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COMMANDANT INSTRUCTION 5400.7G 

Subj:  ORGANIZATION MANAGEMENT 

Ref: (a) Records & Information Management Program Roles and Responsibilities, 
COMDTINST 5212.12 (series) 

(b) Coast Guard Operating Facilities Manual, COMDTINST M5440.4 (series)
(c) Civil Engineering Manual, COMDTINST M11000.11 (series)
(d) Coast Guard Personnel Allowance List (PAL) Manual, COMDTINST M5312.14

(series)
(e) Change Management, COMDTINST 5224.5 (series)

1. PURPOSE.  This Instruction prescribes the policy for Coast Guard organizational structure
along with guidance on how to submit an Organization Modification Request (OMR)
package.  Organizational reporting relationships and functional responsibilities are codified
within this Instruction between the Commandant, Coast Guard Headquarters staffs and Coast
Guard units.

2. ACTION.  All Coast Guard unit commanders, commanding officers, officers-in-charge,
directors of civilian led units, deputy and assistant commandants, and chiefs of headquarters
staff elements shall comply with the provisions of this Instruction.

3. AUTHORIZED RELEASE.  Internet release is authorized.

4. DIRECTIVES AFFECTED.  The Coast Guard Organization Manual, COMDTINST
M5400.7F is hereby cancelled.

5. DISCUSSION.  Commandant (CG-81), Office of Resources, Organizational Analysis, and
Workforce Management, is the lead Headquarters staff element and manager of the
Organization Modification Request (OMR) process.  Commandant (CG-81) will maintain all
official organization documentation and the electronic organization chart / functional
statement repository.  Requests to change organizational structure, functions, or conduct pilot
studies must be submitted to Commandant (CG-81) for action as described in Chapter 3 of
this Instruction.  Ad hoc organizational changes are not authorized.  The provisions and
requirements outlined in this Instruction are mandatory.



COMDTINST 5400.7G 

2 

6. DISCLAIMER.  This guidance is not a substitute for applicable legal requirements, nor is it
itself a rule.  It is intended to provide administrative guidance for Coast Guard personnel and
is not intended nor does it impose legally binding requirements on any party outside the
Coast Guard.

7. MAJOR CHANGES.  This Instruction reflects updated policies and principles governing
changes to organizational structure and assigned functions.

a. Chapter 3 prescribes the submission and approving authority levels for requests to modify
existing organizational structures and/or functions.  In addition, the methodology and
necessary steps for requesting organizational and functional modifications are covered.

b. Chapter 4 provides new guidance covering actions required upon reorganization approval
prior to implementation.

c. Implements key practices to measure reorganization progress as recommended by
Government Accountability Office Report GAO-20-223, Actions Needed to Evaluate the
Effectiveness of Organizational Changes and Determine Workforce Needs, such as data
collection, metrics, timeframes, and milestones to track whether, and to what extent,
organizational changes achieve their goals and improve mission performance.

8. SCOPE AND AUTHORITIES.  This Instruction addresses management of the Coast Guard’s
organizational structure at all levels and the functions assigned to each organization.  Further,
this Instruction prescribes the Coast Guard’s organizational change policies, methods, and
processes for requesting changes to existing organizational structures and functions assigned
to those organizations.  Reorganization of Coast Guard structure, personnel, and functions is
authorized by the Commandant under 14 U.S. Code 501, 14 U.S. Code 504, and 14 U.S.
Code 505.  Incident Command System (ICS) is not governed by this policy.

9. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS.  The Office of
Environmental Management, Commandant (CG-47) reviewed this Commandant Instruction
and the general policies contained within, and determined that this policy falls under the
Department of Homeland Security (DHS) categorical exclusion A3.  This Commandant
Instruction will not result in any substantial change to existing environmental conditions or
violation of any applicable federal, state, or local laws relating to the protection of the
environment. It is the responsibility of the action proponent to evaluate all future specific
actions resulting from this policy for compliance with the National Environmental Policy Act
(NEPA), other applicable environmental requirements, and the U.S. Coast Guard
Environmental Planning Policy, COMDTINST 5090.1 (series).

10. DISTRIBUTION.  Electronic distribution in the Directives System Library.  Intranet/Pixel
Dashboard: Directives Pubs, and Forms - PowerApps (appsplatform.us).  If Internet released:
Commandant Instructions (uscg.mil), Coast Guard Forms (uscg.mil).

https://play.apps.appsplatform.us/play/e/default-369ba0d5-02cb-4d2f-94fd-9212cc24b78c/a/449d74ad-9685-44e3-934b-46c72a05e1a2?tenantId=369ba0d5-02cb-4d2f-94fd-9212cc24b78c&source=portal
https://www.dcms.uscg.mil/Our-Organization/Assistant-Commandant-for-C4IT-CG-6/The-Office-of-Information-Management-CG-61/About-CG-Directives-System/Commandant-Instructions/
https://www.dcms.uscg.mil/forms/
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11. RECORDS MANAGEMENT CONSIDERATIONS.  Records created as a result of this 
Instruction, regardless of format or media, must be managed in accordance with Records & 
Information Management Program Roles and Responsibilities, COMDTINST 5212.12
(series) and the records retention schedule located on the Records Resource Center Microsoft 
SharePoint site at: https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-611-RIM.aspx .

12. FORMS.  None.

13. SECTION 508.  This policy is created to adhere to accessibility guidelines and standards as 
promulgated by the U.S. Access Board with consideration of Information and 
Communications Technology (ICT) requirements.  If accessibility modifications are needed 
for this artifact, please communicate with the Section 508 Program Management Office
(PMO) at Section.508@uscg.mil.  Concerns or complaints for non-compliance of policy and/
or artifacts may be directed to the Section 508 PMO, the Civil Rights Directorate
(https://www.uscg.mil/Resources/Civil-Rights/) for the Coast Guard, or to the U.S. 
Department of Homeland Security at accessibility@hq.dhs.gov.

14. REQUEST FOR CHANGES.  Units and individuals may formally recommend changes 
through the chain of command using the Coast Guard Memorandum.  Comments and 
suggestions from users of this Instruction are welcomed.  All such correspondence may be 
emailed to Commandant (CG-81) at: COMDT-CG-811@uscg.mil .

/STEVEN D. POULIN/ 
Admiral, U. S. Coast Guard 
VICE COMMANDANT 

https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-611-RIM.aspx
mailto:Section.508@uscg.mil
https://www.uscg.mil/Resources/Civil-Rights/
https://www.uscg.mil/Resources/Civil-Rights/
mailto:accessibility@hq.dhs.gov
mailto:COMDT-CG-811@uscg.mil
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CHAPTER 1.  ORGANIZATIONAL MANAGEMENT 

A.  Overview 
 

1. Background.  As a military service, the Coast Guard’s organizational structure is 
inherently hierarchical through the establishment of a formal military chain of command.  
The hierarchical structure in and of itself does not prevent the Coast Guard from also 
achieving horizontal integration among various staffs, organizational elements and levels, 
or units to achieve mission success.  A combination of horizontal integration teams and 
the use of “matrix organizational structures” should ensure processes and functions are 
aligned and managed in order to be both effective and efficient.  Organizational structure 
which is functionally aligned both vertically and horizontally fosters collaborative 
environments which allow people to work towards achieving individual and common 
organization goals. 

Without sound purpose and analytical rigor, organizational change puts an organization at 
risk of underachieving, underperforming, and using time and limited resources 
ineffectively.  The balance between organizational change and organizational stagnation 
must be continually reviewed in light of changing internal and external environments.  
The policies, requirements, and procedures within this Instruction seek to first establish, 
and then maintain this critical balance, while providing organizational control and 
consistency, as well as functional accountability. 

2. Assumptions.  The following assumptions form a framework for understanding how the 
Coast Guard manages the establishment, disestablishment, and/or changes to the 
Service’s organizational structure and functions. 

a. Organizations and organizational structures are not static. 

b. All organizations should view themselves as learning organizations, subject to 
change, as differing variables, operating environments, and resource implications may 
dictate, or as Senior Leadership may direct based on strategic decisions for the well-
being of the Service as a whole. 

c. Organizational models (unit types) enhance training, support manpower studies, 
account for position distribution, promote efficient use of resources across like units, 
and improve operations and support across the Service’s multi-mission portfolio. 

d. Approved organizational structures and functional statement portfolios serve as a 
snapshot of how the Service is currently organized. 

e. Changes to organizational structure may have budgetary impacts; therefore, it should 
be assumed an organizational change is likely to include decisions that are budgetary 
in nature. 

f. Excessive layering of organizational structures with unneeded subordinate levels or 
overstating functions hinders and slows down decision-making. 
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g. Poorly designed organizational changes once implemented tend to revert to the 
organization structure that was in place prior to the change, often requiring rework. 

3. Guiding Principles.  

a. The Vice Commandant is the owner of the Coast Guard’s organizational structure, 
functions, and positions (billets) except for those assigned to the Commandant. 

b. Coast Guard organizations serve to execute the missions of the Service as provided 
for through their respective functional statements. 

c. Stakeholders are afforded the opportunity to review and comment on organizational 
modification change requests to ensure alignment with their own functions and 
organizational structure.  Further, stakeholder reviews serve to eliminate unnecessary 
and duplicative overlapping efforts, identify impacts, if any, to associated billet 
reprogramming actions, mitigate and reduce adverse impacts to personnel, and 
identify resource implications. 

d. Overlapping functions must be eliminated as they consume scarce resources to 
include funding and positions that could otherwise be reassigned to higher priorities. 

e. Organizational changes should start from this premise, “What is failing and/or not 
working now and what will improve in objective and quantifiable terms if the 
organizational structure and functions are changed?” 

f. Organizational charts should be constructed last, after all functions are determined, 
resources are identified to execute those functions, and reporting relationships are 
defined. 

