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Lesson 4: FILE MONTHLY REPORT 

Introduction  

Lesson 4 is the final lesson in Unit 9. Monthly Reports. Lesson 4 
provides basic knowledge on how to arrange documents in the 
Monthly Folder when finalizing a Monthly Report, such as which 
documents go on the right side of the folder vs. the left side of the 
folder. This lesson also provides a basic understnading of how to 
submit Monthly Report documents to FINCEN at the end of the 
month, and how to maintain paper Monthly Folder documents per 
USCG policy.  

 

 

After this lesson, students should be able to:  

 IDENTIFY which side of the Monthly Folder each form from the 
Monthly Report is filed in (left vs. right) 

 

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

 

End of Introduction to Lesson 4 
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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 4. File Monthly Report 

Lesson 
Schedule  

Mode: Online Self-Directed  

• Recommended Start: Day 6 by 1530 PST 

• Complete: Day 6 by 1630 PST 

• Duration Range: 30 MIN – 60 MIN. 
 

Paper 
Materials  

The Job Aid for this lesson, “How to FILE a 
Monthly Report”, 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 “Knowledge Check” quizzes in the 
eLearning module on milSuite. 

End of Lesson Description  

 

Lesson 
Structure 
and Required 
Materials 
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Knowledge Development: FILE a MONTHLY REPORT  

1. Go to milSuite.mil 

2. Locate Unit 9. Monthly Reports, Lesson 4. FILE MONTHLY 
REPORT.  

3. Click on “Knowledge Development” link. 

4. Click on recorded eLearning module, “FILE MONTHLY 
REPORT” 

• 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, “How to File a Monthly 
Report”, which can be reviewed on the side for more 
information.  

6. Email instructor with any questions, if needed. 

 

Slide on next few pages 

 

Instructions: 
eLearning 
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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 


