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Contract Data – Reenlistment 

 
Introduction This guide provides the procedures for completing a reenlistment 

contract in Direct Access (DA). 

 
Reference a) Enlistments, Evaluations, and Advancements, COMDTINST 

M1000.2 (series) 

 
Information • This procedure can only be used if there has been no break in service. 

Members with a break in service of more than 24 hours will need to be 

processed under Accessions. 

• Prior to entering a Reenlistment, the member must: 

− Be a U.S. citizen, as documented by the member’s Citizenship Status 

Changes page. You will not be able to save the contract data if the 

member is not a U.S. citizen - check the status first! 

− Meet the reenlistment criteria specified in Article 1.A.5 (regular) or 

1.A.7 (reserve), Enlisted Accessions, Evaluations, and Advancements, 

COMDTINST M1000.2 (series). 

− Be recommended by the Commanding Officer for reenlistment by 

having a Career Intentions Worksheet (CG-2045) favorably endorsed. 

− Not be in receipt of retirement orders (applies to Active Duty enlisted 

members only). The only exception is for members who need 

additional obligated service to carry them over to their approved 

retirement date and are ineligible to extend their enlistment to obtain 

this additional obligated service, (i.e., they’ve already extended for 

the maximum period allowable). 

• Changes to executed contracts require approval by Commander, Coast 

Guard Personnel Service Center (epm/rpm). 

 
Known Issues • The City and State fields in the “Oath Administration Information” 

section, must be completed with the city and state where the member 

was originally accepted into the Coast Guard. This can be determined 

from the original enlistment contract from section 1 of the member's 

PDR. These fields set the “Place of Entry onto Active Duty” (PLEAD). 

The PLEAD does not change unless there is a break in service of more 

than 24 hours.  

• Home of Record (HOR) not populating - Ensure the member's HOR 

is entered in DA. If the HOR row doesn't exist, the fields on the 

contract will be blank. 

• Edits while approval is pending: Once you submit a transaction for 

approval, you must not make changes to that transaction unless you first 

withdraw the approval request, or the auditor has denied the request. 

Continued on next page 

https://media.defense.gov/2020/Feb/06/2002245088/-1/-1/0/CIM_1000_2C.PDF
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Contract Data – Reenlistment, Continued 

 
Known Issues, 

continued 
• Leave Sold: When a contract that had leave sold on it is cancelled, the 

leave will be sold again when the cancellation transaction is 

approved. PPC will need to manually adjust the leave.  When the 

cancelled contract is submitted in DA, it will be routed to PPC for 

approval. A ticket will need to be submitted to PPC informing us that a 

cancellation needs to be approved and that leave needs to be 

adjusted. You must attach all supporting documentation to the ticket. 

• State Withholding Tax (SWT) reverts back to HOR automatically 

after a REHIRE. The member can have SWT erroneously deducting if 

not caught. The SPO needs to review/update SWT when completing the 

accession and make appropriate data entries. 

Continued on next page 
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Contract Data – Reenlistment, Continued 

 
Procedures See below. 

 

Step Action 

1 Click on the Career Management tile. 

  
 

2 Select the Contract Data option. 

 
 

 

  

Continued on next page 
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Contract Data – Reenlistment, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 Enter the Empl ID, check the Include History box and click Search. 

 
 

 

 

Continued on next page 
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Contract Data – Reenlistment, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 The Search Results will display. The Reenlistment contract MUST be the next 

sequential number. For example, this member currently has two contracts, so the 

new contract will be 0003. Click the Add a New Value tab. 

 
 

5 Enter the Contract Number and click Add. 

 
 

  

Continued on next page 
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Contract Data – Reenlistment, Continued 

 
Procedures, 

continued 
 

 

Step Action 

6 The Contract Status/Content tab will display with the new contract number. Enter 

the following: 

• Contract Begin Date – Ensure it is the date of reenlistment. 

• Regulatory Region – Select Active Duty (AD) or Reserves (RSV) from the 

lookup icon. 

• Contract Content – Must be populated with a statement (reason for the 

reenlistment). 

 

NOTE: If you are completing a contract on a Reservist, you MUST add the 

following comment: Member is enlisting in the Coast Guard Reserve 

Component. Subsequently, the statement should appear on the contract 

(8.b/Remarks). 

 
 

7 Select the Contract Type/Clauses tab. 

 
 

  

Continued on next page 
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Contract Data – Reenlistment, Continued 

 
Procedures, 

continued 
 

 

Step Action 

8 The Contract Type/Clauses tab will display:  

• Effective Date – Ensure it is the correct date for the current contract. 

• Contract Type – Select Reenlistment (REN) from the lookup icon.  

 
 

9 Select the Reason/Oath Info tab. 

 
 

  

Continued on next page 
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Contract Data – Reenlistment, Continued 

 
Procedures, 

continued 
 

 

Step Action 

10 The Reason/Oath Info tab will display: 

• Contract Term Years/Months/Days – Enter the appropriate term (in years). 

• Reason – Select an option from the drop-down, IAW the Enlistments, 

Evaluations, and Advancements, COMDTINST M1000.2. This should be 

unique to each member and should reflect the reason for the service obligation. 

 
• Member’s Signature Date – Ensure it is the date of the reenlistment.  

• Name & Military Grade – Enter the Oath Administrator’s information (Last, 

First, Middle). 

• City & State – MUST ensure it is the place of initial enlistment (unless there is 

a break in service). 

 
 

  

Continued on next page 
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Contract Data – Reenlistment, Continued 

 
Procedures, 

continued 
 

 

Step Action 

11 Select the Contract Leave tab. 

 
 

12 The Contract Leave tab will display:   

• Total Leave to Sell (Days) - Enter the days of leave that the member wishes to 

sell (if applicable). Ensure they are not exceeding their Career Max 

Cumulative Sold Leave. 

 
 

 

Continued on next page 
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Contract Data – Reenlistment, Continued 

 
Procedures, 

continued 
 

 

Step Action 

13 Select the Mbr Service Dates tab. 

 
 

14 The Mbr Service Dates tab will display: Click View All to review all the Labor 

Seniority Dates for accuracy. 

 
 

  

Continued on next page 
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Contract Data – Reenlistment, Continued 

 
Procedures, 

continued 
 

 

Step Action 

15 The Contract should be printed out and signed before it is approved. 

To print, select the DD-4 Enlistment/Reenlistment option from the Career 

Management Tile. 
 

NOTE: NEW The Reenlistment contract will print off with 5 pages. The 2nd 

page is solely the instructions and not needed as part of the printout. 

   
 

16 Enter the Employee ID and select the Contract Number from the lookup icon 

(the Effective Date will auto fill) and click Create Report. 

 
 

 
 

 

Continued on next page  
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Contract Data – Reenlistment, Continued 

 
Procedures, 

continued 
 

Step Action 

17 A printable copy of the Agreement to Extend/Reextend Enlistment will display. 

Select the Printer Icon. 

 
 

NOTE: If you are using Chrome as a browser and Pop Up Blocker is enabled 

(and cannot be disabled), here is a work around to print the document. In the 

upper right hand corner of the browser, click the icon with the red x and then 

click the .pdf link and the document will open. 

 
 

 
 

  

Continued on next page  
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Contract Data – Reenlistment, Continued 

 
Procedures, 

continued 
 

 

Step Action 

18 Select the Contract Approval tab. 

 
 

19 

 

 

 

 

 

 

 

 

 

 

The Contract Approval tab will display: 

Click the Submit for Approval button. 

 
 

  

 

 


