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C. Purpose 
 
Coast Guard Mutual Assistance is organized exclusively for charitable and 
educational purposes consistent with the Section 501(c)(3) of the Internal Revenue 
Code and may make expenditures for one or more of these purposes: 
 

 To relieve the distress of eligible personnel of the United States Coast Guard 
by providing financial aid, in time of certain emergency, housing, and medical 
needs 

 
 To provide for educational assistance to eligible personnel of the United 

States Coast Guard 
 

 To perform any other activities or services necessary or desirable to carry out 
such purposes to the extent permitted by the Code, or the corresponding 
provision of any future United States Internal Revenue law 

 
Coast Guard Mutual Assistance aspires to provide financial stability and promote the 
general well being of the people it serves.  In general, assistance is provided through 
counseling, financial grants, interest-free loans, and other related means. 
 

D. Mission 
 
Coast Guard Mutual Assistance strives to promote financial stability and general well 
being of the people it serves. 
 

E. Vision 
 
As a recognized leader in promoting financial stability for its clients, Coast Guard Mutual 
Assistance will seek to empower the Coast Guard family in meeting future financial 
challenges. Through partnerships with other assistance providers, we will deliver 
innovative financial assistance in response to emerging Coast Guard family needs. We 
will ensure that we are always ready, and always there as a critical safety net in times of 
financial need. We will truly look after our own. 
 

F. Goals 
 
While giving strong consideration to the fiscal constraints imposed upon the 
organization, CGMA will provide maximum assistance to the largest number of 
individuals, expanding and improving current programs, removing or easing 
restrictions, and increasing limits. 
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Retired Civilian Employees: 
 
Inactive Reserve Members: 
 

 Individual Ready Reserve (IRR) 
 Standby Reserve (Inactive Status) 

 
Former Spouses:  Individuals who are no longer legally married to the CGMA 
sponsor (See paragraph 3-B-3 for information concerning Marital Separation).  
This includes those who may retain certain privileges and dependent 
identification cards.  However, emergency assistance on behalf of a dependent 
child of the CGMA sponsor, in custody of a former spouse, may be justified in 
certain circumstances.  These dependent children may also be eligible for 
certain CGMA Education Programs. 
 
Non-Family Members:  Individuals who are not related or married to the 
CGMA sponsor.  This may include boyfriends, girlfriends or other non-family 
members.  Non-family members, whether or not they are living with the 
CGMA sponsor, are not generally authorized to receive assistance.  Nor are 
the CGMA sponsors authorized to receive assistance on their behalf.  
However, limited assistance due to the death or critical medical condition of 
the CGMA sponsor may justify giving assistance directly to a non-family 
member.  (See paragraph 3-B-3 for additional information.) 
 
Contractors and Sub-Contractors:  Employees of private companies working 
with the Coast Guard. 
 
On the CGMA Restricted List:  Individuals on the CGMA Restricted List are 
not eligible to receive any assistance without approval by CGMA-HQ.  (See 
paragraph 6-D-3 for additional information concerning the CGMA Restricted 
List.) 

 
Additional eligibility limitations and guidelines are also included with each 
program description.  (See paragraph 3-B-3 for Eligibility under Special 
Circumstances.) 
 

2. Verification of Eligibility 
 
Each person who requests assistance must provide valid identification. 
 
Prior to providing assistance, Representatives must verify each individual’s status.  
This can be accomplished by checking their military, civilian or auxiliary 
identification card.  DEERS enrollment can also be used to verify military 
dependency status. 
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Using the CGMA Case Management Program (CGMA-CMP) or the Restricted 
List provided by CGMA-HQ, Representatives must also verify that the individual 
is not on the CGMA Restricted List. 
 

Note: Individuals on the Restricted List are not eligible for any assistance without 
approval by CGMA-HQ.  (See paragraph 6-D-3 for additional information 
concerning the CGMA Restricted List.) 
 

3. Eligibility Under Special Circumstances 
 
CGMA Sponsor not available:  When the CGMA sponsor is not available due to 
being TAD, underway, on a remote assignment or stationed away from their 
family, and the spouse of the CGMA sponsor requests assistance: 
 
The CGMA sponsor should be contacted prior to providing assistance to 
coordinate and approve the request.  With the CGMA sponsor’s approval, the 
spouse will have the same eligibility to receive assistance as the CGMA sponsor. 
 
However, if time or other constraints prevent contacting the CGMA sponsor prior 
to providing assistance, then assistance may be provided to the spouse as follows: 

 
 Spouse does not have Power of Attorney (POA):  After verifying the need, 

emergency assistance of up to $300 may be provided to prevent privation 
(food, eviction, loss of utilities). The CGMA sponsor must be contacted to 
approve any additional assistance 
 

 Spouse has Power of Attorney (POA):  Unless restricted by the POA, the 
spouse will have the same eligibility to receive assistance as the CGMA 
sponsor.  If the POA does contain restrictions, the spouse may be eligible 
to receive assistance up to the limits specified.  The CGMA sponsor's 
signature on the POA constitutes approval for any assistance up to the 
specified limit.  The CGMA sponsor must be contacted to approve 
assistance beyond limits imposed by the POA 

 
 Spouse has Pre-Authorization Form (CGMA Form 16):  Unless restricted 

by the Pre-Authorization Form, the spouse will have the same eligibility to 
receive assistance as the CGMA sponsor.  If the Pre-Authorization Form 
does contain restrictions, the spouse may be eligible to receive assistance 
up to the limits specified.  The CGMA sponsor's signature on the Pre-
Authorization Form constitutes approval for any assistance up to the 
specified limit.  The CGMA sponsor must be contacted to approve 
assistance beyond limits imposed by the Pre-Authorization Form 

 
 CGMA Sponsor Refuses Request:  Generally assistance will not be 

provided in cases where the sponsor refuses to approve assistance or 
accept responsibility to repay any loan given.  However, depending on the 
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situation after verifying need, a minimum amount of emergency assistance 
(not to exceed $300) may be provided to prevent privation (food, eviction, 
loss of utilities), stabilize the situation, and allow time for social service 
support and other long-term arrangements.  Command involvement is 
required.  Assistance will normally be limited to a one-time basis and must 
contribute to resolving the problem 

 
CGMA Sponsor in Confinement:  When a CGMA sponsor is in confinement, 
assistance may be provided to assist immediate family members.  After verifying 
need, emergency assistance may be provided to prevent privation (food, eviction, 
loss of utilities), stabilize the situation, and allow time for social service support 
and other long-term arrangements.  Command involvement is required.  
Assistance will normally be limited to a one-time basis and must contribute to 
resolving the problem. 
 
CGMA Sponsor AWOL or Declared a Deserter:  When the CGMA sponsor is 
AWOL or has been declared a deserter, assistance may be provided to assist 
immediate family members.  After verifying need, emergency assistance may be 
provided to prevent privation (food, eviction, loss of utilities), stabilize the 
situation, and allow time for social service support and other long-term 
arrangements.  Command involvement is required.  Assistance will normally be 
limited to a one-time basis and must contribute to resolving the problem. 
 
Marital Separation:  When the CGMA sponsor is unwilling to provide support for 
an immediate family member.  After verifying need, emergency assistance may 
be provided to prevent privation (food, eviction, loss of utilities), stabilize the 
situation, and allow time for social service support and other long-term 
arrangements.  Command involvement is required.  Assistance will normally be 
limited to a one-time basis and must contribute to resolving the problem. 
 
Abusive Situation:  In a verified abuse situation, emergency assistance may be 
provided to an immediate family member to prevent privation (food, eviction, loss 
of utilities), stabilize the situation, and allow time for social service support and 
other long-term arrangements.  Command involvement is required.  Assistance 
will normally be limited to a one-time basis and must contribute to resolving the 
problem. 
 
Death or Critical Medical Condition of the CGMA Sponsor:  Emergency 
assistance may be given to immediate family members when a CGMA sponsor 
has died or is seriously ill.  Assistance may be given for necessary emergency 
travel, food, lodging and incidental expenses associated with the death or critical 
illness of the CGMA sponsor.  When need has been verified, this assistance may 
also be extended to other family members.  Assistance will normally be limited to 
the parents of the CGMA sponsor or the parents of the CGMA sponsor's spouse, 
but when appropriate, may include other family members.  When justified and 
supported by the Command, and a verified need exists, this assistance may be 
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provided to a Non-family member who has maintained a long-term, live-in, 
relationship with the CGMA sponsor. 
 
Pending Discharge or Separation or Termination:  Assistance to otherwise eligible 
individuals who are pending discharge, separation or termination of employment 
from the Coast Guard will be limited to an amount essential for basic needs. 
 
End of Obligated Service:  In the case of a client whose obligated service is 
scheduled to end before a loan could be repaid, non-emergency assistance may be 
given only if the client is expected to remain with the Coast Guard after the end of 
the current enlistment or obligation.  In an emergency situation the assistance may 
be given when appropriate, even if the client is not expected to remain with the 
Coast Guard. 
 

Note: All separating clients should be advised that CGMA would continue to recover all 
outstanding loans.  (See section 5-B for additional information concerning 
repaying CGMA loans.)  Individuals facing financial hardship following 
separation may consider applying to have their loan converted into a grant in 
accordance with section 5-F. 
 

4. Exceptions 
 
It is not feasible to anticipate all possible situations that can occur.  There will be 
times an exception to normal CGMA policy concerning eligibility may be 
justified.  (See section 4-E for additional information concerning exceptions to 
CGMA policy, prior to providing financial assistance to non-eligible individuals.) 
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q. Immigration Fees 
 
Assistance may be provided when clients are required to pay major, 
unexpected, immigration fees that are beyond their financial ability using their 
own resources.  Assistance will be limited to the immigration fees associated 
with the client or their immediate family members.  (See paragraph 3-B-1-a 
for additional information concerning definition of immediate family 
members.) 
 
Assistance under this section may not be provided to assist with any 
associated travel expenses that may exist.  (See paragraphs 3-C-2-c and  
3-C-3-b for additional information concerning travel expenses.) 
 
Assistance will be in the form of a loan and will not exceed the actual 
immigration fees required.  Grants or a combination of a loan and grant will 
not be considered in these situations. 

 
4. Medical and Dental Assistance 

 
The cost of medical and dental care can be expensive.  It is an expense that clients 
must anticipate and plan for.  CGMA believes that everyone should arrange for, 
and maintain, adequate health, insurance, including supplemental insurance, for 
themselves and their family as part of their normal budget.  Clients should not 
consider CGMA as an alternative to being adequately insured.  Loans, grants, and 
loans converted into grants are not automatic and should not be expected in lieu of 
adequate insurance. 
 
Recurring requests may indicate poor money management or that a more serious, 
financial problem exists, indicating a need for long-term financial counseling and 
budgeting assistance.  (See paragraph 3-C-6 for additional information concerning 
financial counseling and debt management.) 
 
Due to the nature of casework, it is not feasible to anticipate all possible situations 
that can occur.  There will be times an exception to normal CGMA policy may be 
justified.  (See section 4-E for additional information concerning exceptions to 
CGMA policy, prior to providing financial assistance.) 
 
