal type served 
(breakfast, lunch, or dinner) 

• If a meal was not served, do not list it. 

c)  TYPE total amount BILLED to members paying cash.  

d)  TYPE total amount RECEIVED from members paying cash. 

• This amount should match cash BILLED (prior step) 

e)  CONFIRM the amount in the “BALANCE” column is a running 
total that increases with each cash entry.  

• This “Balance” Column is auto-populated. 

f)  TYPE FSO initials in far-right column “FSO Initials”. 

End of Point-of-Sale CASH Paperwork (Daily) 

 

Continued next page 
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Job Aid: How to Complete a Sale of Meals Paid with CASH, Continued   

STEP ACTION 

ICA CASH Paperwork (End-of-Month) 

12 OBTAIN:  

• Individual Credit Account (ICA) Workbook 

• Cash Log form (located in the month’s PVAISW) 

13 OPEN ICA Workbook Form CG-3476. 

 

14 ISSUE ICA bill to patron. 

Sub-steps: 

STEP ACTION 

a)  OPEN ICA Workbook 

b) CLICK on ICA tab for patron (e.g., 
ICA1, ICA2, ICA3) 

c) SAVE digital ICA bill to computer. 

d) SEND email to patron with ICA bill 
attached and description:  

• Month/Year of Bill 

• Total cash payment due (to be 
paid by check, money order, 
cashier’s check or actual cash 
dollar bills/coins.)  

• Bill due within 5 days of 
receipt. 

• Tells patron to retain bottom of 
ICA bill (“Purchaser’s Receipt 
for Credit Sale of Meals”) 

  
 

Continued next page 
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Job Aid: How to Complete a Sale of Meals Paid with CASH, Continued   

STEP ACTION 

15 PROCESS ICA cash payment received from patron. 

Sub-steps: 

 

STEP ACTION 

a) After FSO receives patron’s cash payment, FSO opens 
digital copy of the patron’s ICA bill that was paid.   

b) In bottom section of ICA bill, FSO: 

• Types the DATE 

• Types the Form of payment 

• Types digital signature  

  
 

16 SEND email with ICA bill receipt attachment to patron.  

17 OPEN PVAISW to complete “Cash Log” for patron’s ICA payment in cash. 

18 CLICK “Cash Log” tab at bottom of PVAISW. 

Continued next page 
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Job Aid: How to Complete a Sale of Meals Paid with CASH, Continued   

 

STEP ACTION 

19 FILL OUT “Cash Log” for patrons who paid ICA bill with CASH. 

 

Sub-steps: Table instructions match illustration below. 

 

STEP ACTION 

a) First ENTER data for all ICA patrons billed that month: 

• Date that patron received bill from FSO. 

• Patron’s name (in “Explanation” column) 

• Amount patron was billed. 

• FSO initials in far-right column verifying ICA bill. 

(See illustration below, lines marked “Billed”) 

b) Next ENTER all ICA patrons who paid their bill, including: 

• Date that patron paid bill  

• Patron’s name (in “Explanation” column) 

• Amount FSO received from patron. 

• FSO initials in far-right column verifying payment. 

(See illustration below, lines marked “PAID”) 

 

 

 

Note: Patron’s will be billed to start the next month’ Cash Log (Billed in May 
for April’s ICAs) 

End of Job Aid 
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Job Aid: How to Transmit CGDF Funds for Deposit 

STEP ACTION 

1. RETRIEVE funds from cash and credit sales from the security container. 

NOTE: Collect amounts due from Individual Credit Accounts (ICAs) no later than the 
5th working day after the FSO has issued the ICA bill to the patron. 

2. Review funds collected with the Cash Log to verify the amount collected is correct. 

IF THEN 

Not correct Review the Meal Sign-In Sheet, CG-4901, and all meal records 
to identify the discrepancy and recalculate. 

Correct Go to step #3. 
 

3. CALCULATE the amount for the cashier’s check or money order. 

IF THEN 

No change-making fund Subtract the money order fee from the total cash 
on hand. 

Change-making fund Subtract both the amount in the change-making 
fund and the cashier’s check or money order fee 
from the total cash on hand as in the following 
example. 

 

EXAMPLE 

Total cash on hand  $ 325.85  

Amount in change-
making fund 

Subtract $ 50.00  

Amount converted  $ 275.85  

Money order fee Subtract $ 1.35  

Amount of money 
order 

 $ 274.50  

 

Continued on the next page 
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Job Aid: How to Transmit CGDF Funds for Deposit, Continued 

STEP ACTION 

4. CONVERT cash into a cashier’s check or money order. 

a) Purchase a cashier’s check or money order at a local grocery, convenience 
store, bank, etc., that provides the service. 

b) Pay cashier’s check or money order fee from cash collected. 
c) In the PVAISW, claim the fee in Block ‘F’, Sale of Ration of Meals, on the 

Coast Guard Dining Facility Operating Statement (CGDFOS), CG-2576. 

