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Creating an Advancement Certificate 

 
Introduction This guide will provide the procedures for locating and creating an 

Advancement Certificate for Enlisted Advancements. 

 
Helpful Links Guidance and eligibility requirements for enlisted advancements may be 

found on PPC’s Advancements webpage at 

https://www.dcms.uscg.mil/ppc/adv/advancement/ and EPM-1’s 

Advancements page located on SharePoint at https://uscg.sharepoint-

mil.us/sites/psc_spo/psc-epm/epm-

1/Advancements/SitePages/Advancements.aspx. 

 
  
References (a) Enlistments, Evaluations, and Advancement, COMDTINST 

M1000.2B  

(b) ACN 072/18 – JUL18 Advancement Authority for Officers in Charge 

 
Important 

Information 
Commanding Officers are authorized to frock members without 

submitting a request to EPM-2, when frocking authorization is already 

granted in a member’s PCS orders. All other frocking requests must be 

sent to HQS-DG-CGPSC-EPM-Admin@uscg.mil. 

 

In accordance with reference (b), Officers in Charge (OIC) are now 

authorized to effect advancements of enlisted personnel for pay grades E-

1 to E-3 and to sign advancement certificates for pay grades E-4 to E-6 

upon receipt of advancement authorization from CG PSC (EPM-1). 

 

E-7 through E-9 Advancement Certificates will be created by PPC 

(ADV) and mailed to the member’s unit. 

 

The Career Development Worksheet (CG-2030) signed by an OIC shall 

be considered a source document for advancement of an enlisted 

member. 

 

Continued on next page 
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Creating an Advancement Certificate, Continued 

 
Procedures See below. 

 

Step Action 

1 Log into the PSC EPM SharePoint page. Select Advancements from the EPM-1 

drop-down, located on the left side of the page. 

  
 

  

Continued on next page 
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Creating an Advancement Certificate, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 EPM-1’s Advancements page will display. 

 
 

3 Scroll to the Documents section and click the Advancement Certificates 

folder. 

 
 

   

Continued on next page 
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Creating an Advancement Certificate, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 Click on the appropriate template to create the Advancement Certificate. 
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Creating an Advancement Certificate, Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 E-2 to E-3 Advancement Certificate Template (see example in Step 6):  

Enter the member’s name in the first field, and their new paygrade in the second 

field. Use the drop-downs to select the appropriate day, month, and year. Enter 

the name, paygrade, and title of signatory. Print and Sign. 

 
 

  

Continued on next page 
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Creating an Advancement Certificate, Continued 

 
Procedures, 

continued 
 

 

Step Action 

6 Example: 
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Creating an Advancement Certificate, Continued 

 
Procedures, 

continued 
 

 

Step Action 

7 E-4 to E-6 Advancement Certificate Template (see example in Step 8):   

Enter the member’s name in the first field, and their new paygrade in the second 

field. Use the drop-downs to select the appropriate pronoun, component, day, 

month, and year. Enter the location of the unit/advancement. Enter the name, 

paygrade, and title of signatory. Print and Sign. 

 
 

  

Continued on next page 
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Creating an Advancement Certificate, Continued 

 
Procedures, 

continued 
 

 

Step Action 

8 Example: 

 
 

  

Continued on next page  
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Creating an Advancement Certificate, Continued 

 
Procedures, 

continued 
 

 

Step Action 

9 E-7 through E-9 Advancement Certificates will be completed by PPC (ADV) in 

accordance with reference (a). 

Example: 

 
 

  

 