Certain eligibility and assistance restrictions apply to medical and dental 
assistance as outlined below. 
 
a. General 
 

Routine medical and dental bills, including patient's cost share, are like other 
expenses a client may have and are expected to be paid utilizing their own 
resources.  Large, unexpected, emergency medical and dental expenses 
however, are not normally anticipated in an individual's or family's budget.  
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Medical and dental assistance from CGMA will be limited to those 
extraordinary, unexpected, emergency situations where, after careful planning 
and budgeting, a demonstrated financial need remains, after having utilized all 
available resources. 
 
Assistance may be provided to help with immediate needs when a client or 
their immediate family members are affected by a medical or dental 
emergency.  While CGMA cannot act as an insurance company, CGMA can 
provide assistance to help our clients through the emergency and reestablish 
their normal lifestyle for expenses not covered for by TRICARE, the Coast 
Guard, other government agencies, private insurance coverage (including 
TRICARE supplements), or other organizations.  The need for assistance must 
be evaluated on a case-by-case basis.  Each client's financial circumstances are 
different, and each case must be considered on its own merits and 
demonstrated financial need. 
 
Medical and dental assistance is not to be provided to clients who have the 
ability to pay for their medical and dental needs using their own resources, but 
prefer to use an interest-free loan from CGMA, while using their own funds 
for other purposes.  When appropriate, clients will be expected to pay for a 
portion of the medical or dental costs from their own resources with CGMA 
providing the remainder of needed funds. 
 
Providing assistance for medical and dental expenses should comply with the 
following guidelines: 
 

b. Use of Private Insurance, TRICARE and Supplements, and Other 
Resources 
 
Assistance from CGMA is not automatic and clients should not consider 
CGMA as an alternative to being adequately insured. 
 
All clients are expected to pay for their medical and dental expenses utilizing 
their own resources.  Because the cost of treatment and care can cause serious 
financial problems, CGMA strongly encourages eligible military members to 
enroll in TRICARE Prime, or other available options, and obtain TRICARE 
supplemental insurance.  Other clients are strongly encouraged to obtain 
private insurance.  These programs are available to enhance medical 
protection and defray out-of-pocket medical expenses.  All clients are also 
strongly encouraged to obtain adequate dental insurance for themselves and 
their families, whether through government programs or through private 
insurance coverage. 
 
Additionally, clients are encouraged to use government and military medical 
treatment and health facilities when available, along with Social Security and 
Medicare benefits for those eligible.  Clients should also seek assistance from 
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federal, state, local and community sources, along with public and private 
organizations, many of which are listed with the Combined Federal Campaign 
(CFC), and may be available to assist. 
 
In cases of documented need, CGMA can assist with the initial payment of 
obtaining private insurance or supplemental insurance and TRICARE 
enrollment fees.  (See paragraph 3-C-3-e for additional information 
concerning assistance to obtain insurance.) 
 

c. Authorized Assistance 
 
Assistance under this provision is generally authorized for unexpected or 
extraordinary medical, dental and incidental expenses by providing assistance 
as discussed below.  Assistance from CGMA is not to be used on a frequent 
basis to supplement TRICARE or other private insurance. 
 
Medical, dental, or hospital expenses must be medically required, not elective.  
In all cases, the client must have a demonstrated financial need for assistance 
after utilizing all available resources.  Assistance may be provided for clients 
and their immediate family members only.  Assistance will not normally be 
provided for other family members or non-family members.  (See paragraph 
3-B-1-a for additional information concerning individuals generally eligible to 
receive assistance.) 
 
Provider Won't Proceed Without Payment:  Assistance may be provided when 
emergency treatment is needed and partial payment or a down payment is 
required for treatment to be received.  This includes times when the provider 
will not proceed with a required medical or dental procedure before payment 
is received, or when the provider demands payment prior to completion of 
processing TRICARE or insurance claims. 
 
Mental Health and Family Counseling:  Serious mental health and domestic 
problems hurt the client's family and the client's work performance.  Free, or 
fully covered (by TRICARE or private insurance) professional counseling is 
not always available from Coast Guard, other government agencies, or local 
community sources.  In cases where counseling is deemed necessary for the 
client or immediate family member, CGMA may provide assistance to fund 
such services not covered by TRICARE or private insurance.  A qualified 
professional, such as a doctor or Family Advocacy Program authority, must 
deem counseling necessary.  In an established family advocacy case where a 
Coast Guard member is charged with abuse, the immediate family member 
may apply for assistance. 
 
Patient's Cost Share:  Most requests for medical or dental assistance are for 
the patient's cost share of the bill that remains after the TRICARE or private 
insurance payment has been made.  While it is the client's responsibility to 
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pay the cost of all routine medical and dental bills, including the patient's cost 
share, assistance may be given to help a member only when the overall cost of 
obtaining necessary medical and dental treatment creates a serious financial 
hardship, preventing the client from paying these costs from their own 
resources. 
 
Durable Medical Equipment:  When not covered by TRICARE, private 
insurance, the government, or other sources, assistance may be provided to 
purchase or rent required durable medical equipment that is necessary to 
sustain an ill or disabled family member's major life activities.  A doctor must 
attest to the medical need for the item, and that the device is essential for 
health and welfare of the patient.  Documentation is also required to show that 
TRICARE, private insurance, the government, or other sources will not 
authorize assistance.  Examples of special or durable medical equipment 
include:  wheelchairs, respirators, crutches, and canes.  Assistance may also 
be provided for necessary modifications to the client's home, such as shower 
benches and ramps for home access. 
 
Prosthetic Devices:  Devices such as orthopedic shoes, hearing aids, 
spectacles, artificial limbs, implants, orthopedic appliances and braces are 
generally authorized benefits under TRICARE (including the TRICARE 
Program for the Handicapped) and other insurance programs.  Clients with a 
requirement for such devices should consult with the TRICARE Health 
Benefits Advisor or their insurance provider to see if the specific device is 
covered.  Assistance from CGMA may be considered in cases documented by 
a statement from a doctor or other medical authority attesting that the device 
is essential for the health and welfare of the individual, and when TRICARE, 
private insurance, the government, or other sources will not authorize 
payment. 
 
Rehabilitation Care, Nursing Care, Home Care, or Respite Care:  Assistance 
may be provided to help with the cost of a caregiver needed to provide 
temporary care for a client or immediate family member with special medical 
needs.  This assistance may be provided when the client or immediate family 
members are not able to perform required rehabilitation, nursing, home, or 
respite care.  Assistance may be provided for expenses for a family member to 
travel to the client's home (see paragraph 3-C-4-e for additional information) 
or for a professional caregiver to provide up to 40 hours care.  This short-term 
assistance is intended to allow the family time to develop other resources to 
handle the situation.  Assistance from CGMA may be considered in cases of 
documented financial need when supported by a statement from a doctor or 
other medical authority attesting that the services are essential for the health 
and welfare of the individual, and when TRICARE, private insurance, the 
government, or other sources will not authorize assistance. 
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d. Dental Expenses 
 
In the same manner as medical expenses, clients are expected to pay for their 
routine dental care utilizing their own resources.  Because the cost of 
treatment and care can cause serious financial problems, CGMA strongly 
encourages clients to obtain adequate dental insurance for themselves and 
their families, whether through government programs or through private 
insurance coverage.  In addition to the eligibility and assistance restrictions 
above, the following applies to cases involving dental expenses: 
 
Authorized Assistance:  Assistance from CGMA will be limited to essential 
services that are medically necessary and for emergency treatment, not for 
routine or cosmetic dental expenses.  Assistance may also be provided when 
treatment is medically required and the dentist requires a down payment.  
Assistance may be provided where, after careful planning and budgeting, and 
after utilizing all available resources, a demonstrated financial need remains. 
 
Orthodontia:  Assistance for orthodontic treatment may be provided only 
when such treatment is required for medical reasons, not cosmetic reasons.  
The client's budget must support a monthly payment to the orthodontist and 
CGMA. 
 
Long-Term Care:  Assistance may be provided when long-term treatment is 
needed to correct or prevent a serious physical handicap or disfigurement.  
Assistance may also be provided when treatment involves a significant down 
payment that the client cannot afford and the dentist requires the payment 
before treatment may begin.  Clients should be able to make payment 
arrangements with the dentist for the remainder of the treatment. 
 

e. Travel, Transportation and Incidental Expenses 
 
Assistance may be provided for extra living expenses, including necessary 
travel, meals, lodging, childcare and incidental expenses associated with an 
emergency medical situation or treatment.  Assistance may be provided when 
the client or immediate family member is in the hospital, after returning home, 
or when receiving treatment, including drug and alcohol rehabilitation, at a 
distant facility.  A doctor's statement is needed to verify the need for distant 
care or to justify the travel of family members. 
 
To minimize expenses when receiving treatment at a distant location, clients 
are encouraged to use government facilities and private charitable 
organizations, such as the Ronald McDonald House program, when available. 
 
This assistance may be provided when a client has a demonstrated need for 
financial assistance after other forms of assistance have been exhausted or 
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while waiting for reimbursement from the government, private insurance or 
other sources. 

 
Note: Active duty members and non-active duty members enrolled in TRICARE 

Prime may be entitled to travel benefits under the TRICARE Prime Specialty 
Care Travel Benefit Program. 
 
See paragraph 3-C-2-c for additional information concerning emergency 
travel. 
 

f. Special Situations Requiring Board of Control Approval 
 
When fully warranted, justified, and supported by the Representative and 
Executive Director, the following types of well-documented cases may be 
submitted to the Board of Control for consideration.  The Board of Control 
will consider each request on a case-by-case basis. 
 
Elective or Experimental Care:  Elective or experimental care, as defined in 
the TRICARE regulations. 
 
Alternative Treatment:  Clients who are eligible to receive treatment covered 
by TRICARE, private insurance, government or military medical treatment 
facilities, etc. and choose not to participate in their use, including: 
 

 Receiving treatment outside of the approved program 
 
 Choosing a nonparticipating provider over a participating provider 
 
 Turning down available care 
 
 Choosing a civilian facility over an available military or government 

treatment facility 
 
 Choosing alternative treatment over conventional treatment 
 
 Traveling to a distant location in lieu of available local care 

 
Vehicle Modifications and Purchasing Vehicles:  Many federal, state and local 
agencies, along with various charities and the major automobile manufactures 
have programs for handicapped individuals.  This may include assistance for 
necessary modifications to, or the purchase or lease of, a vehicle for 
handicapped individuals.  Assistance may also be available for lift 
modifications, transport vehicles, vehicle wheelchair lifts, and vehicle hand 
control adaptations.  If a client's needs have not been met by other sources, 
CGMA assistance may be considered for these items when: 
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 A doctor or other medical authority documents the need for the 
required medical equipment 
 

 The item is not covered by TRICARE, private insurance or other 
sources 
 

 The client has provided thorough information concerning other sources 
they have researched prior to requesting assistance 
 

 The client has a documented need for assistance after all other 
resources have been researched and utilized 

 
Additional Situations:  Requests for assistance for any of the following 
situations are to be forwarded to the Board of Control for consideration prior 
to providing assistance. 
 