NOTE: DO NOT use your own personal check to transmit funds. 

5. ACCESS the CGDF Funds Transmittal memorandum template in PVAISW.  

The workbook is located on the CS Portal. 

Use the sample ‘Transmittal of CGDF Funds Memorandum’ that follows this job aid for 
additional help. 

6. ENTER Commanding Officer or Officer- in- Charge and Unit name in cells G1-G2. 

7. COMPLETE the Header entering information into the following cells: 

HEADER INFORMATION COLUMN ROW 

Street Address K 1 

City, State, Zip Code: K 2 

Phone: K 3 

Fax:  K 4 

Email:  K 5 
 

Continued on the next page 
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Job Aid: How to Transmit CGDF Funds for Deposit, Continued 

STEP ACTION 

8. ENTER transmittal date in cell K11. 

9. ENTER your Name and Job Title after “From” in cells B16 and B17. 

10. ENTER your Customer Account Number in cell F33.  Your Customer Account Number 
is “3SF” plus the last five digits of your OPFAC; e.g. 3SF75110. 

11. Enter the following for each check or money order received: 

INFORMATION COLUMN ROW 

Check or Money Order Number A 36 and higher 

Owner’s Name D 36 and higher 

Amount Received J 36 and higher 

NOTE: Do not exceed 50 checks/money orders per transmittal letter. 

NOTE: The template will automatically subtotal all the monies listed. 

12. In the Summary of Total Remittance, ENTER the 2-digit Year and Month you are 
collecting funds for, in D59 and G59 respectively. 

13. ENTER collections for the month in row J59. Ensure the Sub Total and J59 match.  

14. ENTER any additional funds collected, if applicable, for other months, in the rows 
below J59 (e.g. late payment from a previous month.)  

• For example, you are completing a Transmittal Letter in April, for 

March’s bills.  But you also have a late payment for February, you can 

list that amount as a separate line item with the Month being February.   

Continued on the next page 
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Job Aid: How to Transmit CGDF Funds for Deposit, Continued 

STEP ACTION 

 
A sample memo: 

 

 

15. PRINT the memo and sign above your printed name. 

16. COPY memo, cashier’s check or money order, and all checks collected. File copies 
on the left side of the monthly folder. 

17. MAIL original transmittal memo, checks and cashier’s check or money order via first 
class, priority or express U.S. Postal Service ONLY, to the designated lock-box: 

USCG Sale of Meals 

P.O. Box 979124 

St. Louis, MO  63197-9000 

NOTE: Refer to the Coast Guard Message System for the most current lock-box 
address. 

NOTE: Use printed address labels. FINCEN will return envelopes with handwritten 
addresses. 

Continued on the next page 
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Job Aid: How to Transmit CGDF Funds for Deposit, Continued 

STEP ACTION 

18. RECORD the transmittal of funds in the Cash Log. 

19. RECEIVE an email collection acknowledgement receipt from FINCEN that funds were 
transmitted to Sale of Meals lock-box. 

IF THEN 

Receive 
acknowledgement email 
within two weeks of 
transmittal 

Print a copy and enter the date, OGD number, and 
amount on the CG-2576, in the Accounts 
Receivable Remarks section. 

Acknowledgement 
email not received 
within two weeks of 
transmittal 

Notify FINCEN immediately for further guidance. 

Acknowledgement 
email not received for 
the previous calendar 
month’s transmittal by 
the second working day 
of the next calendar 
month 

Contact FINCEN by email at FIN-SMB-
CGDF@uscg.mil to request acknowledgement 
information prior to submitting the Operating 
Statement. 

IF THEN 

Receive 
acknowledgement 

Print a copy and enter the 
date, OGD number, and 
amount on the CG-2576, 
in the Accounts 
Receivable Remarks 
section. 

Do not receive 
acknowledgement prior 
to submitting Operating 
Statement 

FINCEN will make the 
necessary changes to 
reflect the correct 
information. 

Transmittal is deemed 
lost 

Have members provide replacement checks, cashier 
checks or money orders. Do not authorize stop 
payment on members’ checks as stop payment fees 
are not reimbursable. Repeat process from step #2. 

IF THEN 

Original checks arrive at 
FINCEN at a later date 

FINCEN will refund 
members or apply 
payment to the next bill 
as directed. 