B.  Policy 
 

1. Overview.  The provisions and requirements of this Instruction are mandatory.  This 
Instruction governs all Coast Guard approved organizational structures and those 
functions that must be performed in order to attain the overall objectives of the Coast 
Guard.  It prescribes various levels and standard structures for organizations and outlines 
procedures for establishing, disestablishing, or modifying existing organizations.  Any 
change to approved Coast Guard organizational structures and/or functions must have a 
signed approval memo prior to implementing any changes as outlined in Table 3-1. 

 
2. Organization Modification Request (OMR).  The OMR process is used to submit, review, 

comment, and ultimately approve, approve in part, or disapprove a request to change 
existing Coast Guard organizational structure and functions.  A change from the 
approved organizational structure or distribution of functions as provided in this 
Instruction, and as shown in the Coast Guard’s organization repository, drives the 
requirement for an OMR.  The current organizational structure and associated functional 
statements may be found at: CG-81 Workspace - Organizational Repository All Org 
Charts and FS - AllItems (sharepoint-mil.us). 

 

https://uscg.sharepoint-mil.us/sites/cg81/CG81%20Office%20of%20Planning%20and%20Performance/Forms/AllItems1.aspx?csf=1&web=1&e=NyWOES&cid=a448e440%2D4865%2D45c7%2Db5f1%2D836f0bc9d042&RootFolder=%2Fsites%2Fcg81%2FCG81%20Office%20of%20Planning%20and%20Performance%2FOrganizational%20Repository%20All%20Org%20Charts%20and%20FS&FolderCTID=0x012000ED60AC3CCB3DCE4FAFFE6226420D7669
https://uscg.sharepoint-mil.us/sites/cg81/CG81%20Office%20of%20Planning%20and%20Performance/Forms/AllItems1.aspx?csf=1&web=1&e=NyWOES&cid=a448e440%2D4865%2D45c7%2Db5f1%2D836f0bc9d042&RootFolder=%2Fsites%2Fcg81%2FCG81%20Office%20of%20Planning%20and%20Performance%2FOrganizational%20Repository%20All%20Org%20Charts%20and%20FS&FolderCTID=0x012000ED60AC3CCB3DCE4FAFFE6226420D7669
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a. Ad hoc changes to organizational elements are not authorized.  Using the term “pilot” 
or “study” to make unauthorized changes to existing organizational structures, 
functions, or execute billet reprogramming action is not authorized.  Any request to 
run a pilot program or a study to determine whether the results have Service or unit-
wide implications must be submitted in accordance with Chapter 3.E of this 
Instruction and obtain approval by the proper authority listed in Table 3-1 prior to 
commencing the pilot or study. 

 
b. An OMR should not be submitted to alleviate issues arising from individual personnel 

problems that can otherwise be handled at the unit or by other levels within the 
individual’s chain of command. 

3. Flexibility.  Adaptability is a key element to advance mission excellence by increasing 
capability, more effectively managing resources, and responding to changes in 
technologies, policies, or environments.  However, organizational flexibility does not 
mean, nor infer, Coast Guard managers have unlimited latitude to implement 
organizational changes without obtaining proper approval.  The OMR process serves as 
an internal control to assess and execute organizational change.  Ad-hoc changes without 
proper review and analysis dilute organizational effectiveness by creating confusion 
among other elements of the organization.  Further, unauthorized organizational or 
functional changes have the propensity to overlap functional responsibility, impact the 
allocation of scarce resources, hinder military and civilian position management, and may 
impact the timeliness of military personnel assignments. 

 
4. Transparency and Documentation.  Organizational structure and functional alignment 

must remain transparent and well-documented.  Lack of documentation impedes the 
ability of the Service to track progress and make necessary adjustments should they be 
required.  Obtaining the proper signature level prior to submitting an Organization 
Modification Request (OMR), thoroughly vetting the requested changes among internal 
stakeholders, and then receiving final approval provides the Service with organizational 
internal controls which strengthen outcome goals and lay the groundwork for the 
effective evaluation of organizational change.  Transparency of approved organizational 
structures is important to ensure units and personnel follow official reporting framework 
and accurate supervisory alignment. 

5. Organizational Consistency.  This does not infer organizations should not or need not 
change.  Rather, as a military service, organizational consistency provides the means to 
establish unit models, enhance communications among like staffs, allocate resources 
effective and efficiently, and assign functional responsibility at the proper levels.  
Organizational consistency allows for the collection of metrics and measures across 
different operational platforms, unit types, and staffs so the information analyzed can be 
used to improve and enhance overall performance of the Coast Guard. 

6. Metrics and Measures.  An OMR submission package must include what metrics will be 
collected and the timeframe for collecting those metrics to then measure against the 
organizational or functional changes to determine if the proposed change, if approved, 
shows tangible improvement.  The collection of data and the application of measures, 
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within a set timeframe, will assist Senior Leaders in determining whether, and to what 
extent, the organizational change is achieving its desired goals and outcomes. 

7. Plan of Action and Milestones (POA&M).  OMR submissions will include a POA&M to 
document and determine the outcome of organizational changes and extent they are 
achieving intended goals.  The POA&M should not include normal OMR processing 
timelines, such as the duration of the concurrent review process, obtaining an approval 
signature, or union notifications and potential Impact and Implementation bargaining. 

8. Implementation of Organizational Changes.  Coast Guard Headquarters Directorates, 
Coast Guard units, and staffs shall not implement proposed organization changes, 
including pilot studies, until notified that the OMR has been approved and that all 
required post-approval actions, such as any labor notifications, are complete.  Failure to 
adhere to prescribed implementation requirements could cause an unfair labor practice 
and significant impact on labor relations with covered unions. 

C. Definitions 

1. Organization.  An organizational structure which provides the basic framework that in 
turn integrates the basic components of functions and people assigned to perform them, 
best arranged for the specific purpose of carrying out Coast Guard missions.  
Organizations have these characteristics: a clear-cut purpose, goal(s) and scope, with one 
individual in charge, parts that form a logical, separable activity; a close relationship 
among the parts, constituting a complete entity; and natural divisions of work that clearly 
define where responsibility begins and ends.  A healthy organization establishes and 
maintains proper relationships between personnel, functions, resources, and assorted 
material considerations in order to effectively and efficiently accomplish those objectives 
that clearly and unambiguously support the organization’s mission. 

 
2. Command.  The authority vested, either by rank or assignment, to a Commander, 

Commanding Officer, or Officer in Charge for the lawful direction, coordination and 
independent control of Coast Guard units and assigned assets.  Command includes the 
authority and responsibility for effectively using available resources and organizing, 
directing, coordinating, controlling, and planning the employment of forces for the 
accomplishment of assigned missions.  All commands are considered units, but not all 
units are commands, accounting for civilian led units.   

3. Chain of Command.  The succession of commanding officers from a superior to a 
subordinate through which command is exercised. 

4. Unit.  A separately identified Coast Guard organizational element approved and 
established by Coast Guard Headquarters direction under a duly assigned commander, 
commanding officer, officer-in-charge, or civilian director (in approved circumstances), 
provided with personnel and material for the performance of a prescribed mission or 
mission sets.  All units are assigned a unique Operating Facility Address Code (OPFAC), 
but assignment of a unique OPFAC does not necessarily indicate unit designation. 
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a. Parent Unit.  A unit that directly oversees subordinate units, detachments, and 
operating locations and/or organizational elements assigned to it. 

b. Subordinate Unit.  A unit under the command and control of a parent unit that 
performs all or part of the missions of the parent unit to which it reports.  The unit 
reports to the commander of the parent unit and has the authority to execute its 
missions.  A subordinate unit may be co-located with its parent unit or may be 
geographically separated. 

c. Coast Guard Headquarters.  Coast Guard Headquarters is a unit under a duly assigned 
Commanding Officer as designated by the Commandant or Vice Commandant.  
Headquarters Directorates are not units, but rather, they are Headquarters staff 
elements as described in paragraph C.5. 

5. Staff.  A staff is a completely organized, informative, advisory, and supervisory group, 
which assists in the administration of Headquarters, Headquarter Directorates, 
Headquarters Units, major commands, training centers, or organizations if established by 
providing technical advice in an assigned area.  Staff elements normally do not possess 
line authority or responsibility.  Not all units will have staff level organizations.  
Examples of staffs include Headquarters Staff (DCMS, DCO, CG-8, CG-00H, CG-094, 
etc.), Area Command Staffs (LANT-1, PAC-1, etc.), Operational Logistics Command 
(LOG-1, LOG-3, etc.), District Offices (D1-dr, D1-p), etc. 