 Organ Transplants 
 Angel Flights 
 Major Transplant Surgeries 
 Costs to Donate Organs 
 Chronic or Long-Term Illness 
 Catastrophic Medical Expenses 

 
g. Not Authorized 

 
Except as previously discussed, requests for assistance for any of the 
following items will not normally be considered for assistance: 
 

 Abortions 
 Cosmetic surgery or treatment 
 Infertility treatment 
 In-vitro fertilization (IVF) 
 Preventative care 
 Routine bills 
 Routine care 

 
There will be times an exception to normal CGMA policy may be justified.  
(See section 4-E for additional information concerning exceptions to CGMA 
policy, prior to providing financial assistance.) 
 

h. Special Considerations, Supporting Documentation, Summary 
 
Due to the nature of medical and dental expenses, it is important that requests 
are for medically required procedures, well documented, and all available 
resources have been utilized prior to providing assistance from CGMA.  These 
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requirements are not intended to make it more difficult for a client to receive 
assistance, but are intended to make sure the client receives all available 
assistance to help them with what may otherwise be overwhelming medical or 
dental bills.  It is important that the client understands that the completion of 
the following items is necessary for Mutual Assistance to accurately and 
properly determine the appropriate amount of assistance that may be provided. 
 
Filing with TRICARE, Medicare, Insurance, and Other Sources: 
Clients are to file claims with their own medical and dental providers prior to 
requesting assistance from CGMA.  This may include TRICARE, the 
TRICARE Program for the Handicapped, TRICARE supplemental insurance, 
other private insurance, Social Security, Medicare, other federal, state, local 
and community sources, along with public and private charitable 
organizations, and other sources as appropriate. 
 
Prior to providing assistance, Representatives are to verify that the client has 
submitted claims to their own medical and dental providers.  In the case of 
military clients, Representatives are to check with their Health Benefit 
Advisor (HBA) to make sure all government sources have been utilized and 
alternatives exhausted.  For other clients, Representatives are to check with 
the appropriate insurance provider's administrator to verify all claims have 
been processed and benefits determined.  Representatives should also contact 
the Family Advocacy Program, as appropriate, to insure all available 
resources have been researched and utilized. 
 

Note: In cases where TRICARE or private insurance providers have disapproved the 
claim or paid substantially less than the full amount, Clients are to be advised 
to appeal or resubmit their claim.  This may include working with the HBA or 
insurance provider and submitting any necessary documentation or 
explanation necessary to reprocess the claim. 
 
Requests for Waivers, Reductions of Costs, Humanitarian Boards: 
Many hospitals and other service providers have procedures in place to assist 
clients with large medical and dental expenses, where it appears the client 
does not have the resources necessary to pay the entire amount of the bill.  
This is particularly true at large hospitals, university hospitals and hospitals 
associated with a charitable or religious organization.  Many doctors and 
clinics also provide relief to clients who are unable to pay the full amount for 
services.  As appropriate, Representatives are to advise the client to inquire 
into the possibility of reducing or eliminating large expenses for services. 
 

Note: Care and discretion must be used so as not to indicate that CGMA will be 
willing to pay any outstanding bill on the client's behalf.  The service 
provider's decision to provide relief must be based on the client's ability to pay 
the medical or dental bills using their own resources. 
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Supporting Documentation:  In addition to items normally required when 
requesting assistance (see paragraph 3-D-5 for additional information 
concerning required documentation when requesting assistance), the client 
must supply the following items: 
 

 A statement from a doctor or other medical authority attesting that the 
services are medically required and essential for the health and welfare 
of the individual 

 
 A copy of each applicable medical or dental statement and bill 

 
 An Explanation of Benefits (EOB) received from TRICARE or private 

insurance companies for each statement or bill, showing the amount 
claimed and the amount paid, along with the patient's responsibility 

 
 Copies of any denials or reduced benefits received from TRICARE, 

private insurance companies, the government or other sources 
 
 Copies of appeals, when required, along with the response from 

TRICARE or private insurance companies 
 
 In cases where assistance is needed before the doctor will provide 

treatment - a letter from the doctor or other medical authority 
explaining the treatment, the estimated total amount and the amount 
required to proceed 

 
 When travel is involved for treatment at a distant location - a doctor's 

or other medical authority's statement to verify the need for distant 
care or to justify the travel of family members 

 
 Client's statement as to all other sources they have researched, along 

with any responses received from those sources indicating what, if 
any, assistance they will provide or if they disapproved the request 

 
 Copies of any humanitarian requests made for waivers, reductions of 

costs or elimination of expenses for services 
 
 Client's statements showing complete financial disclosure along with 

other debt due to, or caused by, the medical or dental situation 
 

i. Additional Guidance and Limits on Amount of Assistance Which May Be 
Provided 
 
The following guidance is to be used by Representatives when considering 
medical and dental cases.  Answering each of the following questions will 
expedite case decisions. 
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 Has the client exhausted all primary sources of medical and dental 
coverage, such as TRICARE, supplemental insurance, private 
insurance, military treatment facilities, etc? 

 
 Has it been determined if there are other providers that may be able to 

provide assistance, including Social Security, Medicare, private 
insurance, other nonprofit organizations (Easter Seals, Kidney 
Foundation, United Way etc.)?  If so, has the client applied, if not, why 
not?  This is especially important when long-term or permanent 
treatment is required 

 
 Is the medical or dental expense due to the client's choice of care 

facility?  For example:  the client chooses a nonparticipating civilian 
provider instead of a TRICARE participating provider, or client 
chooses a civilian facility instead of a military treatment facility 

 
 Is the medical or dental expense elective or experimental? 
 
 Is the medical or dental expense a TRICARE or private insurance 

covered benefit? 
 
 Does the member have other debt due to, or caused by, this medical 

situation? 
 

Assistance for medical and dental expenses will normally be in the form of a 
loan.  A grant, a combination of a loan and grant, or converting a loan into a 
grant may be considered only when circumstances indicate that providing a 
loan will offer little prospect of real help, and repaying a loan would result in 
a serious financial hardship on the family.  Full financial disclosure will be 
required demonstrating the need for a grant vs. a loan. 
 
Assistance for items covered by insurance or government reimbursement will 
only be given as a loan until reimbursement has been received.  Loans must be 
repaid in full upon receipt of the reimbursement.  Extended repayment over 
several months is not authorized.  Clients must be cautioned that repayment of 
the CGMA loan will not be postponed indefinitely.  When reimbursement 
from other sources is not received within 90 days, the client will be expected 
to repay the CGMA loan, either lump sum, provided the client can afford to 
do so, or with monthly repayments within the client's ability to repay.  In all 
cases, repayment must start within three months following the receipt of the 
assistance provided by CGMA. 
 
Additionally, the Board of Control has established $30,000 for loans and 
$15,000 for grants as a maximum cap of assistance that may be provided to 
any client or family for medical or dental expenses. 
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5. Housing Assistance- Establishing a Household 
 
CGMA funds may be used to assist clients who have demonstrated a financial 
need, obtain housing and establish a household when moving to a new area.  
Housing assistance may be provided to help with settlement charges when 
purchasing a home, or for deposits when renting.  Assistance may also be 
provided for the cost of establishing utilities. 
 
Recurring requests may indicate poor money management or that a more serious, 
financial problem exists, indicating a need for long-term financial counseling and 
budgeting assistance.  (See paragraph 3-C-6 for additional information concerning 
financial counseling and debt management.) 
 
Due to the nature of casework, it is not feasible to anticipate all possible situations 
that can occur.  There will be times an exception to normal CGMA policy may be 
justified.  (See section 4-E for additional information concerning exceptions to 
CGMA policy, prior to providing financial assistance.) 
 
a. General 

 
Certain eligibility and assistance restrictions apply to both purchase and rental 
assistance and are outlined below: 
 

 Housing assistance is intended to help clients establish a household.  
Assistance for clients who are having trouble paying expenses 
associated with maintaining their household (mortgage payments, rent, 
utilities) should be considered under paragraph 3-C-3-i 

 
 Housing assistance may be provided when a financial hardship 

remains after all government entitlements the client or family may be 
entitled to have been utilized 

 
 Housing assistance is not to be provided to clients who have the ability 

to pay for their housing needs using their own resources, but prefer to 
use an interest-free loan from CGMA, while using their own funds for 
other purposes.  When appropriate, clients will be expected to pay for 
a portion of the housing costs from their own resources, with CGMA 
providing the remainder of needed funds 

 
 Housing assistance may not be provided to clients required to live in or 

utilize government furnished quarters 
 

 Housing assistance may be provided up to 30 days in advance of 
anticipated closing or move-in date 
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 Housing assistance will generally be provided to a client or family on a 
one-time basis 

 
 Prior to providing assistance, Representatives must verify that the 

client and immediate family members will occupy the housing and that 
it is properly insured.  This includes homeowners insurance (generally 
required and verified by the mortgage company) for those purchasing 
and renters insurance for those renting.  CGMA will not normally 
provide assistance to obtain uninsured housing, whether it is rented or 
purchased.  (See paragraph 3-C-3-e for additional information 
concerning insurance.) 

 
Additional eligibility and assistance restrictions, specific to each type of 
housing assistance, also apply and are included with the program description. 
 

b. Purchase Assistance 
 
Purchase assistance is intended to help career-minded Coast Guard members, 
who would otherwise be unable to purchase a residence in the local 
community, purchase a home for themselves and their family, by providing a 
loan to help pay for settlement charges associated with purchasing a residence. 
 
All requests for purchase assistance, regardless of amount, must be reviewed 
and approved or disapproved by the Executive Director.  When all required 
items have been received, the complete package, including a recommendation 
from the local CGMA Representative, will be forwarded to CGMA-HQ, in 
accordance with paragraphs 4-B-8-f and 4-C.  In no situation will purchase 
assistance be given as a grant or exceed $6,000.00 to any client or family. 
 
In addition to those eligibility and assistance restrictions indicated in 
paragraph 3-C-5-a, the following eligibility and assistance restrictions apply 
when providing purchase assistance to establish a residence. 
 
Authorized Purchase Assistance:  Assistance with settlement charges may be 
provided when the client has moved to a new area as the result of receiving 
permanent change of station orders from the Coast Guard, is purchasing a 
residence in the local area of the new location, and has a demonstrated 
financial need for assistance after all government entitlements have been 
utilized.  Purchase assistance may also be provided to assist military members 
pending retirement, and those recently retired, who are purchasing a home 
during their transition into retirement. 
 

