
 

CG-5310(Series) OER Job Aid – Reported-On Officer 
 
 
 

    

 
Section 1: 
 Errors can delay processing or result in 

return of OER! 
 

 a. Last Name, first and middle initials only 
(doesn’t matter if all caps or not). 
 

 b. ROO signs last (for O4 and below). 
 

 c. Date of rank, example: 2014/07/01.  Find 
it on your CGBI ESS: 
http://cgbi.osc.uscg.mil/2.0/contentpanes/
personal_files/summary_sheet.cfm 
 

 d. Date reported, example: 2014/07/15.  
Find it on your CGBI ESS: 
http://cgbi.osc.uscg.mil/2.0/contentpanes/
personal_files/summary_sheet.cfm 
 

 e. Unit to which permanently attached.  
Find it on your CGBI ESS: 
http://cgbi.osc.uscg.mil/2.0/contentpanes/
personal_files/summary_sheet.cfm 
 

 g. Two character pay grade as of end of 
period date.  Ensure correct form per pay 
grade – it is imperative to use a “fresh” form, 
get yours at PSC-opm-3 website: 
www.uscg.mil/oer. 
 

 h. Leave blank, no longer used. 
 i.  Leave blank, no longer used. 

 
 j. Regular reporting period commences the 

day after the ending date of the previous 
regular OER or the day of commissioning, 
and ends on the date of the occasion for the 
current report.  (The period for a promotion 
OER ends on the day prior to promotion). 
 

 k. Mark the box for the occasion which has 
prompted the OER submission. See PCSINST 
M1611.1(series) for submission flowcharts. 
 

  l. If the report is not a Regular OER mark 
either special or concurrent. 
 

 m. Leave blank, no longer used. 
 

 Section 13: No longer used. 
 

 ROO completes all items NLT 21 days before 
the end of the reporting period. Print your 
ESS and include it with your OER input. 

Reported-On Officer completes section 1 
Do not use a previously used form! 
Get new a “fresh” form at www.uscg.mil/oer 
 
 

Resources & References: 
 
Officer Accessions Evaluations and Promotions; 
COMDTINST M1000.3(series) 
 
Coast Guard Officer Evaluation System Procedures 
Manual; PSCINST M1611.1(series) 
 
PSC-opm-3 website: www.uscg.mil/oer 
 
Your CGBI Employee Summary Sheet (ESS): 
CGBI> Personal tab> Skills tab>  Summary Sheet 
http://cgbi.osc.uscg.mil/2.0/contentpanes/person
al_files/summary_sheet.cfm 
 
 If your validated OER has not been received within 6 
months after submission, please inquire with CG PSC: 
Active Duty: arl-pf-cgpsc-opm@uscg.mil 
Reserve: arl-pf-cgpsc-rpm-query@uscg.mil 
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