6. Operating Location (OL).  Part of a unit that is geographically separated from its parent 
unit based on location, function, and/or operational requirements.  Personnel remain 
assigned to the parent unit but serve as a geographically distributed workforce in another 
location, which may be embedded at another unit or strategically separated in support of 
the parent department function.  An OL may serve as an organizational element (i.e., 
Division, Branch, Section, etc.) and have some administrative attributes and 
responsibilities typically assigned to a unit to account for personnel, property, budgetary, 
financial, and/or logistics by location.  An OL is allowed to report to another OL in 
situations where multiple locations are involved. 

7. Detachment.  An organizational element serving away from its parent unit that performs a 
defined segment of the parent unit’s mission to which it is assigned.  The detachment 
supervisor reports to the parent organization and has the authority to execute assigned 
missions as directed by the parent organization.  Pre-commissioning details 
(PRECOMDET) or Project Resident Offices (PRO) are considered provisional 
detachments with an established sunset date.  PRECOMDET and PRO type detachments 
will be disestablished upon establishment of the official unit, arrival of a specific asset to 
a homeport or station, or after the delivery and acceptance of specific assets. 

8. Administrative Support.  Administrative Support is the specific support one unit provides 
to another under the terms of an informal or a formal agreement, such as a Memorandum 
of Agreement (MOA), or when support is received through agreements with other federal 
agencies.  Administrative Support can be provided and received among units at a variety 
of command levels regardless of their organizational relationships. 
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9. Technical Control.  The responsibility of a designated Deputy Commandant or Assistant 
Commandant for coordinating policy and providing for the overall management of a 
specific Coast Guard Headquarters unit.  Technical Control includes planning, 
programming and budgeting for resources; provision of mission and/or support policy, 
doctrine and procedures; and evaluation of mission and/or support performance.  The 
chain of command for Headquarters Units is addressed in Chapter 2.C.2. 

10. Technical Authority.  The authority, responsibility, and accountability to establish, 
monitor, approve technical standards, tools, processes, best practices, and certify 
conformance with statute, policy, requirements, architectures, and standards except where 
prohibited by law, DHS and/or Coast Guard policies.  Technical Authority should not be 
confused with Technical Control which applies to the organizational relationship between 
a Headquarters Unit and the Commandant, a Deputy Commandant, or an Assistant 
Commandant to which a Headquarters Unit reports.  Furthermore, Technical Authority 
should not be mistaken with Chain of Command with regard to supervisory and/or rating 
chain responsibilities. 

11. Functional Statements (Functions).  The basic description of an organization’s assigned 
responsibilities to achieve an outcome.  All functional statements include the reporting 
relationship of one organizational element to the next highest organizational level.  
Assignment of functions to an organization provides the individual leader of that 
particular organization the authority necessary to oversee and manage the functions and 
responsibility of that organization subject to the reservation of authority, restrictions, and 
controls as articulated by superiors. 

12. Echelon.  A separate level of command (e.g., as compared to a Sector Command, a 
District Office is a higher echelon, and a Coast Guard Station is a lower echelon). 

13. Supervisory Ratios.  The number of formal supervisors directing subordinates in order to 
accomplish the missions and functions assigned to an organization.  Supervisors must be 
equivalent to or above the rank of individuals being supervised and supervisory 
responsibilities may not be delegated or divided between individuals. 

D. Organizational Principles 

1. Unity of Command.  An individual or organization should be directly responsible to only 
one senior for the performance of assigned responsibilities. 

 
2. Organizational Integrity.  To maintain organizational integrity and efficiency, a function 

cannot be assigned to more than one organization.  Overlapping functions and functional 
responsibility cause unnecessary coordination, conflict, confusion, delay, and ineffective 
resource allocation. 

3. Span of Control.  The appropriate span of control of an organization is a function of the 
type of work performed within the organization, the degree of complexity in 
accomplishing the work, and the level of responsibility involved.  An organization should 
be structured so that the number of organizational entities reporting to a superior does not 
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exceed the number that a superior can effectively coordinate and direct.  Conversely, the 
span of control should not be so narrow that excessive organizational layering consumes 
scarce resources and slows decision-making. 

4. Organizational Layering.  Supervisors looking to modify or establish organizational 
structure must consider the impacts to their organization, functions, and the number of 
assigned positions if their OMR includes creating additional organizational layers. 

a. The rule of “two or more” is applicable at all levels of the Coast Guard organization.  
An existing organization subdivides into two or more subordinate organizations, 
never into one.  For example, a Headquarters Office divides into two or more 
divisions; divisions subdivide into two or more branches.  If this cannot be 
accomplished, billets and functions should be rolled up to the higher-level 
organizational element.  Subdividing an organization into only one suborganization 
for the purpose of establishing supervisory positions, military or civilian is not 
authorized. 

 
b. When considering subdividing an organization, each subdivision must have distinct 

functions that support the functions of the higher-level organization and have 
sufficient personnel assigned to justify a supervisor that comports to the supervisory 
ratios outlined in Chapter 3. 

5. Delegation of Authority.  An organization functions best when the authority to make 
decisions is placed as close as possible to the point where a service is performed.  This 
reduces levels of review, conserves staff time, and improves the decision-making 
progress. 
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CHAPTER 2.  STANDARD ORGANIZATIONAL STRUCTURE 

A.  Coast Guard Organization 
 

1. General Pattern.  The basic organizational pattern of the Coast Guard reflects the 
assignment of military command and control among Coast Guard units and staff elements 
responsible for coordinating, executing, and supporting the missions of the Coast Guard.  
The Coast Guard’s organization charts and functional statements may be found at: CG-81 
Workspace - Organizational Repository All Org Charts and FS - AllItems (sharepoint-
mil.us). 

 
B.   Standard Levels of Coast Guard Organization and Unit Types 

 
1. Coast Guard Headquarters.  The senior most organizational level for the Service that 

consists of the Commandant (CCG), the Vice Commandant (VCG), the Deputy 
Commandant for Operations (DCO), the Deputy Commandant for Mission Support 
(DCMS), and their respective supporting staffs.  Deputy Commandants, Assistant 
Commandants, and Headquarters Directorates reporting directly to the Vice Commandant 
serve as subordinate staffs within Coast Guard Headquarters.  Coast Guard Headquarters 
is also a unit with a Commanding Officer designated by CCG or VCG.  The 
Commandant reports to the Secretary of the Department of Homeland Security (DHS).  
When operating under the Department of the Navy, the Commandant reports to the 
Secretary of the Navy as directed by proper authority.  Headquarters functions include 
and should be generally limited to: 

a. Develop and promulgate policy; 

b. Ensure Service level compliance with statutes and policy; 

c. Develop and promulgate performance goals and standards; 

d. Develop and promulgate Service level strategy and associated plans; 

e. Develop and promulgate resource management plans and budgets; 

f. Develop legislative proposals to be considered by DHS and Congress; 

g. Develop commercial standards, and regulations to the extent provided in law; 

h. Conduct national Service level external liaisons; and 

i. Oversee major and non-major acquisition related activities. 

2. Major Commands.  Command echelons that consist of the Atlantic and Pacific Area 
Commands, District Offices, the Operational Logistics Command, and Coast Guard 
Force Readiness Command. 

 

https://uscg.sharepoint-mil.us/sites/cg81/CG81%20Office%20of%20Planning%20and%20Performance/Forms/AllItems1.aspx?csf=1&web=1&e=NyWOES&cid=a448e440%2D4865%2D45c7%2Db5f1%2D836f0bc9d042&RootFolder=%2Fsites%2Fcg81%2FCG81%20Office%20of%20Planning%20and%20Performance%2FOrganizational%20Repository%20All%20Org%20Charts%20and%20FS&FolderCTID=0x012000ED60AC3CCB3DCE4FAFFE6226420D7669
https://uscg.sharepoint-mil.us/sites/cg81/CG81%20Office%20of%20Planning%20and%20Performance/Forms/AllItems1.aspx?csf=1&web=1&e=NyWOES&cid=a448e440%2D4865%2D45c7%2Db5f1%2D836f0bc9d042&RootFolder=%2Fsites%2Fcg81%2FCG81%20Office%20of%20Planning%20and%20Performance%2FOrganizational%20Repository%20All%20Org%20Charts%20and%20FS&FolderCTID=0x012000ED60AC3CCB3DCE4FAFFE6226420D7669
https://uscg.sharepoint-mil.us/sites/cg81/CG81%20Office%20of%20Planning%20and%20Performance/Forms/AllItems1.aspx?csf=1&web=1&e=NyWOES&cid=a448e440%2D4865%2D45c7%2Db5f1%2D836f0bc9d042&RootFolder=%2Fsites%2Fcg81%2FCG81%20Office%20of%20Planning%20and%20Performance%2FOrganizational%20Repository%20All%20Org%20Charts%20and%20FS&FolderCTID=0x012000ED60AC3CCB3DCE4FAFFE6226420D7669
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a. Area Commands.  Both the Atlantic and Pacific Areas are operational commands.  
The Atlantic and Pacific Area Commanders are directly subordinate and report to 
VCG.  Each Area Command is responsible for the oversight and integration of 
operational missions at the strategic level within their respective areas of 
responsibility when not in direct control of an operation and are responsible for the 
coordination of operations amongst subordinate command echelons. 

b. Districts.  District Offices are operational commands.  District Commanders are 
directly subordinate and report to their respective Area Commands.  District Offices 
are responsible for the oversight of operational missions executed through 
subordinate command echelons when not directly overseeing a specific operation as 
determined by the District Commander or directed to do so by the Area Commander. 

c. Coast Guard Force Readiness Command.  The Commander, Coast Guard Force 
Readiness Command (FORCECOM) is a subordinate to DCMS and has oversight and 
responsibility over the delivery of training through Coast Guard Training Centers and 
Education Support Commands for the Coast Guard. 

d. Operational Logistics Command.  The Operational Logistics Command (LOGCOM) 
is subordinate to DCMS.  As a direct representative of DCMS, LOGCOM is 
responsible for oversight of mission support and logistic matters supporting Coast 
Guard operations as executed through subordinate command echelons. 