Note: When determining if a client has a financial need for purchase assistance, 
consider all personal assets (cash, savings, money market accounts, 
certificates of deposits, stocks and bonds, etc.) that the client has available to 
assist them with obtaining their new home.  CGMA recognizes that clients 
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may need these assets to qualify for their home and may use a portion of their 
assets for down payments and for necessary expenses after moving into the 
home.  To qualify for purchase assistance clients are not expected to liquidate 
all of their reserve assets or long-term investments such as children's college 
funds, IRAs etc.  However, when appropriate funds are available, clients are 
expected to pay for a portion of the settlement charges from their own 
resources, with CGMA providing the remainder of needed funds.  The amount 
of assistance from CGMA cannot exceed the difference between the client's 
available funds and total settlement charges. 
 
Not Authorized:  Purchase assistance will not be provided to purchase 
investment property, provide a down payment or for escrow funds.  The client 
must be able to qualify for the purchase of the home without CGMA funds.  
Anticipated funds from CGMA must not be used to qualify the client for the 
purchase of the home (by showing the funds in the bank or as a deposit). 
Purchase assistance will not be provided to separate clients from their family, 
for relocations due to divorce or separation, or interfere with Coast Guard 
rotation policy. 
 
CGMA will not provide mortgage funds, hold mortgages or accept homes or 
titles to homes as collateral for a loan. 
 
Types of Authorized Residences:  Authorized residences may include single 
family dwellings, detached houses, modular homes, mobile homes, or a 
single-family unit of a townhouse, duplex or condominium, that the client and 
their immediate family plan to buy and will occupy as their primary 
residence. 
 
Additional notes concerning mobile homes: 
 

 They must be of a type that will be permanently located at the site 
 They may be purchased with or without land 
 Settlement charges may include delivery, installation, skirting, 

leveling, tie-down and other setup fees 
 
Types of Residences Not Authorized:  Travel trailers, recreational vehicles 
(RV's), and houseboats do not qualify for assistance, even though they are 
intended as the client's primary residence. 
 
Local Area:  The residence must be in the local commuting area of the 
permanent duty station.  This is normally defined as the residence that the 
client commutes from on a daily basis to the duty location. 
 
Purchase of Land:  The purchase of land that does not include an eligible 
residence is not authorized.  Assistance for authorized settlement charges may 
be provided to purchase land only when it is included in the price of building 
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a house or placing a mobile home on the land.  Building or delivery must be 
scheduled to start right away, not at some future date. 
 
Building vs. Buying:  Assistance for authorized settlement charges may be 
provided when building a house vs. buying an existing house.  Assistance may 
be provided upon closing and not in advance.  It should be noted that in many 
cases, the builder will pay or have an allowance for settlement charges at no 
cost to the client. 
 
Transition into Retirement:  Assistance for authorized settlement charges may 
be provided to aid active duty members who are pending retirement and those 
recently retired, who are purchasing a home as part of their transition into 
retirement.  Assistance may be provided for their initial retirement home 
within 12 months following retirement. 
 
Clients Who Own another Residence:  Assistance will not be authorized for a 
client who owns another residence in the same local area as the new residence.  
Assistance will not normally be authorized for a client who owns another 
residence outside of the local area.  Exceptions may be considered for a client 
who has a residence in a distant location who has made, and continues to 
make a good faith effort to sell the residence and who, at no fault of their own, 
has been unable to do so due to market conditions.  The client must provide 
proof (real estate listings, contract with realtor, appraisal, etc.) that they are 
actively marketing the property and will be required to repay, in lump sum, 
any purchase assistance they receive if they take their prior residence off the 
market.  Assistance will not be provided if the client does not intend to sell 
their prior residence. 
 
Sale of Residence - Expenses, Loss of Value:  Assistance will not be 
authorized to assist a client with the expenses normally associated with the 
sale of a residence.  Exceptions may be considered in cases where the client 
has made a good faith effort to sell the residence but, due to lower market 
values, was unable to sell the home at an amount that would cover the closing 
costs, and the client does not have the ability to pay these costs using their 
own resources.  The sale of the home must have been the result of the client 
having to move due to receipt of permanent change of station orders from the 
Coast Guard.  The client must provide proof (real estate listings, contract with 
realtor, appraisal, original purchase amount, improvements, etc.) that they 
actively marketed the property at a fair price and must demonstrate a financial 
need for assistance.  Assistance will be limited to the amount actually needed 
by the client at the time of closing after the client has exhausted all other 
resources. 
 
Supporting Documentation:  In addition to items normally required when 
requesting assistance, the client must supply a copy of the settlement 
statement (HUD-1 form) or Good Faith Estimate and a copy of their PCS 
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orders.  (See paragraph 3-D-5 for additional information concerning required 
documentation when requesting assistance.) 
 

Note: The lender, builder or mortgage company must supply the buyer with a HUD-
1 form prior to closing.  If the client does not have a HUD-1 form at the time 
they are requesting assistance, they should ask their realtor or builder to 
provide a Good Faith Estimate, which may be used until the HUD-1 form is 
received.  Items on the Good Faith Estimate must relate to the items 
authorized on the HUD-1 form. 
 
Authorized Settlement Charges:  Assistance may be provided for settlement 
charges that will actually be paid by the buyer, at closing, as indicated on the 
HUD-1 form.  These settlement charges may include all items listed in the 
column "Paid From Borrower's Funds at Settlement" on lines 700-1305 on the 
HUD-1 form, less any items paid by the seller or builder, as shown on lines 
210-219 "Adjustments for items unpaid by seller".  The total amount of 
assistance will not exceed the amount needed by the client at the time of 
closing as listed on line 303 "Cash at Settlement From/To Borrower".  (See 
appendix C for a copy of a HUD-1 form.) 
 
Purchase assistance for settlement charges will be in the form of a loan.  
Grants or a combination of a loan and grant will not be considered.  Purchase 
assistance may only be provided on a one-time basis to a client or family unit.  
Contact CGMA-HQ for cases that warrant exception to this policy.  Any 
outstanding loan balance must be repaid in full if the house is sold, rented, or 
vacated. 
 

c. Rental Assistance 
 
Rental assistance is intended to help clients obtain housing without undue 
financial hardship.  Assistance may be provided when the client has a 
demonstrated financial need for assistance after all government entitlements 
have been utilized. 
 
In addition to those eligibility and assistance restrictions indicated in 
paragraph 3-C-5-a, the following eligibility and assistance restrictions apply 
when providing rental assistance to establish a residence. 
 
Authorized Rental Assistance:  Rental assistance may be provided in the 
following situations: 
 

 The client is moving into a new area as the result of receiving 
permanent change of station orders from the Coast Guard 
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 The move is in the best interest of the client or family.  This may 
include financial, health, or safety reasons, or when an emergency 
move is needed to get the client or family out of harms way 

 
 The family is enduring unacceptable living conditions due to fire, 

flood, other natural disasters, or unhealthy or unsafe conditions 
 
 Due to the client's duty assignment, the family has decided to establish 

a residence in a different location than the client 
 

Rental assistance may also be considered in the following special situations: 
 
Involuntary Move out of Government Quarters:  Clients may be involuntarily 
required to move out of government quarters for a variety of reasons, 
including quarters no longer being available, quarters undergoing scheduled 
rehab, leases that are not renewed or cancelled, loss of eligibility to occupy 
quarters due to divorce, separation, loss of immediate family members or 
misconduct. 
 
Clients are generally notified in advance that they will be required to vacate 
government quarters and should expect and plan for the cost of moving.  
Government allowances are generally available and authorized when a client 
is involuntary required to move out of government quarters. 
 
With the exception of clients who are involuntarily required to move out of 
government quarters due to misconduct, assistance from CGMA may be 
considered when the client has a demonstrated financial need for assistance 
after all government entitlements, including BAH and advance BAH have 
been utilized.  This need may be due to higher than expected expenses for 
rent, deposits, utilities, etc., or when there is an unexpected delay in receiving 
allowances.  (See paragraph 3-C-2-f when the client was unexpectedly 
required to vacate government quarters due to fire or other disaster.) 
 
When a client has been involuntarily required to move out of government 
quarters due to misconduct, assistance must be limited to prevent privation of 
the client's immediate family members, stabilize the situation and allow time 
for social service support or other long-term arrangements.  Command 
involvement is required.  Assistance will be limited to a one-time basis and 
must contribute to resolving the problem 
 
Voluntary Move out of Government Quarters:  The cost of establishing a 
household is an expense that must be anticipated and planned for.  Clients 
wishing to move out of government quarters should investigate and plan for 
the cost involved before taking on the responsibilities of a new residence.  
Clients must also request and be approved for all government entitlements and 
allowances they may be authorized, including BAH and advance BAH prior to 
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moving out of government quarters or requesting assistance from CGMA.  
Rental assistance from CGMA should be limited to unexpected costs or when 
problems arise with establishing allowances previously requested and 
authorized. 
 
Newly Married - Establishing First Household:  Although the cost of 
establishing a household can be expensive, it is an expense that must be 
anticipated and planned for.  Clients should plan for the cost of establishing a 
household before taking on these responsibilities.  Military members should 
also request all government entitlements and allowances they may be entitled 
to, realizing that it might take time for the Coast Guard to recognize the new 
family members and authorize housing allowances. 
 
Assistance for newly married clients and those establishing their first 
household, should be limited to situations where, after careful planning and 
budgeting, a demonstrated financial need remains due to unexpected costs, 
higher than expected moving expenses, or when there is an unexpected delay 
or problem with establishing allowances previously requested and authorized.  
Any aid provided must agree with a projected viable budget. 
 
Not Authorized:  Rental assistance will not normally be provided for 
convenience moves or, except as noted above, relocation to a new residence in 
the same general area.  Rental assistance will not be provided to aid a client in 
breaking an existing lease or rental agreement. 
 

Note: Due to potential problems, care must be exercised before providing rental 
assistance to clients who must depend on roommates for expenses.  If a 
roommate moves out or fails to pay their share of expenses, limited one-time 
assistance may be provided to allow time for the client to find a new 
roommate or make other viable plans.  (See paragraph 3-C-3-i for additional 
information concerning recurring bills and expenses, including rent and 
utilities.) 
 
Supporting Documentation:  In addition to items normally required when 
requesting assistance, the client must supply a copy of the lease or rental 
agreement showing required deposits, first and last month's rent and proof that 
arrangements have been made to obtain renters insurance.  (If written proof of 
renters insurance is not available at the time assistance is provided, 
Representatives are to indicate in the remarks block of the CGMA Form 52 
that proof must be provided within 30 days.)  (See paragraph 3-D-5 for 
additional information concerning required documentation when requesting 
assistance and paragraph 3-C-3-e for additional information concerning 
insurance.) 
 
Authorized Expenses:  Assistance may be provided for first and last month's 
rent and security deposits.  Assistance may also be provided for required real-
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estate brokerage fees, which may apply.  Checks will normally be made 
payable to the landlord or real estate firm. 
 
Rental assistance will normally be in the form of a loan.  Grants will not 
normally be considered.  A grant or a combination of a loan and a grant may 
be considered only when there are unusual circumstances where providing a 
loan offers little prospect of real help, and repaying a loan would result in a 
serious financial hardship on the family.  Full financial disclosure will be 
required demonstrating the need for a grant vs. a loan. 
 