 

Continued on the next page 
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Job Aid: How to Transmit CGDF Funds for Deposit, Continued 

STEP ACTION 

20. REVIEW FINCEN Collections Acknowledgement receipt with cash log, transmittal, 
and copies of checks to verify accuracy. 

IF THEN 

No discrepancies File the copy with the monthly records in which it 
was reported as deposited, regardless of when 
funds were collected or transmitted. 

NOTE: To maximize records efficiency, document 
date the acknowledgement receipt is received in 
the cash log. 

Discrepancies noted 

(e.g. checks not legible, 
different amount in the 
written section of check 
vs. number printed in box) 

Make corrections in the next month’s report. Note 
in the next month’s remarks and add the amount 
to the next month’s transmittal (if applicable.) 

File the copy with the monthly records in which it 
was deposited regardless of when funds were 
collected or transmitted. 

 

END OF PROCEDURE 
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Sample – Memorandum for Transmittal of CGDF Funds  

 
 

 
 

 

  

Equals 
Subtotal 

Subtotal plus 
funds from 

other period, if 
applicable  

Funds 
collected for 
submission 

3SF + OPFAC 

CO/OINC 
and UNIT 

Unit 
Information 
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UNIT 8. MANAGE STORES 

 
LESSON 1.  JOB AIDS 
HOW TO COMPLETE A PHYSICAL INVENTORY 
 
LESSON 2. JOB AIDS 
HOW TO COMPLETE A SALE OF STORES 
 
LESSON 3. JOB AIDS 
HOW TO COMPLETE A TRANSFER OF STORES 
 
 

  



FSO-PVA Job Aid Booklet Week 1 APR2020 

118 
FSO-PVA FOT JA Booklet Week 1 

 

 
This page intentionally blank 

 



FSO-PVA Job Aid Booklet Week 1 APR2020 

119 
FSO-PVA FOT JA Booklet Week 1 

Job Aid: How to Complete a Physical Inventory (CG-4261) 

Instructions: A physical inventory must be conducted on the final day of every month. 
When it is time to do your physical inventory, follow the steps below: 
 

STEP ACTION 

   1 OPEN your PVAIMWP. 

2 PRINT a copy of your CG-4261. 

• You will use this copy to record information about all unopened items in 
your storage units. 

3 SELECT one storage space. 

4 COUNT all unopened items in the storage space. 

5 RECORD the following information about the items onto your printed form as 
you physically confirm its existence.  

• Item(s) name 

• Unit of issue 

• Unopened quantity on hand 

• Price for each item 

 

6  

 

 

 

 

 

 

 

 

 

 

IF THEN 

If there are more storage 
units to inventory 

Return to step 3 and 
continue 

 

If you have completed 
inspection of all storage 
units 

 

Continue to next step 

7 ENTER your recorded product information into your electronic CG-4261 form 
after all items have been counted. 

Continued next page 
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Job Aid: How to Complete a Physical Inventory (CG-4261), Continued 

STEP ACTION 

8 E-SIGN on the appropriate lines of the Certification section at the bottom of 
the CG-4261. 

• If you are the one who did the physical inventory, e-sign next to Line A. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Additional Certification Signature Block Instructions: 

 

A. E-signed when a physical inventory is recorded by the Food Service 
Officer (FSO) or Auditors for an annual audit. During a relief, outgoing 
FSO e-signs in block A. Incoming FSO e-signs in block D. 

B. E-signed when the physical inventory requirement is waived by the CO 
or OIC. File the approved waiver memo in the Coast Guide Dining 
Facility Operating package. 

C. E-signed by outcoming FSO when relief inventory coincides with 
annual audit. 

D. E-signed by witness(s) of a physical inventory recorded when outgoing 
FSO departs suddenly, not permitting a joint physical inventory with the 
incoming FSO 

 

9 SUBMIT the CG-4261 to the CO/OIC for signature at the end of the month 
with your entire monthly folder. 

Continued next page 
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Job Aid: How to Complete a Physical Inventory (CG-4261), Continued 

STEP ACTION 

10 OPEN the PVAISW. 

11 CLICK on the CG-2576 tab. 

12 COPY the total value amount from your CG-4261 into your CG-2576 (Block A, 
Line 8 (Ending Inventory)). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13 PRINT your completed signed CG-4261. 