3. Headquarters Units.  Individual Coast Guard units that are under the technical control of 
a Coast Guard Headquarters level functional manager.  The Headquarters functional 
manager for an individual Headquarters Unit is the Headquarters’ Deputy Commandant, 
Assistant Commandant, or Director who exercises technical authority for the functions 
these units execute.  Headquarters Units perform specific activities beyond the scope of 
Coast Guard Headquarters or Coast Guard major commands and have the responsibility 
of providing support services for the Coast Guard as described within their approved 
functional portfolio.  Some Headquarters Units may have subordinate units assigned.  
The Commandant exercises direct line authority over Headquarters Units; however, 
reporting relationships between a Headquarters Deputy or Assistant Commandant is 
articulated within the Headquarters Unit or Deputy / Assistant Commandant functional 
statements.  Examples of Headquarters Units include the Coast Guard Finance Center, 
Mission Support Logistics and Service Centers, Legal Services Command, National 
Maritime Center, and the Coast Guard Academy. 

4. Training Centers.  Training Centers are support commands subordinate to the Coast 
Guard Force Readiness Command with the exception of the Coast Guard Academy, 
which remains a Headquarters Unit reporting to DCMS-DPR.  Examples include 
Training Center Cape May, Training Center Petaluma, and Training Center Yorktown. 

5. Sectors.  Coast Guard Sectors are operational commands subordinate to their respective 
District Office and are responsible for command and control of subordinate units and 
detachments such as Coast Guard stations, some cutters, Marine Safety Units (MSU), 
Marine Safety Detachments (MSD), Aids to Navigation Teams (ANT), Sector Field 
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Offices (SFO), and in specifically designated instances, air stations.  Sector Commands 
have the responsibility for providing direction, organizational level support, and 
coordination for the missions performed by assigned subordinate units. 

6. Bases.  Coast Guard Bases are subordinate to the Operational Logistics Command 
(LOGCOM).  Coast Guard Bases are responsible for providing and executing support 
mission sets as guided through the technical authorities received from DCMS Logistics 
and Service Centers and LOGCOM.  A Coast Guard Base may be designated 
Lead/Follow to clarify the roles and responsibilities within a District with the intent of 
having a single DCMS touch point for the District Commander. A Base Detachment may 
be a subordinate to a Lead or a Follow Base.  

7. Unit.  A separately identified Coast Guard organizational entity, under a duly assigned 
commander, commanding officer, officer-in-charge, or civilian (in approved 
circumstances), which is provided with personnel and material for the performance of 
prescribed mission sets.  Examples include but are not limited to Coast Guard Stations, 
Cutters, Air Stations, and Helicopter Interdiction Tactical Squadron (HITRON). 

8. Detachment.  A separately identified segment of a Coast Guard parent unit meeting these 
characteristics: 

a. Location is geographically separated from a parent unit. 

b. The essential character and mission of a particular detachment performs a defined 
segment of the parent unit’s functional portfolio. 

(1) The detachment is appropriately staffed and generally should have a minimum of 
seven billets of which one is designated as supervisor.  Requests for smaller 
detachments will be reviewed in the context of the unit/staff element to which it 
reports, and the scope of the proposed functions assigned.  If a proposed 
detachment falls below the seven billet threshold, establishing an Operating 
Location (OL) and tagging billets as detached duty should be considered.  
Examples of Detachments include Marine Safety Detachments (MSD), Industrial 
Production Detachments (IPD), and Electronic Systems Support Detachments 
(ESD).  Other examples not named as Detachments include detached 
Maintenance Augmentation Teams (MAT), detached Industrial Production 
Facilities (IPF), and the Uniform Distribution Center (UDC). 

(2) Detachments from detachments are not authorized.  If this situation arises, Coast 
Guard managers should look at formulating teams or establishing detached duty. 

 
C.  Standard Levels of Coast Guard Staffs 
 

1. Headquarters and Major Commands. 
 

a. Chief of Staff. 
 



COMDTINST 5400.7G 

2-4 

(1) This position and use of the title “Chief of Staff” is limited to only the Coast 
Guard Atlantic and Pacific Areas, all District Offices, LOGCOM, and 
FORCECOM.  This title is held by the officer assigned to oversee the activities 
and functions assigned to subordinate staffs for the purposes of coordinating work 
as directed by the Area Commander, District Commander, LOGCOM, or 
FORCECOM Commander. 

(2) No other organizational level or persons are authorized to use the Chief of Staff 
designation. 

b. Deputy Commandant.  A senior staff officer holding the rank of Vice Admiral who 
oversees and supervises Assistant Commandants, Directorates, and staffs assigned 
directly under their control.  Deputy Commandants report directly to the Vice 
Commandant.  This level is authorized at Coast Guard Headquarters. 

c. Assistant Commandant.  A senior staff officer holding the rank of Rear Admiral, Rear 
Admiral Lower Half, or a Senior Executive Service employee, who oversees and 
supervises Directorates and Office Chiefs assigned directly under their control.  
Assistant Commandants report to a Deputy Commandant except in those cases where 
an Assistant Commandant reports to the Deputy for Materiel Readiness (DCMS-
DMR), the Deputy for Personnel Readiness (DCMS-DPR), or directly to the Vice 
Commandant.  This level is authorized at Coast Guard Headquarters. 

d. Directorate.  A staff led by a senior officer holding the rank of Rear Admiral, Rear 
Admiral Lower Half, or a Senior Executive Service employee reporting directly to the 
Commandant, Vice Commandant, a Deputy Commandant, or Assistant Commandant, 
who is assigned to oversee and manage the subordinate staffs within their prescribed 
organization.  In some cases, at the Headquarters level, a directorate may be led by a 
Captain (O6) or a GS-15 if so approved and assigned by higher authority.  
Subordinate organizational elements under a Directorate can and often include 
Offices followed by Divisions.  This level is authorized at Coast Guard Headquarters. 

e. Office.  A completely organized staff level, led by an Office Chief normally assigned 
below the Deputy Commandant, Assistant Commandant, or Directorate levels that 
perform specific functions assigned to the office.  This level is authorized at Coast 
Guard Headquarters. 

f. Division.  A completely organized staff level, led by a Division Chief whose purpose 
is to perform specific functions in support of the unit or Headquarters Office level.  
This level is authorized at Coast Guard Headquarters, Headquarters Units, and other 
units whose functions and personnel can support this level of subdivision. 

g. Branch.  A completely organized staff element led by a Branch Chief, subordinate to 
the Division level whose purpose is to support the Division Level.  The Branch level 
should only be considered if the Branch will perform functions that are technical in 
nature, highly specialized, or if the workload and/or the span of control are too large 
to effectively be carried out at the Division level. 
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h. Sections and Teams.  If further subdivision is required at below the Branch level and 
there exists a need to further divide functions, a Section should be considered if there 
are enough billets to support a supervisor.  Where there are insufficient positions 
available to establish a Division, Branch, or Section, or if any further subdivision is 
required, the positions will be rolled up to the higher level and may be represented by 
formal or informal teams or a functional area.  The supervisory responsibilities reside 
with that higher organizational level. 

2. Other Unit Organizations. 

a. Unit organizations may vary depending on the size and scope of assigned mission sets 
and functions.  Generally, the following levels can all be used if there are enough 
billets assigned to any particular unit organization. 

b. Command Level.  The senior most level of an individual unit comprising of the 
Commanding / Executive Officer or a Civilian Director / Executive Director and 
immediate staff elements. 

c. Department.  The level directly below the command level responsible for the overall 
management and performance of a specific department.  Not all units may have this 
level.  In these cases, the division level resides at the level directly below and 
reporting to the command level. 

d. Division.  The level directly below the department level responsible for the 
management and performance of the division, which supports the command level or 
department level in cases where the department level exists. 

e. Branch.  The level directly below the division level responsible for the management 
and performance of the branch, which support the functions of the division.  
Normally, the branch level is established to perform specific portions of a division’s 
overall functional portfolio. 

f. Section.  The level directly below the branch level responsible for the management 
and performance of the section, which support the functions of the branch.  Sections 
should only be established if there are sufficient billets, if they perform technically, 
highly specialized work, or if the supervisory ratio of the branch exceeds 1:15. 

g. If further subdivision at any organizational level is not supported by enough 
positions, formal or informal teams may be established within the higher level. 

3. Coast Guard Commands. 

a. The following terms describe formal elements of Coast Guard command below the 
Commandant (who retains overall command and control over the Service): 

 
(1) Commander.  A commissioned officer who occupies a position of command, is 

duly assigned to this position pursuant to official orders, and whose command 
authority covers multiple units. 
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(2) Commanding Officer.  A commissioned officer or Chief Warrant Officer, who 

occupies a position of command, is duly assigned to this position pursuant to 
official orders, and whose command authority covers an individual unit. 