Rental assistance will generally be provided to a client or family on a one-
time basis.  Contact CGMA-HQ for cases that warrant exception to this 
policy. 
 

d. Utilities 
 
When establishing a new residence, assistance may be provided for utility 
(electric, gas, water, sewer), telephone, TV and cable deposits and installation 
charges for clients who have a demonstrated need for assistance. 
 
In addition to those eligibility and assistance restrictions indicated in 
paragraph 3-C-5-a, the following eligibility and assistance restrictions apply 
when providing assistance for utilities when establishing a residence. 
 

 Client must supply proof of required deposits and installation costs 
 

 Checks will normally be made payable to the utility company 
 
Assistance to establish utilities will normally be in the form of a loan.  Grants 
will not normally be considered.  A grant or a combination of a loan and a 
grant may be considered only when there are unusual circumstances where 
providing a loan offers little prospect of real help, and repaying a loan would 
result in a serious financial hardship on the family.  Full financial disclosure 
will be required demonstrating the need for a grant vs. a loan. 
 
Assistance to establish utilities will generally be provided to a client or family 
on a one-time basis.  Contact CGMA-HQ for cases that warrant exception to 
this policy. 
 

6. Financial and Housing Counseling and Debt Management Assistance 
 
As a charitable organization, CGMA is usually willing to share the risk of 
extending financial assistance to clients who are performing their Coast Guard 
duties in a satisfactory manner and are unable to receive assistance from 
commercial financial institutions.  However, recurring requests for assistance may 
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indicate poor money management or that a more serious, financial problem exists, 
indicating a need for long-term financial counseling and budgeting assistance. 
 
Assistance under this section differs from assistance that may be provided for 
recurring bills and expenses as discussed in paragraph 3-C-3-i, in that debt 
management assistance focuses on long-term financial difficulty.  Education and 
training are combined with financial assistance to help the client get out of long-
term debt and remain debt free in the future. 
 
Due to the nature of casework, it is not feasible to anticipate all possible situations 
that can occur.  There will be times an exception to normal CGMA policy may be 
justified.  (See section 4-E for additional information concerning exceptions to 
CGMA policy, prior to providing financial assistance.) 
 
a. General 

 
The purpose of financial and housing counseling and debt management 
assistance is to help our clients become good managers of their personal 
finances.  To become good financial managers, they must first be able to meet 
their financial obligations.  To assist our clients in accomplishing these goals, 
CGMA is willing to become a partner with the client by providing financial 
and housing counseling services and, when needed, debt management 
assistance. 
 
Certain eligibility and assistance restrictions apply, and are outlined below. 
 

b. Financial and Housing Counseling 
 
Clients requesting assistance from CGMA often need more than financial 
assistance to resolve their long-term financial problems.  This is particularly 
true when a client demonstrates long-term financial mismanagement.  
Providing counseling and training to help the client change poor money 
management skills is often a better solution.  Learning personal money 
management skills, such as establishing and living on a budget, using credit 
wisely, managing a checkbook and being a smart consumer are intended to 
provide long-term results that providing a loan or grant will not. 
 
CGMA will help our clients receive professional, confidential, financial 
planning and counseling.  Any Coast Guard member or employee may contact 
their local CGMA Representative to obtain financial counseling.  Individuals 
need not apply for a loan to be eligible for this assistance. 
 
Depending on the client's situation, the CGMA Representative may decide to: 
 

 Personally provide counseling 
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 Direct the client to other sources within the Coast Guard for 
counseling, including the various financial management programs 
available through CG Work-Life 

 
 Direct the client to other government sources for counseling 
 
 Direct the client to a participating federal credit union for counseling 
 
 Direct the client to a National Foundation for Credit Counseling 

(NFCC) Member Agency 
 
Counseling may be used to determine the root or cause of the financial 
problem, and what course of action should be taken to help the client achieve 
the goal of meeting their financial obligations.  This may or may not include 
receiving financial assistance from CGMA. 
 
Bankruptcy:  Representatives are cautioned not to discuss or recommend 
filing bankruptcy with a client.  The decision to file bankruptcy is one that 
should be made by the client following professional credit counseling and 
after receiving proper legal advice concerning the options and repercussions 
of filing bankruptcy.  Assistance will not normally be provided to assist a 
client with filing for bankruptcy. 
 
Referrals for Commercial Financial Counseling:  CGMA-HQ has established 
an agreement with the National Foundation for Credit Counseling (NFCC), 
for financial counseling services provided by their member agencies, the 
majority of which are known as Consumer Credit Counseling Services 
(CCCS).  Details may be found in the CGMA/NFCC Agreement (CGMA 
Form 22). 
 
If a Representative feels that the client would be better served by a 
commercial financial counselor in lieu of those services available within the 
Coast Guard or other government agencies, they may send the client to an 
NFCC Member Agency. 
 
Financial and Housing Counseling services may include: 
 

 Budget and Financial Counseling including Debt Management 
assistance 
 

 Pre-Filing Bankruptcy Counseling 
 

 Pre-Discharge Bankruptcy Education 
 

 Pre-Purchase Housing Counseling 

http://www.debtadvice.org/
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 Post-Purchase Housing Counseling 
 

 Loss Mitigation/Foreclosure Prevention Counseling 
 
To find the NFCC Member Agency nearest you, call: 1-800-388-2227 for 24 
hour automated office listings, or click on the appropriate Link from the 
CGMA website. 
 
Arranging Commercial Financial Counseling:  When the determination has 
been made to refer a client to a local NFCC Member Agency for counseling 
services, the CGMA Representative will assist the client by: 
 

 Contacting the local agency counselor to discuss the situation and 
CGMA’s Polices 
 

 Arranging for the first appointment 
 

 Preparing the CGMA Letter of Introduction (CGMA Form 22a) and 
sending it with the client to the first appointment, along with: 

 
o A copy of the CGMA/NFCC agreement (CGMA Form 22) 
o The Counselor Recommendation Form (CGMA Form 22b) 

 
Note: In cases where it appears that financial assistance from CGMA will be 

requested following budgeting and counseling, the following information 
must be made clear to the client and counselor.  Financial assistance must be 
limited to the minimum amount of assistance that will allow the client to 
enter the agency’s Debt Management Program.  Recommendations for full 
debt consolidation or assistance to avoid normal interest payments will not be 
accepted.  CGMA will make the final decision as to what, if any, financial 
assistance will be provided based on the counselor's recommendation, other 
documentation and CGMA’s policies and guidelines. 
 
Fees:  When CGMA refers a client to a NFCC Member Agency, CGMA will 
normally be willing to pay fees associated with this service in accordance with 
the CGMA/NFCC Agreement (CGMA Form 22).  
 
When the client has been referred to them by CGMA, the agency should not 
charge or bill the client.  If the agency used is going to charge for their 
services, they are to be advised to send an invoice with the client's name, SSN, 
date of service provided, description of services and the amount charged, to 
CGMA-HQ.  CGMA-HQ will reimburse the agency directly.  In cases where 
the agency cannot or will not bill CGMA-HQ directly, client reimbursement 
will be considered. 
 

http://www.cgmahq.org/homepagedocs/links.html
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When a client takes it upon themselves to utilize professional counseling from 
an NFCC Member Agency or utilize another counseling organization they are 
to be counseled that they will be required to pay any fees imposed by the 
organization.  After paying the fees, they may request reimbursement from 
CGMA, by submitting a written request for reimbursement along with their 
receipts from the agency to CGMA-HQ.  CGMA will reimburse the 
associated fees, not to exceed what CGMA would have paid under the 
CGMA/NFCC agreement, provided the organization and counseling provided 
meet all requirements of this section. 
 
CGMA Representatives are not authorized to issue a local check to reimburse 
the agency or client for such fees. 
 

c. Debt Management Assistance 
 
If, after receiving financial counseling services, it is determined that financial 
assistance is needed from CGMA, clients may apply for debt management 
assistance. 
 
Authorized Assistance:  All requests for debt management assistance, 
regardless of amount, must be reviewed and approved or disapproved by the 
Executive Director.  When all required items have been received, the 
complete package, including a recommendation from the local CGMA 
Representative, will be forwarded to CGMA-HQ, in accordance with 
paragraphs 4-B-8-f and 4-C for review and processing. 
 
Supporting Documentation:  In addition to items normally required when 
requesting assistance, the client must supply the following items.  Counselors 
are expected to assist the client in providing these items as necessary.  (See 
paragraph 3-D-5 for additional information concerning required 
documentation when requesting assistance.) 
 

 Copies of all bills and expenses 
 

 A copy of the budget established for the client 
 

 A statement concerning the client’s willingness to participate in their 
Debt Management Program 
 

 A Counselor Recommendation Form (CGMA Form 22b) indicating 
the minimum amount of assistance that will allow the client to meet 
their own financial obligations while participating in the agency’s 
Debt Management Program.  Recommendations for full debt 
consolidation or to avoid normal interest payments will not be 
accepted 
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Command Participation:  Command participation is an essential component of 
debt management assistance.  Commands will be expected to monitor the 
client's progress toward financial responsibility and stability and assist where 
appropriate.  Command involvement should extend throughout the course of 
financial counseling and, if a CGMA debt management assistance loan is 
provided, continue through the repayment period. 
 
The Executive Director will process requests based on the Representative’s 
recommendation and the following guidelines.  CGMA is not bound by the 
counselor's recommendations. 
 

 Debt management assistance must be limited to the minimum amount 
of assistance that will allow the client to enter a Debt Management 
Program with a National Foundation for Credit Counseling (NFCC) 
Member Agency or a similar program through another financial 
management agency 
 

 Assistance may be provided when clients are faced with exceptional 
financial circumstances and unable to receive financial assistance from 
commercial institutions 
 

 Clients receiving financial assistance from CGMA for debt 
management will be required to participate in financial counseling 
prior to receiving assistance and will be required to remain in a Debt 
Management Program until their CGMA loan is repaid.  One or two 
token visits to a counselor are not acceptable.  The client must 
demonstrate they are committed to working on getting out of debt 
 

 Assistance under this section will not be given to clients who 
mismanage by choice, have out of control spending, fail to heed 
advice, or fail to make efforts necessary to correct continuing 
problems 

 
 While assistance will not be given to a client to avoid normal interest 

payments, assistance may be considered to reduce the final cost to the 
client who is being charged outrageous interest rates 

 
 If a client does not qualify to participate in a Debt Management 

Program, assistance from CGMA will be limited to paying the fees for 
budgeting and counseling services.  Assistance may be considered 
under other sections provided the client meets all qualifying factors for 
assistance under those sections 

 
 Providing financial assistance to pay all of a client's outstanding debt, 

i.e. full debt consolidation, is not authorized 
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Debt management assistance will normally be in the form of a loan.  Grants 
will not normally be considered.  A grant or a combination of a loan and a 
grant may be considered only when there are unusual circumstances where 
providing a loan offers little prospect of real help, and repaying a loan would 
result in a serious financial hardship on the family.  Full financial disclosure 
will be required demonstrating the need for a grant vs. a loan.  In no situation 
will the total amount of debt management assistance (loan and/or grant) 
exceed $6,000.00 to any client or family without Board of Control approval. 
 
