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UNIT 9. MONTHLY REPORT 

Unit Introduction 

This unit develops the skills and knowledge an FSO requires to 
manage their Monthly Report.   

What is a Monthly Report? Throughout the month, an FSO 
manages and tracks their dining facility using forms in the PVA 
Inventory Systems Workbook (PVAISW), the Inventory 
Management Workbook (IMWPVA), and the Individual Credit 
Account (ICA) Workbook.   

At the end of the month, the FSO compiles key documents from 
these workbooks, checks these for accuracy, collects required 
signatures, and submits this “Monthly Report” electronically to 
FINCEN for auditing, while keeping the paper copies for record-
keeping.  

Unit 9 introduces all of the requirements, policies, and procedures 
an FSO needs to follow in preparing, submitting, and filing their 
Monthly Report.  

 

Unit 9. Monthly Reports has four lessons: 

Lesson 1. ASDR (Account Status Detail Report) 

Lesson 2. SFR (Status Fund Report) 

Lesson 3. Submit Monthly Report 

Lesson 4. File Monthly Report  

 

 

Continued next page 

  

Unit Overview 

Unit Lessons  



User Guide: U9 L1. ASDR      FSO-PVA (FOT)  09MAY2020 

3 
 

Unit Introduction, Continued 

This facilitated online training unit requires the student to have the 
following technology:  

• milSuite account 

• Access to DCS (Defense Collaboration Services)  

• Personal Computer or USCG Workstation with:  

o Chrome Internet Browser 

o Adobe Flash  

o Email for correspondence 

• CAC card with CAC Reader connected to computer  

• Telephone with mute function (either personal cell phone or 
USCG Office phone) 

o Recommended: Headset with microphone and mute 
button 

 

  

Unit 
Technology 
Requirements 
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Lesson 1: Account Status Detail Report (ASDR) 

Introduction  

Lesson 1 is the first of four lessons in Unit 9. Monthly Reports. 
Lesson 1 introduces the Account Status Detail Report (ASDR), 
which is a FINCEN-generated and FINCEN-managed online report 
that tracks bills owed to the FSO’s Dining Facility, and any 
payments made towards these bills. The ASDR alerts the FSO if 
any errors exist in billing and payments, enabling the FSO to 
contact FINCEN to resolve these billing/payment errors to ensure 
accuracy of the Monthly Report. 

 

 

After this lesson, students should be able to:  

 RECOGNIZE when to contact FINCEN in regards to the 
Account Status Detail Report (ASDR).  

 

• Coast Guard Food Service Manual COMDTINST M4061.5A 
(series); MAR 2009 

 

End of Introduction to Lesson 1 

 

 

 

  

Lesson 
Overview 

Objective(s) 

References 
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Lesson Structure 

This table explains this lesson’s structure. If you lack materials or 
experience technical difficulties, contact Lesson instructor Anthony 
Ciurlino at Anthony.J.Ciurlino@uscg.mil  

Lesson Title Lesson 1. Account Status Details Report 
(ASDR) 

Lesson 
Schedule  

Mode: Online Self-Directed  

• Recommended Start: Day 6 by 0900 PST 

• Complete: Day 6 by 1100 PST 

• Duration Range: 60 MIN – 120 MIN. 
 

Paper 
Materials  

The Job Aid for this lesson, “How to Assess an 
ASDR”, is located in the Job Aid Booklet WEEK 
2 (refer to milSuite link in far-right column.)  

If possible, print this Job Aid as well as this 
User Guide for note-taking and easy reference 
during the eLearning module of this lesson.  

1. Develop 
Knowledge  

This lesson only consists of an eLearning 
module with knowledge assessment quizzes 
integrated into the module.   

See “Knowledge Development” Section in this 
User Guide for instructions. 

2. Complete 
Practice 

There is no practice for this lesson.  

3. Complete 
Assessment 

The assessment for this lesson is integrated 
through “Knolwedge Check” quizzes in the 
eLearning module on milSuite. 

End of Lesson Description  

 

Lesson 
Structure 
and Required 
Materials 

 

about:blank
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Knowledge Development: Assess an ASDR  

1. Go to milSuite.mil 

2. Locate Unit 9. Monthly Reports, Lesson 1. ASDR.  

3. Click on “Knowledge Development” link. 

4. Click on recorded eLearning module, “ASDR” 

• Optional but recommended: Print this User Guide and 
take notes on the eLearning slides on the following 
pages.  

5. The Job Aid Booklet includes a Job Aid, Email instructor with 
any questions, if needed. 

 

Slide on next few pages 

 

Instructions: 
Online 
Presentation 
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Knowledge Development: Lecture Slides 

 

 

 

 

 

 

Continued next page 
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Knowledge Development: Lecture Slides 

 

 

 

 

 

 

 

 

Continued next page 
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Knowledge Development: Lecture Slides 

 

 

 

 

 

 

 

Continued next page 
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Knowledge Development: Lecture Slides 

 

 

 

 

 

 

 

 

Continued next page 
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Knowledge Development: Lecture Slides 

 

 

 

 

 

 

 

End of Lesson 

  



User Guide: U9 L1. ASDR      FSO-PVA (FOT)  09MAY2020 

12 
 

Knowledge Development: Lecture Slides 

 

 

 

 

End of Lesson 

 