 
(3) Officer-in-Charge.  A senior enlisted member who holds the rank of Master Chief 

Petty Officer, Senior Chief Petty Officer, Chief Petty Officer, or First Class Petty 
Officer, who occupies a position of authority, is duly assigned to this position 
pursuant to official orders, and whose authority covers an individual unit. 

b. The designations above will be used for all Coast Guard units except for: 
 

(1) The Coast Guard Academy.  The Coast Guard Academy is commanded by a 
Superintendent. 

(2) Civilian Led Units.  A civilian assigned to lead a unit, at or above the 
Headquarters Unit level, will the hold the organizational title of Director.  The 
civilian Director will not have the Commander, Commanding Officer, or Officer-
in-Charge designation or title.  An example of a civilian led unit is the National 
Pollution Funds Center (NPFC), which has both a Director and Deputy Director.  
In some cases, the term Executive Director is used when the unit is led by a 
military position, and the next in the chain of command is a civilian position (e.g., 
Surface Forces Logistics Center, Pay and Personnel Center).  Civilian positions 
cannot hold the title of Executive Officer, which is reserved for military positions. 

(a) A civilian Director will provide supervision to military and civilian personnel 
within the unit.  The first military unit commander / commanding officer 
above the Director maintains the military chain of command, for reasons cited 
below. 

(b) A civilian Director of a unit is authorized to perform all functions normally 
performed by a unit commanding officer, except for those duties that can only 
be performed by a member of the armed forces.  Specifically, a civilian 
Director cannot issue orders enforceable under Article 92 of the Uniform 
Code of Military Justice (UCMJ), cannot convene courts-martial, and cannot 
impose non-judicial punishment under Article 15 of the UCMJ.  Units 
designated to be led by a civilian Director will have alternative arrangements 
for functions that would normally be performed by a military commander or 
commanding officer (e.g., delegating Commanding Officer of Military 
Personnel to the highest-ranking Coast Guard officer within the respective 
organization).  This delegation must be obtained in writing with approval from 
the civilian led organization’s chain of command.  Prior designation of a 
successor to leadership of a civilian led unit should be made and documented 
in case the civilian leader is incapacitated. 

(c) A civilian assigned to lead a unit below the Headquarters Unit level will be 
designated as a supervisor.  A civilian supervisor can direct the day-to-day 



COMDTINST 5400.7G 

2-7 

work and functions associated with that particular organization except for 
those duties of a commanding officer that can only be performed by a member 
of the armed forces. 

(d) All civilian supervisory positions are subject to final position description 
classification as directed by Commandant (CG-1C3). 
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CHAPTER 3.  ORGANIZATION MODIFICATION REQUEST GUIDANCE 

A. Overview 
 

Depending on size and scope, an Organization Modification Request (OMR) can be complex 
and involve numerous individuals and organizational stakeholders.  Careful and deliberate 
planning must be exercised by all parties involved to ensure OMR packages are developed 
appropriately and are in compliance with this Instruction.  Front-end planning and 
consultation with Commandant (CG-811) early in the process are essential pieces of every 
OMR and often the most critical steps.   

OMR originators should contact Commandant (CG-0921) during the planning phase of unit 
name changes to assess political risk and determine if congressional notifications will be 
required.  For changes involving civilian personnel, early engagement with Commandant 
(CG-1C3) is critical to review impacts.  Failure to engage these offices in advance may result 
in significant implementation delays. 

B. Responsibilities 

OMR submissions can be both overarching and strategic while at the same time contain very 
detailed information.  The following individuals and/or organizations have certain 
responsibilities for which they are accountable for in order to see an OMR through 
submission, review, approval, and implementation. 

1. Commandant (CG-81).  As the OMR process owner, Commandant (CG-81) through the 
Organizational Analysis and Personnel Allowance Division (CG-811) shall: 

a. Ensure all current organizational charts, functional statements, and personnel 
allowance lists (PAL) are up to date and available for review and retrieval from the 
Coast Guard organization / functional statements repository. 

b. Assist and advise OMR originators to ensure complete OMR packages are readied for 
submission and upon receipt distribute the OMR via the concurrent clearance process 
to all stakeholders.  Collect all concurrent clearance feedback comments and advise 
OMR originators of any non-concurs or concur with comments that need to be 
adjudicated. 

c. Prepare OMR for approval and submit the OMR to the approving authority. 

d. Distribute the approved OMR and advise the OMR originator of required actions that 
must be completed prior to implementation, such as meeting labor requirements, 
completing congressional notifications, and/or releasing operating facility change 
orders (OFCOs). 

e. Upon completion of all pre-implementation requirements and establishment of an 
OMR effective date, update the PAL and the organizational / functional statement 
repository accordingly. 
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f. Maintain all OMR templates for use throughout the Service and update all templates 
as may be required to improve the overall OMR process. 

2. OMR Originator.  Using the information and processes outlined in this Instruction, the 
OMR originator is responsible for submitting a complete OMR package that has been 
properly vetted through the originator’s chain of command. 

 
3. Stakeholders (Formal, Standard, and Informal).  Stakeholders, formal and informal, are 

responsible to review OMRs and provide comments once the OMR is released into the 
concurrent clearance process.  If the reviewing organization does not respond, the lack of 
a response will be “concur without comment” and recorded as such for review by the 
approval authority. 

a. Formal Stakeholders.  Formal stakeholders are defined as those organizations within 
the Coast Guard that are directly being impacted by the proposed OMR. 

b. Standard Stakeholders.  Standard stakeholders are organizations whose review and 
input are required on every OMR and whose comments are generally based on 
impacts the OMR may have across the Coast Guard enterprise.  Standard stakeholders 
are included as part of the concurrent clearance process for every OMR that is 
submitted and must reply on all concurrent clearance requests even if the response is 
“concur without comment.”  Standard stakeholders are as follows: 

 
(1) Strategic Workforce Planning & HR Analytics Division (DCMS-DPR-22) 

(2) Commandant Office of Civilian Human Resources Operations (CG-1C3) 

(3) Judge Advocate General and Chief Counsel (CG-094) 

(4) Commandant Office of Congressional Affairs (CG-0921) 

(5) Commandant Office of Budget and Programs (CG-82) 

(6) Commandant Office of Resource Management (CG-83) 

(7) Personnel Service Center (PSC-OPM / PSC-EPM / PSC-RPM) 

(8) Commandant Office of Reserve Resources, Readiness and Analysis (CG-R8) 

(9) Atlantic Area (LANT-8) and Pacific Area (PAC-8) 

(10) DCO Workforce Support Division (DCO-52) 

(11) DCMS Office of Workforce Management (DCMS-DPR-1) 

(12) Operational Logistics Command (LOGCOM) 

(13) Force Readiness Command (FORCECOM) 
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(14) Assistant Commandant for Intelligence (CG-2) 

(15) Assistant Commandant for Engineering and Logistics (CG-4) 

(16) Assistant Commandant for C4IT (CG-6) 

(17) Assistant Commandant for Capabilities (CG-7) 

(18) Assistant Commandant for Acquisition (CG-9) 

(19) Master Chief Petty Officer of the Coast Guard (CG-00B) 

(20) Civil Rights Directorate (CG-00H) 

c. Informal Stakeholders.  Informal stakeholders are defined as those organizations 
within a Directorate, staff, or unit, who may have insight into a particular OMR and 
who can also identify potential issues, problems, or present solutions.  Informal 
stakeholder review and comment is generally requested by a formal stakeholder, or a 
standard stakeholder should specific information be needed to aid in OMR review. 

 
C.  Changes to Coast Guard Organizations 

Establishing, disestablishing, re-designating, relocating, or changing a unit name, including 
changing existing organizational structures, functions, and billets must be analyzed within 
the context of how proposed changes impact other parts of the organization, centralized 
systems, and the ability of the organization to accomplish their prescribed functions.  As a 
multi-mission Service, a change to one organization may impact the configuration and/or 
functions of another.  Flexibility across the enterprise is enhanced when proposed changes to 
existing organizations are thoroughly vetted by all stakeholders. 

1. General Provisions.  The organizational modification process is critical to the Coast 
Guard and serves the following purposes: 

a. Complete OMR packages provide all stakeholders clarity into the proposed change(s) 
to organizations and functions thereby providing stakeholders the ability to comment 
and identify potential issues previously not encountered. 

b. Provides a fully vetted request package to the approving authority outlined in Table 
(3-1) with a recommendation to approve in whole, approve in part, or disapprove the 
proposed changes. 

c. Documents all changes to existing organizational structures, functions, including 
billet reprogramming actions, which could result in permanent change of station 
orders when personnel are reassigned as a result of an approved OMR.  Further, billet 
reprogramming actions must be reviewed to ensure proposed actions are within the 
statutory rules governing the Coast Guard’s common appropriation structure which 
can and does limit the ability to reprogram billets across Program, Project and 
Activities (PPAs). 
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d. Ensures proposed structure (to include supervisory ratios and grade/rank levels) and 
civilian position impacts of the requested organizational change are vetted and 
reviewed by Commandant Office of Civilian Human Resources Operations (CG-1C3) 
for potential issues.  Early engagement with Commandant (CG-1C3) is critical so that 
Human Resources staff may work with management to resolve potential issues that 
could impact supportability.  

e. Allows Commandant Office of Civilian Workforce Relations (CG-1C4) to ensure all 
labor obligations can be met prior to implementing an approved organizational 
change. 

f. Ensures organization and position management is applied consistently throughout the 
Service. 

g. Provides a formal record of organizational changes.  Documents related to 
organizational change are considered official records and must be managed in 
accordance with the records retention schedule located on the Records Resource 
Center CG SharePoint site: https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-
611-RIM.aspx . 

h. Allows for the timely completion of congressional notifications.   

i. Allows for OMR packages submitted with insufficient details or documentation to be 
returned to the originator or held within Commandant (CG-811) without action 
providing the OMR originator ample time to prepare the necessary information. 

j. Ensures a process to request, review, obtain approval, execute, measure, and make 
recommendations on all pilot programs at Coast Guard Headquarters or units. 