Debt management assistance will generally be provided to a client or family 
on a one-time basis.  Contact CGMA-HQ for cases that warrant exception to 
this provision. 
 
There will be times an exception to normal CGMA policy may be justified.  
(See section 4-E for additional information concerning exceptions to CGMA 
policy, prior to providing financial assistance.) 
 

7. Education Programs 
 
Through the years, Coast Guard Mutual Assistance (CGMA) clientele has 
informed the CGMA Board of Control that education assistance is a high priority 
for their families and themselves.  CGMA has developed several education 
programs to help clients and their families financially meet their educational 
goals.  These programs are intended to foster long-term financial well being by 
helping Coast Guard families pursue their academic goals through post-secondary 
education and include: 
 

 Education Grants (not currently funded) 
 Supplemental Education Grants (SEG) 
 Stafford/PLUS Loan Fee Reimbursement 
 CGMA Education Loans 

 
Because of the diverse makeup of CGMA’s clients, and the diverse circumstances 
faced by each segment of the membership, each program has unique eligibility 
and program requirements.  Additional eligibility criteria, financial need and 
repayment levels specific to each program, is included in subsequent sections 
discussing that program.  These items should be carefully reviewed prior to 
providing assistance. 
 
Due to the nature of casework, it is not feasible to anticipate all possible situations 
that can occur.  There will be times an exception to normal CGMA policy may be 
justified.  (See section 4-E for additional information concerning exceptions to 
CGMA policy, prior to providing financial assistance.) 
 
Certain eligibility and assistance restrictions apply, and are outlined below. 
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a. General 
 

The following apply to all CGMA education programs:
 
All CGMA Clients refers to all active duty and retired Coast Guard military 
personnel, members of the Coast Guard Selected Reserve, retirement eligible 
members of the IRR, Coast Guard civilian employees, Coast Guard Auxiliary 
members, and Public Health Service Officers serving with the Coast Guard. 
 
Eligible Family Members include the CGMA client's spouse and children 
under 23 years of age who are unmarried, non-service members, and 
dependent upon the CGMA client for over half of their support. 
 
Individuals may be eligible to receive education assistance under more than 
one CGMA program simultaneously.  CGMA clients who are currently 
delinquent in repaying any CGMA loan or appear on the CGMA Restricted 
List are not eligible for assistance. 
 
Exceptions to education programs will not normally be made without the 
approval of the Board of Control.   
 
The CGMA Executive Director must be contacted for approval before 
assistance may be provided to retirement eligible members of the IRR.  (See 
paragraph 2-D-2 for CGMA-HQ contact information). 
 
Additional eligibility and assistance restrictions, specific to each education 
program, also apply and are included with the program description. 
 

b. Education Grants 
 
Due to funding limitation, this program has been suspended. 
 

c. Supplemental Education Grants (SEG) 
 
General:  The purpose of CGMA Supplemental Education Grants (SEG) is to 
provide financial assistance to members of the Coast Guard family by 
reimbursing them for certain costs associated with seeking their first 
undergraduate (Associate and/or Bachelor) degree, or a Vocational and 
Technical Training (VoTech) certificate, or a General Equivalency Diploma 
(GED), otherwise not covered by Coast Guard Tuition Assistance or similar 
programs.  These grants are non-need based. 
 
In addition to those eligibility and assistance restrictions indicated in 
paragraph 3-C-7-a, the following eligibility and assistance restrictions apply to 
the Supplemental Education Grants: 
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Eligibility:  All CGMA clients on behalf of themselves or their eligible family 
members.  Additionally, the student must be: 
 

 Enrolled in his or her first undergraduate (associate/bachelor) degree 
program 

 
 Pursuing a vocational technical training program approved by the 

Department of Veterans Affairs or Department of Education, and 
designed to prepare the student for entry into a career field 

 
 Seeking General Equivalency Diploma (GED) 
 
 Completing a correspondence course that is part of an undergraduate 

degree or VoTech certificate program 
 
The following eligibility requirements also apply: 
 

 Students having an associate or bachelor degree, and are seeking a 
second degree at the same level are not eligible 

 
 Students having an associate degree may receive assistance while 

obtaining their first bachelor degree 
 

 Assistance is not authorized for those seeking a graduate degree 
 

 Eligibility to participate in this program will be based on the CGMA 
client's and the student’s status as of the first day of the course for 
which this SEG is being provided 

 
Qualifying Expenses:  The costs of all normal fees, books, study guides, 
supplies, equipment and other documented educational costs (including tax 
and/or shipping) directly related to the course of study may be reimbursed. 
 
Reimbursable items specifically required by the course of study may include, 
but are not limited to: 
 
 Enrollment fees ● Lab fees   ● Activity fees 
 Registration fees ● Graduation fees  ● Audio-Visual tapes 
 Lab books  ● Workbooks   ● Scientific calculator 
 Art supplies  ● Graphing calculators 
 Textbooks (including rental and electronic publications) 
 Study guides (CLEP, DANTES, GED, etc.) 
 Computer software (non-general purpose) 
 Technology/Online Access Fee 

http://www.gibill.va.gov/GI_Bill_Info/search_programs.htm
http://www.fafsa.ed.gov/FOTWWebApp/FSLookupServlet
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Excluded Items:  NON-reimbursable items include: 
 

 Tuition   ● Transportation ● Parking 
 Food   ● Field trips   ● Child-care 
 The cost of tests or exams 
 Normal school supplies (paper, pencils, and notebooks) 
 Computers and general purpose software (such as operating systems, 

spreadsheets, etc.) 
 
Also not reimbursable are any items covered by other funding sources such as 
Coast Guard Tuition Assistance (CGTA), Coast Guard Foundation programs, 
or other similar programs inside or outside of the Coast Guard; or any item 
where reimbursement is not made within 1 year from the date of payment. 
 

Note: Some schools charge a "multi-tech" or other flat fee that could include both 
reimbursable and non-reimbursable items (see above).  Documentation 
provided by the client must identify the reimbursable items and the costs for 
those items.  Contact the CGMA-HQ Administrative Assistant or the Director 
of Administration for additional information.  (See paragraph 2-D-2 for 
CGMA-HQ contact information.) 
 
Grant Amount:  The Board of Control determines the number and the dollar 
value of the grants each fiscal year.  Determining factors include the amount 
of contributions received, the return on investments, and the trend of overall 
CGMA assistance provided each year. 
 
Information concerning grants available each year under this program will be 
announced in Board of Control Minutes.  Information is also available on the 
CGMA-HQ website (www.cgmahq.org) or by contacting CGMA-HQ. 
 

 Up to $250 in SEG grants may be issued per CGMA client, per 
calendar year.  In a family where there are two eligible CGMA clients, 
grants of up to $250 may be provided to each CGMA client on behalf 
of the students within that family, so long as not more than $250 per 
calendar year is provided on behalf of any one student 

 
 Multiple grants may be given to an individual at different times during 

the calendar year, with the aggregate amount of these grants not to 
exceed $250 per individual, per calendar year 

 
 All SEG grants will be applied to the current calendar year, regardless 

of when costs were incurred 
 
 Caution must be taken to ensure that no individual or family receives 

SEG grants exceeding authorized limits.  Any individual or family 
receiving SEG grants exceeding the grant limits in a calendar year, 

http://www.cgmahq.org/
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whether the client or CGMA causes the error, will be expected to 
repay the excess amount 

 
 SEG availability is subject to annual funding level changes; grants will 

be awarded on a first come, first serve basis 
 
Application Procedures:  Requests for a Supplemental Education Grant must 
be received and processed within 12 months from the date of payment for a 
qualified item. 
 
To request a Supplemental Education Grant, the CGMA client must: 
 

 Complete all sections of the Application for CGMA Supplemental 
Education Grant (SEG), (CGMA Form 10) 

 
 Attach a copy of the student’s proof of enrollment, such as a copy of 

the Command Approved Off-Duty Tuition Assistance Form (CG-
4147), a certificate of enrollment with current courses listed, or a letter 
from the Registrar’s Office 

 
 Attach a legible copy (front and back) of the client’s valid Coast Guard 

ID card.  (Needed when the application is being mailed to the 
Representative) 

 
 Attach the student’s dated receipts for each item of reimbursement. 

Internet copy is acceptable.  A signed statement is acceptable where 
the book purchase is from another person 

 
 Submit the application and attachments to a CGMA Representative. 
 

Approval and Processing:  Upon receipt of a properly completed application, 
CGMA Representatives may approve SEG grant requests for qualified 
expenses, provided: 
 

 All requirements of the program have been met 
 

 The total amount of SEG grants received by the client or client’s 
family does not exceed $250 per calendar year ($500 per family where 
there are two eligible CGMA clients) 
 

 Reimbursement for authorized items will be made within 12 months of 
the date of payment 

 
The CGMA-CMP program is to be used to record the SEG grant and issue a 
check to the client.  Representatives are authorized to disburse SEG grants 
only using the CGMA-CMP program (handwritten SEG checks are not 
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authorized).  (See appendix E for detailed information concerning the CGMA-
CMP program.) 
 
The CGMA Executive Director must be contacted for approval before SEG 
grants may be provided to retirement eligible members of the IRR.  (See 
paragraph 2-D-2 for CGMA-HQ contact information.) 
 
See section 4-C for additional information concerning loan and grant approval 
authority and guidelines. 
 

Note: Failure to submit the Application for CGMA Supplemental Education Grant 
(SEG), (CGMA Form 10) within 12 months from the date of purchase will 
prevent reimbursement. 
 
Receipts:  The Representative will keep a copy of the receipts with the client’s 
application after processing.   
 

d. Stafford/PLUS Loan Fee Reimbursement 
 
General:  CGMA offers help to clients and their families who finance post-
secondary education through the Federal Stafford Loan or the Federal Parent 
Loans for Undergraduate Students (PLUS) Program, by reimbursing loan fees 
charged the borrower, not to exceed 4% of the loan amount.  The lender 
ordinarily deducts this fee from the loan disbursement check.  After 
confirming use of the loan, CGMA-HQ will reimburse the dollar amount of 
the loan fee to the client. 
 
In addition to those eligibility and assistance restrictions indicated in 
paragraph 3-C-7-a, the following eligibility and assistance restrictions apply to 
the Supplemental Education Grants: 
 
Eligibility: 
 

 Federal Stafford Loan:  All CGMA clients, on behalf of themselves or 
their eligible family members.  The student must be enrolled at least 
half-time in a participating post-secondary educational institution 

 
 Federal PLUS Loan:  All CGMA clients who have dependent 

undergraduate children (unmarried children who are under 23 years of 
age and dependent upon the CGMA client for over half of their 
support) enrolled at least half-time in a participating post secondary-
educational institution 

 
 Participating Educational Institutions:  Include most two-year and 

four-year colleges and universities, graduate and professional 
institutions and many vocational/technical schools 
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 Eligibility is based on the CGMA client's and the student’s status, as of 
the first day of the course for which assistance is being requested 

 
Qualifying Expenses:  The loan fee typically charged the borrower when 
obtaining a Federal Stafford Loan or Federal Parent Loan for Undergraduate 
Students (PLUS), not to exceed 4% of the loan amount.  The lender ordinarily 
deducts this fee when the disbursement check is issued. 
 