14 FILE your completed signed CG-4261 on the right side of your monthly folder. 

End of Job Aid 
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Job Aid: How to Complete a Sale of Stores (CG-2581-Sale of Stores 
and CG-2576) 

Instructions: You will document a Sale of Stores on the CG-2581 (Sale of Stores), the 
CG-2576 (Block E and C). When you get the request for a sale of stores, follow these 
steps: 
 

STEP ACTION 

1 OBTAIN approval from CO/OIC to proceed with Sale request. 

2 CLICK on the “CG-2581 – Sale of Stores” tab in your PVAISW. 

3 DOCUMENT the name of the requestor and the Date. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Complete a Sale of Stores (CG-2581-Sale of Stores 
and CG-2576), Continued 

4 DOCUMENT the itemized list of items for the Sale of Stores on the 
Issue/Sales Slip. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5 RECORD the quantity, Unit, and Unit Price of the stores on the CG-2581 -
Sale of Stores form. 

6 PRINT two copies of the CG-2581 Sale of Stores form. 

Continued next page 
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Job Aid: How to Complete a Sale of Stores (CG-2581-Sale of Stores 
and CG-2576), Continued 

STEP ACTION 

7 REMOVE Items from inventory 

8 INITIAL the “Issued”, “Verified” and “Posted blocks of the CG-2581 on both 
copies of the form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9 PROVIDE the items to receiving party. 

10 REQUEST that the receiving party legibly sign in the “Received By” block on 
both forms. 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Complete a Sale of Stores (CG-2581-Sale of Stores 
and CG-2576), Continued 

STEP ACTION 

11 PROVIDE receiving party a copy of the signed CG-2581 

12 RETURN to Sale of Stores documentation process. 

13 CLICK on the CG-2576 in your PVAISW. 

14 DOCUMENT the following information on Block E of the CG-2576: 

• Name of Recipient (Sold to) 

• Invoice number (The invoice number comes from the bottom of the 
CG-2581 – Sales of Stores form) 

• Amount 

 

 

 

 

 

 

 

 

 

15 UPDATE the CG-2576 Block C “Remarks” to reflect the Sale of Stores 
provided. 

 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Complete a Sale of Stores (CG-2581-Sale of Stores 
and CG-2576), Continued 

 

  

STEP ACTION 

16 UPDATE Cash log by inputting the following information: 

• Date 

• Explanation (Sale of Stores – to Whom) 

• Amount Billed 

• Amount Received 

 

 

 

 

 

 

 

 

 

 

 

17 FILE completed CG-2581 in the monthly file (right side). 

END OF JOB AID 
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Job Aid: How to Complete a Transfer of Stores (CG-2581-Transfer of 
Stores and CG-2576) 

You will document a Transfer of Stores on the CG-2581-Transfer of Stores, the CG-
2576 (Block I and C). When you get the request for a transfer of stores, follow these 
steps: 
 

STEP ACTION 

  OBTAIN approval from CO/OIC to proceed with Transfer request. 

  CLICK on the “CG-2581 – Transfer of Stores” tab in your PVAISW. 

  DOCUMENT the name of the requestor and the date.  

• Ensure the “OTHER” box is checked under the Type of Documentation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Continued next page 
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Job Aid: How to Complete a Transfer of Stores (CG-2581-Transfer of 
Stores and CG-2576), Continued 

  DOCUMENT the itemized list of items for the Transfer of you’re making on 
the Issue slip:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  RECORD the quantity, Unit, and Unit Prices of the items on the CG-2581 – 
Transfer of Stores form. 

 

  PRINT three copies of the CG-2581 Transfer of Stores form. 

  REMOVE the items from the inventory 

Continued next page 
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Job Aid: How to Complete a Transfer of Stores (CG-2581-Transfer of 
Stores and CG-2576), Continued 

 

 
 
 
 
 
 
 

STEP ACTION 

  INITIAL the “Issued”, “Verified” and “Posted” blocks of the CG-2581 on all 
three copies of the forms. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  PROVIDE items to the receiving party 

Continued next page 
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Job Aid: How to Complete a Transfer of Stores (CG-2581-Transfer of 
Stores and CG-2576), Continued 

STEP ACTION 

  REQUEST that the receiving party legibly signs in the “Received By” block on 
all three forms. 

 

 

 

 

 

 

  PROVIDE receiving party two copies of the signed CG-2581. 

 

  RETURN to Transfer of Stores documentation process. 

  CLICK on the CG-2576 in your PVAISW. 

  DOCUMENT the name of unit, invoice number, and amount in Block ‘I’ of the 
CG-2576. 

 

 

 

 

 

 

 

  UPDATE the CG-2576 Block C “Remarks” to reflect the Transfer of Stores. 

 

 

 

 

 

 

 

 

 

  FILE completed CG-2581 in the monthly file (right side). 

END OF JOB AID 
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USCG Training Center Petaluma 

599 Tomales Road 

Petaluma, CA 94952 

 