2. OMR Package Submission, Review, and Approval Process.  The following procedures 
shall be followed to submit, review and comment, and provide the means for a decision 
to approve the OMR in full, in part, or to disapprove. 

a. OMR packages are primarily driven by the following events: 

(1) Senior Leadership Decisions.  The Commandant or Vice Commandant can direct 
organizational changes, which may affect the distribution of resources, functions, 
and billets.  These decisions are typically provided via a signed decision memo 
outlining their decision in specific or general terms.  OMR development teams or 
Integrated Process Teams (IPT) may be chartered to create the OMR package so 
that the OMR provides the necessary details to achieve the Commandant’s or 
Vice Commandant’s direction. 

(2) On-Budget Actions.  On-budget actions may or may not require an OMR 
depending on the language within the enacted bill.  For example, an OMR is 
generally required for on-budget actions if they direct the establishment of a new 
unit or create a situation where a segment of an existing unit or functions would 
change other existing organizational structures, add, remove/eliminate functions, 

https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-611-RIM.aspx
https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-611-RIM.aspx
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or disburse functions among other units, directorates, or staff elements. The 
following on-budget actions do not require an OMR: 

(a) The commissioning or decommissioning of a Coast Guard cutter irrespective 
of class or size.  An OFCO would still be required. 

(b) Additional billets added to shore unit (operational or mission support) where 
the unit already exists (e.g., Coast Guard Sectors, Detachments, or Coast 
Guard Bases). 

(c) The disestablishment of a shore unit where the functions and billets of that 
unit will not be disbursed to other existing units or organizations.  An OFCO 
would still be required. 

(d) A Commercial Services Management (OMB Circular A-76) directed study 
where the resultant organizational structure and functions have been approved 
as part of that study. 

(3) Deputy Commandants, Assistant Commandants, Directors, Commanding 
Officers, and other unit or staff leads, may from time to time observe, review, and 
charter teams to develop an OMR to improve internal processes, organizational 
structure, functional allocations, and billet distribution seeking to improve the 
effectiveness and efficiency within their area of responsibility. 

(4) Analysis of Alternatives Planning Proposal (AoAPP) / Shore Infrastructure 
Programming and Governance Council (SIPGC).  Organizational changes which 
are received as part of an AoAPP or SIPCG Decision Event will be reviewed 
within the context of the Shore Facilities Planning and Project Development 
process as outlined in Reference (c).  (Note: Please keep in mind that planning 
proposals are normally multi-year efforts dependent on budget implications.  As 
specific planning proposals mature, Commandant (CG-81) will review the final 
proposal to ensure organizational consistency). 

b. OMR Submission Procedures and Process.  The following procedures and processes 
shall be used to develop and submit standard OMR packages for review and approval. 

(1) Using the OMR submission template available on the Commandant (CG-811) 
SharePoint website CG-81 Workspace - Templates for OMR Development - 
AllItems (sharepoint-mil.us), complete OMR packages are submitted to 
Commandant (CG-81) via the originator’s chain of command.  At a minimum, a 
standard OMR submission package must contain the following: 

 
(a) OMR submission cover memo addressing all questions posed and submitted 

to Commandant (CG-81) through the originator’s chain of command.  If 
request includes a unit name change, additional coordination and 
documentation are required to ensure a holistic and strategic review. Routing 
must include the respective program office and Commandant (CG-0921) to 

https://uscg.sharepoint-mil.us/sites/cg81/CG81%20Office%20of%20Planning%20and%20Performance/Forms/AllItems1.aspx?csf=1&web=1&e=NyWOES&cid=a448e440%2D4865%2D45c7%2Db5f1%2D836f0bc9d042&FolderCTID=0x012000ED60AC3CCB3DCE4FAFFE6226420D7669&id=%2Fsites%2Fcg81%2FCG81%20Office%20of%20Planning%20and%20Performance%2FOrganizational%20Repository%20All%20Org%20Charts%20and%20FS%2FOrganizational%20Manual%20and%20Templates%2FTemplates%20for%20OMR%20Development&viewid=f3e9f871%2D8a9d%2D4890%2D87ae%2D44fd1b966a2b
https://uscg.sharepoint-mil.us/sites/cg81/CG81%20Office%20of%20Planning%20and%20Performance/Forms/AllItems1.aspx?csf=1&web=1&e=NyWOES&cid=a448e440%2D4865%2D45c7%2Db5f1%2D836f0bc9d042&FolderCTID=0x012000ED60AC3CCB3DCE4FAFFE6226420D7669&id=%2Fsites%2Fcg81%2FCG81%20Office%20of%20Planning%20and%20Performance%2FOrganizational%20Repository%20All%20Org%20Charts%20and%20FS%2FOrganizational%20Manual%20and%20Templates%2FTemplates%20for%20OMR%20Development&viewid=f3e9f871%2D8a9d%2D4890%2D87ae%2D44fd1b966a2b
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review for consistency and alignment with programmatic goals, and to assess 
political ramifications before requesting unit name changes. 

 
(b) Organization Charts. 

1) All OMR submissions must include the existing organization chart found 
in the Organizational and Functional Statements repository.  If the OMR is 
for a new organization where no current state organizational charts exist, 
(e.g., a new unit is being established), this should be noted in the 
submission memo. 

2) The proposed organization charts must follow the format found in the 
OMR submission package template. 

3) Do not submit “in-house” organization charts as the current state charts 
that have been implemented at the local level, but not officially approved.  
All organizational charts submitted must be from the Organizational and 
Functional Statements repository.  Submitting in-house organizational 
charts wastes valuable staff time reconstructing the originator’s last 
official organization in order to frame the future state changes. 

(c) Functional Statements. 

1) Generally, changes to an existing organization require changes to 
functional statements.  Well-written functional statements are generally 
succinct and must begin with an action word (develop, maintain, provide, 
coordinate, etc.).  A list of acceptable action words can be found in 
Appendix (A).  The majority of organizations should be able to describe 
the functions of that organization within eight to ten functional statements.  
Less or more functional statements may be used depending on the scope 
and complexity of the organization’s functions.  Avoid overlapping 
functions between organizations. The following apply to all functional 
statements: 

a) Identify the specific responsibilities of the organization and describe 
the reporting chain. 

b) Required for all formal levels of the organization where a designated 
supervisor is responsible for accomplishing the function. 

c) Describe “the what” and “not the how” the function will be 
accomplished.  Functional statements should not capture specific tasks 
which make up the function.  Specific type tasks are better suited for 
standard operating procedures (SOP). 

d) The functional statements of the higher level organizations should 
always be written in more general terms as to capture the overall 
responsibilities of that organization and its subordinate levels.  For 
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example, at Coast Guard Headquarters, functions for Offices are 
written in more general terms, functions for Divisions are more 
specific and support the Office functions, and functions for Branches 
are more specific and written to support the Division functions. 

2) Functional Responsibilities of all Organizations.  The following functions 
are inherent to all organizations and leadership positions.  They do not 
have to appear repeatedly within an individual organization’s functional 
statements: 

a) Oversee subordinate organizational elements. 

b) Incorporate performance excellence into all activities; 

c) Promote the morale, health, and well-being of assigned personnel; 

d) Coordinate assigned functions with the functions of other components 
or key stakeholders; 

e) Continually monitor and evaluate internal management practices and 
take the necessary action to remedy problems; 

f) Discharge responsibilities prescribed by Coast Guard Regulations and 
other orders or directives issued by higher authority; 

g) Continually review current functions and ensure whether they are still 
current, need to be updated, have been transferred to another 
organization, or are no longer performed.  Initiate an OMR to request 
changes to functional statements. 

(d) Billet maps. 

1) A complete billet map showing both the billet and department tabs filled 
in accordingly going from current state to future state.  The current state 
shall include positions in a proposed state to properly account for any 
pending changes.  Current PAL information is accessible using the ePAL 
system (https://cgbi.osc.uscg.mil/2.0/ePAL/) or may be requested from 
Commandant (CG-811).  The future state side of the billet map shall only 
capture those data points associated with a billet that are actually 
changing. 

2) OMR originators must remain cognizant of any current or proposed billet 
reprogramming actions prompted by on-budget actions, quarterly 
Personnel Reprograming Request (PRR) submissions, PRR Deviation 
memos, and/or other decision memos. 

https://cgbi.osc.uscg.mil/2.0/ePAL/
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3) The PRR processes focus on individual billets while billet reprograming 
actions submitted as part of an OMR focus on the organizational change.  
Billets submitted as part of an OMR are restricted from current PRR 
quarterly cycle submission and PRR Deviation Memo submissions.  This 
reduces the possibility of a billet reprogrammed under one initiative, e.g., 
PRR being negated by the OMR billet changes or vice-versa. 