Initiating a Federal Stafford or PLUS Loan: 
 
Stafford and PLUS loans are made through the William D. Ford Federal 
Direct Loan (Direct Loan) Program.  Under this Program, money is borrowed 
directly from the federal government.  Prior to July 1, 2010, Stafford, and 
PLUS loans were also made by private lenders under the Federal Family 
Education Loan (FFEL) program. 
 
To obtain a Federal Stafford or PLUS loan, the applicant must follow the 
guidelines on the Web at http://www.studentaid.ed.gov or call the Federal 
Student Aid Information Center (FSAIC) at 1-800-433-3243. 
 
When a Stafford or PLUS loan is approved and funds are transferred to the 
school, the lender will send a Notice of Loan Guarantee and Disclosure 
Statement (FFEL Program) or a Notice of Disbursement(s) Made (Direct Loan 
Program), showing, among other things, the principal amount of the loan and 
the loan fee.  The client must retain this notice to obtain a loan fee 
reimbursement from CGMA. 
 
For more information or questions concerning Federal Student Loans, 
including the Federal Stafford Loan Program, the Parent Loans for 
Undergraduate Students (PLUS) Program, the Federal Direct Loan Program, 
Master Promissory Notes, current interest rates, maximum loan amount 
allowed and loan balances, contact the school's Financial Aid Office, call the 
U.S. Department of Education Federal Student Aid Center at 1-800-433-3243 
(TTY users dial 1-800-730-8913), or visit their website 
(http://www.studentaid.ed.gov). 
 
Application Procedures:  Applicants may apply for reimbursement of the loan 
fee at the end of each academic term for which a Stafford or PLUS loan was 
disbursed to the student's account.  Reimbursement applications must be 
submitted within 12 months after the date the loan funds are disbursed. 
 
To request a Stafford/PLUS Loan Fee Reimbursement, the CGMA client 
must: 

 
 Complete an Application for Stafford/PLUS Loan Fee Reimbursement 

(CGMA Form 8) 

http://www.studentaid.ed.gov/
http://www.studentaid.ed.gov/
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 Attach a copy of the Notice of Loan Guarantee and Disclosure 
Statement (FFEL Program) or the Notice of Disbursement(s) Made 
(Direct Loan Program) received from the lending institution 
 

 Attach an account statement received or obtained from the school at 
the end of the academic term, showing deposits to the student's school 
account for that term.  (To be valid, the school account statement must 
be dated later than 14 days after the school sends the mandatory 
written notice that they have credited the student's account with the 
Stafford or PLUS funds) 

 
 Attach a legible copy (front and back) of the client’s valid Coast Guard 

ID card 
 
 After making a copy of all documents for their records, the client is to 

mail or send a facsimile of the completed packages to CGMA-HQ for 
processing.  (See paragraph 2-D-2 for CGMA-HQ contact 
information.) 

 
Approval and Processing:  Upon receipt of an application package, 
CGMA-HQ: 
 
 Will verify that the client is not delinquent in repaying any CGMA 

loan or does not appear on the CGMA Restricted List 
 
 After confirming the use of the Stafford or PLUS loan, CGMA-HQ 

will issue a CGMA check to reimburse the client for the dollar amount 
of the loan fee paid 

 
Note: Failure to submit the Application for Stafford/PLUS Loan Fee 

Reimbursement (CGMA Form 8) within 12 months after the date the loan 
funds are disbursed will prevent reimbursement. 
 

e. CGMA Education Loans 
 
General:  The purpose of the CGMA Education Loan program is to help 
members of the Coast Guard family meet their educational goals by providing 
an interest free loan for educational expenses not covered by funds from other 
sources, such as Coast Guard Tuition Assistance, the GI bill, scholarships, 
Federal Student loans, 529 savings plan, etc.    
 
In addition to those eligibility and assistance restrictions indicated in 
paragraph 3-C-7-a, the following eligibility and assistance restrictions apply to 
the CGMA Education Loan: 
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Eligibility:  All CGMA clients on behalf of themselves or their eligible family 
members.  Additionally, the student must be: 
 

 Enrolled in an associate, bachelor, or graduate degree program at a 
regionally or nationally accredited college or university or in a 
Department of Veterans Affairs or Department of Education approved 
vocational technical training (VoTech) program   
 

 Eligibility to participate in this program will be based on the CGMA 
client's and the student’s status as of the first day of the course for 
which assistance is requested 

 
Assistance may not be provided to a client who has an outstanding CGMA 
Education Loan, who is currently delinquent in repaying any CGMA loan or 
who is on the CGMA Restricted List. 
 
Qualifying Expenses:  The costs of all normal tuition, fees, books, study 
guides, supplies, equipment and other documented educational costs directly 
related to the course of study may be included in the spending plan. 
 
Transportation expenses are limited to parking and tolls.   “Other expenses” 
may not include computers, general purpose software (such as operating 
systems, spreadsheets, etc.), meals, lodging, or childcare.   
 
Loan Amount:  A loan (grants are not authorized) of up to $2,000 may be 
provided to eligible clients whose spending plan shows education expenses 
that exceed funding from other sources.   
 
Application Procedures:   
 
To request a CGMA Education Loan, the CGMA client must: 

 
 Complete all sections of the CGMA Application for Education Loan 

(CGMA Form 11), including the spending plan in Section C 
 

 Attach a copy of the student’s proof of enrollment, such as a certificate 
of enrollment or a letter from the Registrar’s Office identifying the 
student  

 
 Attach copies of documents supporting the spending plan estimates in 

Section C of CGMA Form 11.   
 

 Attach a legible copy (front and back) of the client’s valid Coast Guard 
ID card  (Needed when the application is being faxed or mailed to the 
Representative) 
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 Submit the application and attachments to a CGMA Representative 
 

Approval and Processing:  After ensuring the loan application, including the 
spending plan in section C, is complete and sufficiently documented, CGMA 
Representatives may approve CGMA Education Loans, provided: 
 

 All requirements of the program have been met 
 
 The client does not have an existing CGMA Education Loan 

 
 The total amount of the loan does not exceed $2,000 

 
 The total amount of the loan does not exceed the difference between 

expenses and funding from other sources as identified in the spending 
plan  

 
See section 4-C for additional information concerning loan and grant approval 
authority and guidelines. 
 
Repayment:  In addition to repayment guidelines contained in section 5-B, an 
additional CGMA Education Loan shall not be provided to a client prior to 
complete repayment of an existing CGMA Education Loan. 
 

f. Forms 
 
Unique application request forms have been developed to apply for assistance 
under the following education programs: 
 

 Application for CGMA Stafford/PLUS Loan Fee Reimbursement 
(CGMA Form 8) 

 
 Application for CGMA Supplemental Education Grant (SEG) (CGMA 

Form 10) 
 
 CGMA Application for Education Loan (CGMA Form 11) 

 
In addition to being available in appendix C of this manual, these forms are 
also available to download from the CGMA-HQ website (www.cgmahq.org). 
 
Forms are also available by contacting the CGMA-HQ Administrative 
Assistant or the Director of Administration.  (See paragraph 2-D-2 for 
CGMA-HQ contact information.) 

http://www.cgmahq.org/manual/download/downloadpdf.html
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8. Layette Program 
 
The Coast Guard Mutual Assistance Layette Program is designed to provide 
support to certain clients and their families following the birth or adoption of a 
child. 
 
Coast Guard Mutual Assistance will provide a layette package directly to the 
families of members of the Coast Guard community who meet the eligibility 
criteria indicated below. 
 
Arrangements have also been made for a layette package to be provided to Coast 
Guard active duty personnel attending an Air Force Aid Society's (AFAS) 
"Bundles for Babies" class or a Navy-Marine Corps Relief Society’s (NMCRS) 
“Budget for Babies” class. 
 
a. General 

 
The layette package (containing a receiving blanket, accessories and other 
items for a newborn child) is a gift from Coast Guard Mutual Assistance.  In 
the case of multiple births (or adoptions) a layette package will be provided 
for each child. 
 
Layettes will be provided on a first come, first serve basis, limited to annual 
funding levels. 
 
A client may receive a layette from CGMA, AFAS or NMCRS, but not from 
more than one source.  (Clients eligible to receive a layette from more than 
one source must choose which layette they would like to receive.)  If a client 
erroneously receives a layette that they are not entitled to, they will be 
expected to reimburse CGMA for the cost of the layette received in error, 
whether the client, AFAS, NMCRS, or CGMA is the cause of the error. 
 
Requests for a layette package must be received and processed within six 
months following the birth or adoption of the child or children. 

 
b. Eligibility 
 

CGMA Layette:  Military members in pay grade O-1 and pay grades E-6 and 
below; and civilian employees GS-9 and below, WG-11 and below, and NAF-
2 and below are eligible to receive a layette directly from CGMA under this 
program. 
 
AFAS or NMCRS Layette:  Active Duty members of any rank may receive a 
layette by attending an Air Force Aid Society's (AFAS) "Bundles for Babies" 
class or a Navy-Marine Corps Relief Society’s (NMCRS) “Budget for Babies” 
class. 

http://www.afas.org/Community/BundlesBabiesProgram.cfm
http://www.afas.org/Community/BundlesBabiesProgram.cfm
http://www.nmcrs.org/layettes.html
http://www.nmcrs.org/layettes.html
http://www.afas.org/Community/BundlesBabiesProgram.cfm
http://www.nmcrs.org/layettes.html
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Children:  Children who are considered dependent children of the CGMA 
client are eligible for this program.  This includes natural or adopted children, 
as well as stepchildren. 
 