 
(e) National Environmental Policy Act (NEPA) documentation.  All OMR 

package submissions must include a NEPA determination.  OMR originators 
must confer with Commandant (CG-47) who will help determine 
environmental consideration requirements and necessary documentation. 

(f) A completed OMR submission package checklist. 

(g) Any other documentation deemed appropriate by the OMR originator.  

(2) OMR submission memos must have the appropriate submission signature as 
outlined in Table 3-1.  OMR originators are responsible for briefing their respective 
chain of command and should not assume principals are aware of proposed changes 
to their respective organizational structures or functional statements. 

(3) OMR packages can be submitted at any time; however, if an OMR contains military 
positions that will change locations and impact the following assignment year (AY), 
it is highly recommended those OMRs be submitted to Commandant (CG-81) no 
later than the first Monday in April, if not sooner.  This will allow sufficient time to 
vet the OMR, reconcile any comments, answer questions, obtain approval, update 
PAL, and implement the changes so that the Personnel Service Center can publish 
accurate billet shopping lists, confidently coordinate officer assignment panels, and 
issue permanent change of station orders in a timely manner. 

 For OMR packages which contain civilian positions, OMR originator must 
consult with Commandant (CG-1C3) to determine any impact to civilian positions 
and/or incumbents prior to submitting the OMR. 

(4) OMR packages should be reviewed by the appropriate resource management office 
staffs (DCO-52, DCMS-DPR-1, LANT-8, PAC-8) to determine any potential costs. 

(5) OMR submission packages will be submitted via the Coast Guard’s Task 
Management System (TMS). 

c. OMR Clearance Procedures. 

(1) Upon receipt of an OMR submission package, Commandant (CG-811) shall 
review the package for completeness.  If the package is ready, Commandant (CG-
811) shall place the OMR package on concurrent clearance for stakeholder review 
and comment.  The standard period for concurrent clearance review is three 
weeks. 
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(2) Throughout the concurrent clearance period Commandant (CG-811) shall: 

(a) Confer with the OMR point of contact (POC) and stakeholders based on the 
comments received and work to reconcile issues to the extent possible. 

(b) Upon completion of the concurrent clearance period, continue to work with 
stakeholders and OMR POCs to clear all comments. 

(c) Hold the OMR pending resolution if comments are of a critical nature and 
cannot be reconciled between Commandant (CG-811), stakeholders, and the 
OMR POC. 

(3) At such time that all issues have been resolved, Commandant (CG-811) shall 
prepare the OMR package for routing to the approving authority as outlined in 
Table 3-1. 

d. OMR Approval Authority.  In order to improve OMR cycle time, the Vice 
Commandant as the owner of the Coast Guard’s organizational construct, has 
delegated OMR approval authority as shown in Table 3-1.  From time to time, due to 
the size, scope, political sensitivity, or potential for external scrutiny, an OMR may 
require higher level approval than indicated in Table 3-1.  In those cases, as 
determined by Commandant (CG-81) through the Assistant Commandant for 
Resources (CG-8), and the OMR originator, final approval authority will be at the 
VCG or CCG level as appropriate. 

   OMR packages requiring VCG or CCG approval must first be routed to and endorsed 
by the Deputy Commandant for Operations (DCO), the Deputy Commandant for 
Mission Support (DCMS), and both the Atlantic and Pacific Area Commanders.  
DCO, DCMS, LANT-00, and PAC-00 may delegate this authority to their respective 
deputies and no lower. 

 
Table 3-1: OMR Approval Authority 

OMR Type Submission 
Signature Level 

Approval 
Level 

Commission / Decommission Cutters, cutter change of 
homeport1 

Deputy 
Commandant CCG 

Establishment or disestablishment of shore units, including 
Headquarters Units, Changes to unit names and/or locations, 
Changes to unit types, e.g., a Detachment to a Command 

Flag / SES VCG 

Changes to established standard unit models, e.g., Sectors, 
Bases, District Offices Flag / SES VCG 

Major organizational changes or major functional shifts 
across Deputy Commandants, Areas, or District Offices Flag / SES VCG 

Testing New Organizational Constructs: (Pilot program, 
e.g., Sector, Air Stations, Training Center, etc.) Flag / SES VCG 

Organization changes or functional shifts within respective 
Deputy / Assistant Commandants, subordinate Directorate 
Levels, Areas, FORCECOM, or District Offices 

Flag / SES /  
Director / CoS2 CG-81  
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OMR Type Submission 
Signature Level 

Approval 
Level 

CG Headquarters: Office, Division, Branch, or staff level 
organizational changes and/or functional shifts Office Chief CG-81 

Within Headquarters Units, Logistics and Service Centers, 
other units (e.g., Sectors, Training Centers, Bases), Staff, 
Department, Division, or Branch levels including cross 
department, divisional or branch functional shifts 

CO / Director CG-81 

Organizational changes approved by VCG or CCG as part 
of a decision memo which require an OMR to complete the 
approved changes 

VCG / CCG CG-81 

 
Note 1: Cutter commissioning and decommissioning are budget related actions normally accomplished 
through the budget process and do not require an OMR.  Changing a cutter’s homeport may from time to 
time necessitate an OMR.  Contact Commandant (CG-81) during the change of homeport planning 
stages for guidance.  
 
Note 2: Chief of Staff at Areas, District Offices, LOGCOM, and FORCECOM. 

 
D. Supervisory Ratios 

Having too many supervisors causes unnecessary layering which slows critical decision 
making.  Balancing supervisory ratios enhances flattening the organization where it makes 
sense to do so and pushes critical decision making to the appropriate level.  Commandant 
(CG-81) and Commandant (CG-1C3) will jointly review additions, deletions, and changes to 
existing supervisory ratios. 

1. Supervisory Ratio Guidance.  Generally, organizations should strive for a minimum 
supervisory ratio of 1:7 and a maximum of 1:15 wherever and whenever possible.  Coast 
Guard managers should avoid organizational constructs where the supervisory ratio drops 
below 1:4.  In those cases where the supervisory ratios drop below 1:4, Coast Guard 
managers should “roll-up functions and billets” to the next higher level within a 
particular organization or explore establishing teams. 

2. Classification.  It is important to realize that civilian supervisory positions are classified 
in part based on the amount of time an individual spends performing specific supervisory 
duties.  Supervisory duties should not be assigned to a civilian employee whose position 
description (PD) is not classified as supervisory.  Coast Guard managers must be aware 
of and adhere to this guidance before adding or removing supervisor designations from 
both civilian and military positions.  Removing supervisory duties may impact the 
supportability of the position’s current grade level. 

E. Testing New Organizations 

1. Pilot Programs.  The purpose of a pilot program or an organization test is to evaluate the 
proposed organization's effectiveness under actual working conditions and resolve most 
common problems before committing affected functions, organizational structure, or 
operations to change.  The types of changes conducted as part of a pilot program may 
include establishing, changing, or updating policy, evaluating the feasibility of new 
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methodologies, or improving the design prior to implementation of an organizational 
change. 

A very small percentage of all pilot programs will require a change to existing 
organizational structures, functional statements, or PAL.  The majority of pilot or 
organizational tests require no changes to their existing organization structure or 
functions.  Pilot programs can often be executed by detailing personnel within the 
existing organization.  Prior to initiating any pilot program, Headquarters approval is 
required.  The request for a pilot must include: 

a. Dates of the test period (not to exceed 1 year). 
 

b. Description of performance or outcomes the pilot looking to improve.  Documented 
objectives, which are well-defined and measurable against existing goals.  A list of 
metrics which will be used to measure the proposed change must be submitted with 
the request to conduct a pilot.  Metrics to be measured must include methods and 
source of assessment data, and the frequency of collecting such data.  Pilot plan 
submissions must include how such data will be analyzed. 

 
c. Pilot request submissions must include an implementation plan, including milestones, 

a cost estimate, schedule, and firm end date.  If the plan exceeds five FTE or obligates 
more than $1,000,000, contact Commandant (CG-81) before proceeding with the 
package or submission. 

 
d. Upon completion of the pilot program, the unit will send the results to their respective 

Headquarters program manager through their respective chain of command, with a 
copy to Commandant (CG-81) detailing the outcomes achieved and issues/problems 
identified which remain unresolved.  If, upon Headquarters review, the pilot is 
deemed successful, the unit which conducted the test shall submit an OMR through 
their chain of command to make the change permanent and applicable to other like 
units. 

 
e. Units approved to run a pilot program are restricted from reprogramming billets 

during the period of the pilot.  This will allow the results of the pilot to be reviewed 
from a stable baseline and the metrics analyzed within the context of expected 
outcomes and/or improvements. 

 
f. Pilot programs which also involve bargaining unit (civilian) billets are complicated 

by temporary changes to civilian duties as a result of the pilot study.  In these cases, 
the Service must notify the union which may lead to bargaining if requested by the 
union prior to implementing the pilot.  Prior to submitting a pilot project, the 
originator must consult with Commandant’s (CG-1C3 and CG-1C4) and coordinate 
bargaining unit billet impacts. 

 
g. Not all pilot programs will involve the reprogramming of billets.  Many pilot 

programs can be done by detailing personnel.  If the pilot involves detailing civilian 
personnel, the originator must consult with their Commandant (CG-1C3) servicing 
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Human Resources Specialist.  Approval for detailing civilian employees must be 
obtained from Commandant (CG-1C3) prior to taking action on the proposed pilot. 

 
h. Submit pilot program plans for approval at least 120 calendar days before the 

proposed start of the test to ensure appropriate review by impacted stakeholders.  
Please note, the proposed start date may be delayed pending any potential union 
notification and subsequent bargaining should the union so request.  In these cases, 
the proposed start date will be adjusted accordingly.  The submission must be signed 
by the proper level as indicated in Table 3-1.  Prior to submitting a request for a pilot, 
the originator should discuss the test plan with their respective program manager in 
order to ascertain the feasibility of conducting the pilot and potential impacts across 
like units should the pilot be deemed successful. 
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CHAPTER 4.  POST APPROVAL ACTIONS 
 
A. Approval Notifications 
 

1. Distribution.  The approval memo, organizational charts, functional statements, and billet 
map are forwarded to the OMR stakeholders, via email and TMS is updated to reflect the 
OMR has been approved.  Full distribution of approved OMR actions can only be made 
once appropriate union and Congressional notifications have been made. 

 
2. Implementation Actions.  The OMR approval memo shall indicate actions necessary prior 

to implementation, which may include classifications for new or modified civilian 
position descriptions, applicable civilian union notification requirements, and the 
development and clearance of Operating Facility Change Orders (OFCO) and/or 
Congressional notification letters. 

a. Changes Prior to Implementation:  If there are necessary changes as a result of pre-
implementation actions, contact Commandant (CG-811) immediately.  Additionally, 
there are circumstances where through implementation discussions with Commandant 
(CG-1C3), a specific change may require additional follow-on action (e.g., further 
classification, competition, no change for current incumbent / fill upon vacancy). 

b. Effective Date.  The effective date of execution for an approved OMR shall be 
established upon completion of required implementation actions. Effective dates will 
be used to document PAL and any applicable personnel letters and actions, including 
changes to official supervisors and rating chains. Units are not authorized to 
implement an approved OMR prior to completion of implementation actions and the 
established effective date. 

 
B. Operating Facility Change Orders (OFCO)  

1. General.  Organizational modifications may require an accompanying OFCO to be 
completed in accordance with Reference (b).  An OFCO is not a policy document nor is 
the OMR approval memo a final decision document.  Approval of an OMR must always 
precede the release an OFCO.  If during the OMR planning phase, it is determined an 
OFCO and/or Congressional notifications will be required, they can be developed in draft 
form and reviewed in parallel with the OMR once submitted. 

2. Purpose.  OFCO is an execution document and is the standard means to notify the 
Administration, DHS, Congress, and the public when a unit is: established, 
disestablished, changing its name, changing geographic location, or changing the 
organizational placement of a facility. 

3. Action.  The OFCO directs action to be taken by various Coast Guard components.  For 
changes impacting a Coast Guard organization for which an OFCO may be required, a 
copy of the approved OMR must accompany the OFCO package submitted for signature.  
The approved OMR serves as a reference in the actual OFCO document. 
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4. Guidance.  For further guidance on the process and instances of when an OFCO is 

required, contact Commandant (CG-811). 

C. Congressional Notifications  

1. Requirement.  Establishment, disestablishment of units, changes to location of units, 
change of cutter homeports, unit names, types of units almost always require 
congressional notification.  Commandant (CG-0921) will make the final determination as 
to whether or not congressional notifications are required.   

 
2. Notifications.  Congressional notifications are most often completed by a letter to 

applicable committees and members of the Congress.  Depending on the type of OMR, 
Commandant (CG-0921) may coordinate phone calls or personal visits to congressional 
members in conjunction with the proposed actions.  OMR originators should be prepared 
to support Commandant (CG-0921) as needed. 

 
D. Union Notifications 

An approved OMR shall be forwarded to Commandant (CG-1C4) to review and act on labor 
obligations. All applicable civilian union notification requirements must be met prior to 
communicating and implementing approved organizational changes.  Commandant (CG-
1C4) will provide affirmative notice when labor obligations, if any, have been met. 

 
E. Personnel Actions 

Once the OMR is approved, personnel actions may be required to align with organizational 
change implementation.  Encumbered military positions are typically placed into a proposed 
status for final approval upon assignment transfer date.  Coordination with assignment 
officers and updates for evaluation rating chains may be necessary. For civilian personnel, 
the originator must work with the designated Commandant (CG-1C3) Human Resources 
Specialist after labor obligations have been met to establish an effective date for 
implementation of the approved OMR.  In development of this date, the parties will consider 
what personnel actions will be required to record any updates to positions or organization 
names in the personnel records of impacted civilian employees. Commandant (CG-1C3) will 
also discuss other management actions for implementation including timekeeping and 
performance management changes.  The effective date for implementation will be 
coordinated with Commandant (CG-811). 

 
F. Personnel Allowance List (PAL) Updates 

Commandant (CG-811) shall develop the organizational structure within Direct Access and 
issue the requisite Personnel Allowance Amendments (PAA) for the established effective 
date in accordance with Reference (d) to realign the positions as approved in the OMR.
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G. Plan of Action & Milestones (POA&M) 

Originator shall complete POA&M to monitor completion of organizational change 
milestones, provide established metrics, and assess whether OMR goals were achieved.  
Upon completion, POA&M shall be returned to Commandant (CG-811) to review and file 
with OMR documentation. 

 
H. Change Management 

In implementing an approved OMR, following established change management principles as 
contained in Reference (e) is imperative.  Organization leaders must ensure the workforce 
understands the vision for the change, the action plan to implement, and resources available.  
In some cases, changes are in name only, and in others, they are complete business model 
changes.  Using structured communication plans avoids false starts, frustration, resistance, 
anxiety, and confusion.  Consult Commandant (CG-1C4) regarding labor obligations prior to 
announcing/discussing reorganizations with any bargaining unit employees.  

I. Record Keeping 

Upon completion of post-approval actions, Commandant (CG-811) shall update the 
organization chart and functional statement repository with approved documents. 
Commandant (CG-811) shall manage records created for the OMR to include submission 
packages, decision memos, reviews, comments, and disposition in accordance with the 
records retention schedule located on the Records Resource Center CG SharePoint site: 
https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-611-RIM.aspx . 

 
J. Policy Updates 

In conjunction with reorganization approval, Directives Sponsors must identify relevant 
Commandant Instructions and other publications that must be updated or transferred to align 
with OMR changes, especially when offices are eliminated.  Commandant Instructions must 
be formally transferred using Form CG-5215A, Directives, Publications and Forms 
Validation, or will be cancelled by Commandant (CG-612) if abandoned by Sponsors 
without being actively rewritten. 

 
K. Subsequent OMRs 

Organizations should refrain from submitting multiple OMRs impacting the same 
organization within a three-year period.  Consecutive or frequent OMRs have a negative 
impact on the Coast Guard in terms of resources (staff resources for the unit and stakeholder 
review, as well as financial resources associated with changes of workspace, signage, etc.) 
and workforce morale.  Should a subsequent OMR become necessary within the three-year 
period, it must be limited in scope to correct errors, resolve unanticipated inefficiencies, 
address failure to achieve intended outcomes from the original OMR, or result from 
Congressionally, legislatively, or policy driven requirements. 

 

https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-611-RIM.aspx
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APPENDIX A.  FUNCTIONAL STATEMENTS – KEY WORDS 
 

KEY WORDS FOR USE IN DEVELOPING AND/OR AMENDING FUNCTIONAL STATEMENTS 
 

This table was obtained from the U.S. Navy Bureau of Personnel Instruction BUPERSINST 
5400.9L.  These "action words" should be used at the beginning of each individual functional 
statement.  These words represent specific action, that when used in conjunction with a function, 
provide the organization's leader with specific direction in achieving functional outcomes. 
 

Key Words Intended Action 
Accomplish Effects; brings to completion 
Accumulate Brings together; collects 
Administer Directs execution of work 
Advise Counsels; suggests; gives information 
Allocate Apportions; gives; distributes 
Analyze Studies situations to discover relationships; compare and contrast 
Approve Officially sanctions; accepts ownership 
Assign Allots; fixes or designates 
Compile Gathers; collects data 
Conduct Leads; guides or directs 
Control Exercises power to stop, start, or change 
Coordinate Brings efforts into a single action 
Create Brings into existence; originates 
Develop Advances; furthers; promotes the growth 
Direct Regulates activity; authoritatively leads 
Distribute Divides among; allots 
Establish Enacts; ordains with permanence 
Evaluate Appraises; ascertains value 
Expedite Accelerates or facilitates the process 
Implement Carries into effect; applies a plan 
Maintain Provides upkeep; keeps from declining 
Monitor Check or review at regular intervals 
Perform Carries out; executes an action 
Plan Devises or projects a program or method 
Prepare Makes ready 
Provide Supplies; furnishes 
Receive Accepts possession of  
Recommend Suggests; proposes 
Reports Accounts for; makes known the result of actions 
Requests Ask for; solicits action or comment 
Retains Holds; maintains possession 
Reviews Surveys; examines 
Secure Keeps safe; obtains possession 
Submit Offers a recommendation or opinion 
Supervise Oversee and direct others 
Verify/Verifies Proves; substantiates accuracy 
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