CGMA clients who are currently delinquent in repaying any CGMA loan or 
appear on the CGMA Restricted List are not eligible for assistance. 
 

c. Procedures - CGMA Layette 
 
Client:  To request a CGMA layette package, eligible CGMA clients must: 
 

 Complete the Application for CGMA Layette (CGMA Form 7) 
 

 Attach a copy of the child’s birth certificate or final adoption papers.  
In the case of multiple births (or adoptions) a copy of each child’s 
birth certificate is required.  A layette will be sent for each child 

 
 Attach a photocopy of the client's valid Coast Guard ID card (both 

sides, clearly legible) (If the CGMA client is deceased, a copy of the 
spouse's/legal guardian's valid ID must be provided) 

 
 Send the completed Form 7 with the required documentation to 

CGMA-HQ: 
 

o E-mail the forms to ARL-DG@uscg.mil 
o Fax them to 202-493-6686 
o Mail to Coast Guard Mutual Assistance, US Coast Guard Mail 

Stop 7180, 4200 Wilson Blvd Suite 610 Arlington, VA 20598-
7180 

 
CGMA-HQ:  Upon receipt of the Form 7 and required documents, CGMA-
HQ will: 
 

 Mail the layette directly to the client.  The package will normally be 
shipped within 1 business day and should arrive within 5 business days 

 
 Maintain a database to prevent duplicate layettes from being provided 

to a client 
 

d. Procedures - AFAS or NMCRS Layette 
 
Client:  To attend an AFAS "Bundles for Babies" class or a NMCRS “Budget 
for Babies” class and receive a layette package upon the completion of the 
class, eligible Coast Guard active duty members must: 

mailto:ARL-DG@uscg.mil
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 Contact the AFAS (www.afas.org) or NMCRS (www.nmcrs.org) for 
assistance in determining where and when classes will be held, and to 
register to attend.  They need not apply through CGMA to attend the 
class 

 
 Attend and complete the class 

 
AFAS or NMCRS:  Upon completion of the AFAS "Bundles for Babies" class 
or the NMCRS “Budget for Babies” class the AFAS or NMCRS, will: 
 

 Provide a layette directly to Coast Guard active duty members 
completing the class in the same manner as they do their own members 
 

 Bill CGMA-HQ for the cost of the layette provided to Coast Guard 
active duty members in accordance with the Memorandum of 
Understanding (MOU) established for this purpose 

 
CGMA-HQ:  Upon receipt of an AFAS or NMCRS invoice, CGMA-HQ will: 
 

 Reimburse the society for the layette provided to CGMA clients 
 

 Maintain a database to prevent duplicate layettes from being provided 
to a client 

 
9. Survivor Benefits Information 

 
The Coast Guard Mutual Assistance Survivor Benefits Information service is 
designed to provide lifetime benefit and entitlement information and services to 
surviving family members of Coast Guard members who die on active duty or 
when drilling under Reserve orders. 
 
Certain eligibility and assistance restrictions apply, and are outlined below. 
 
a. General 

 
CGMA has contracted with a service provider to provide the following 
benefits to our clients: 
 

 Extends assistance to the surviving family beyond the Coast Guard 
Casualty Assistance Officer’s period of assistance 

 
 Families are immediately provided vital financial planning information 

not previously available 
 
 Families will not miss out on entitlements in later years 

../../www.afas.org
../../www.nmcrs.org
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The cost of the service is paid by CGMA. 
 

b. Eligibility 
 
Spouses and children who are surviving dependents of Coast Guard members 
who die on active duty or when drilling under Reserve orders, on or after 1 
July 2004, may receive membership. 

c. Services 
 
The service provider will present an immediate analysis of available benefits 
and answer questions about survivor benefits.  They will also help guide the 
family through the administrative steps in dealing with the Department of 
Veterans Affairs, the Social Security Administration and the Survivor Benefit 
plan. 
 
The service provider will calculate, integrate, and project a lifetime stream of 
government survivor benefits.  Specifically, they will: 
 

 Provide the surviving family (and the Coast Guard Casualty 
Assistance Officer) a survivor benefits printout and assistance in 
understanding benefits 

 
 Assist in filing for Survivor Benefit Plan (SBP), Veteran Affairs (VA) 

Dependency and Indemnity Compensation (DIC) and Educational 
Assistance, and Social Security Benefits, as necessary 

 
 Initiate and process claims for commercial life insurance 
 
 Provide a benefits printout annually to the family, reflecting new 

benefits amounts, i.e., Cost Of Living Allowance (COLA) increases, 
law changes, etc 

 
 Notify the family of changes in laws that affect their benefits and assist 

in applying throughout spouse's lifetime, as applicable 
 
 Provide lifetime notice of benefit entitlements upon attainment of 

eligibility, i.e., children's VA education benefits, Social Security, etc 
 
 Provide lifetime counseling & assistance support to the surviving 

spouse 
 

d. Procedures 
 
Upon notification of the death of an eligible individual, the Coast Guard 
Decedent Affairs Officer will inform the surviving spouse or guardian of the 
availability of this service and assist them in completing the applicable 
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membership/privacy release form, if the surviving spouse or guardian chooses 
to enroll in the service. 
 

10. Unauthorized Items 
 
As discussed in chapter 1, Coast Guard Mutual Assistance is incorporated in the 
Commonwealth of Virginia and is recognized by the Internal Revenue Service as 
a 501(c)(3) tax exempt, non-profit, charitable organization.  As such, CGMA 
funds must be used for "Purposes" as outlined in Article II of the CGMA Articles 
of Incorporation and Article III of the CGMA Bylaws. 
 
To this end, the Board of Control has taken much time and effort to establish 
policies and procedures in compliance with these regulations that will meet the 
valid, verified, and genuine need of our clients and their immediate family.  The 
authorized purposes for which assistance may be provided are discussed 
throughout this chapter. 
 
To insure uniformity of treatment and fairness to all clients, certain limitations 
have been established where assistance is not normally permitted and are listed 
below.  Due to the nature of casework, it is not feasible to anticipate all possible 
situations that can occur.  There will be times an exception to normal CGMA 
policy may be justified. 
 
CGMA funds will not normally be provided for the following items: 
 

 Assistance to groups or organizations 
 Avoiding normal interest 
 Business ventures or investments 
 Cost of marriages 
 Costs resulting from disciplinary action including, civilian and military 

court fees, fines, judgments, liens, bail, or legal fees 
 Debt Consolation 
 Education expenses including, tuition, room and board, books and 

supplies, etc. (except as authorized in paragraph 3-C-7) 
 Elective medical procedures, including abortions 
 Gambling debt 
 Investment losses 
 Items of convenience, comfort, luxury or want 
 Legal expenses, including fees for divorce, child custody, or other 

domestic disputes 
 Long-term, continuing or frequent use of assistance 
 Loss on the sale of a home 
 Maintaining a standard of living beyond the means of the client 
 Moves within the same local community (except as authorized in 

paragraph 3-C-3-p) 
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 Nonessential items or expenses 
 Ordinary leave, liberty or vacation 
 Paying personal income or property tax 
 Pet related expenses (except pet quarantine fees during PCS transfer) 
 Reimbursing losses caused by Government misinformation 
 Rental, lease or purchase of a privately owned vehicle including, taxes, 

registration or insurance (except as authorized in paragraph 3-C-3-d) 
 Repaying loans to family members or friends 
 Resolving financial difficulties to qualify for or obtain a security clearance 

 
Exception to policy should be requested whenever it is considered in the best 
interest of both the client and CGMA.  On a case-by-case basis, the Executive 
Director and the Board of Control may consider cases that warrant exception to 
this policy.  (See section 4-E for additional information concerning exceptions to 
CGMA policy.) 
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D. Applying for Assistance 
 

1. General 
 
Any eligible person may request assistance from CGMA by contacting a CGMA 
Representative and completing the appropriate application for assistance.  Coast 
Guard service personnel may also contact one of the other Military Aid Societies 
or the American Red Cross for emergency assistance when they are unable to 
apply through CGMA.   Generally the CGMA client will apply for assistance for 
themselves or for their family members.  However, when the client is not 
available, family members may apply.  (See section 3-B for eligibility definitions, 
terms and restrictions.) 
 
Applicants requesting assistance will be expected to bring proper identification, 
leave and earning statements, other income and expense information, and full 
supporting documentation justifying their need for assistance.  In most cases, 
applicants will also be expected to complete a detailed budget when requesting 
assistance. 
 
Coast Guard Mutual Assistance has a strong fiduciary responsibility to those who 
contribute to CGMA and to regulatory agencies to ensure that all assistance is 
given in accordance with CGMA policy.  Part of that policy requires that prior to 
providing assistance, each case must be accurately and thoroughly reviewed, 
verified and justified.  The application form should be fully completed and each 
case must contain thorough supporting documentation to demonstrate the client's 
need and support the amount of assistance requested. 
 
These requirements are intended to aid CGMA in identifying and assisting 
eligible applicants who have a genuine need.  They are not intended to place an 
undue burden on applicants or discourage applicants from requesting assistance. 
 

2. Applications 
 
The CGMA Application for Assistance (CGMA Form 5) has been established as 
the primary document to request assistance from CGMA.  This form will be used 
to request all types of assistance, except for Quick Loans, certain education 
programs, requesting financial counseling, obtaining a layette, when applying for 
emergency assistance through another Military Aid Society or the American Red 
Cross, or in certain disaster response situations. 
 

 See paragraph 3-E for information on Quick Loans 
 

 See paragraph 3-C-7-g to determine the appropriate application specific to 
each education program 
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 See paragraph 3-C-3-j for additional information concerning requests for 
financial counseling 

 
 See paragraph 3-C-8 for additional information concerning obtaining a 

Layette 
 
 See section 4-D for additional information regarding requests for 

emergency assistance through another Military Aid Society or the 
American Red Cross 

 
Regardless of the form used, the applicant is to read, thoroughly complete and 
sign the application for assistance.  If there is insufficient space on the 
application, additional pages may be attached, as needed, to provide complete 
information.  The completed signed application, along with endorsements and 
supporting documents, will form the basis for determining if assistance may be 
provided. 
 
Forms are also available for downloading from the CGMA web site at 
(www.cgmahq.org). 
 

3. Applicant's Statement 
 
At a minimum, the applicant must complete the "Assistance Requested" block of 
the application for assistance.  This information should be detailed enough for the 
Representative to understand the applicant's need and to assist in making a 
decision on the request.  However, in more complex or unusual cases, in addition 
to the information provided on the application, applicants should be encouraged to 
provide an additional statement that may help explain or justify the need for 
assistance.  Generally, the more information provided by the applicant to explain 
the situation they are in, their need, and what they are expecting from CGMA, the 
easier it will be to understand the applicant's request and to make the correct 
decision as to whether or not assistance may be provided. 
 

4. Endorsements 
 
An endorsement from the client's command will be required for active duty 
members, civilian employees and Reserve members not stationed at the same unit 
as the CGMA Representative.  An endorsement from the client’s flotilla 
commander will be required for Auxiliary members.  All other clients may, if they 
choose, elect to include such an endorsement as part of their application for 
assistance. 
 
This policy is considered necessary to ensure the Representative has adequate 
information concerning the client to process their request for assistance in a 
proper manner.  It is important to maintain the client's privacy and to comply with 

http://www.cgmahq.org/manual/download/downloadpdf.html
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CGMA's policy on confidentiality.  (See section 1-H for additional information 
concerning CGMA's Confidentiality policy.) 
 

Note: Clients do not have to include the CGMA Budget Form (CGMA Form 15) when 
requesting an endorsement from their command.  They will however, be required 
to include the CGMA Budget Form along with all other supporting documents 
when submitting their request for assistance to the CGMA Representative. 
 
Depending on the command structure at the client's unit, this endorsement may be 
made by one of the following: 
 

 Commanding Officer 
 Executive Officer 
 Personnel Officer 
 Officer in Charge 
 Executive Petty Officer 

 
Ideally, the endorsement may be made in writing on the CGMA Application for 
Assistance (CGMA Form 5).  However, the endorsement may be made by fax, 
email or telephone when necessary and conditions justify these means of 
communication.  Representatives are to include a statement on the application for 
assistance when one of these optional methods is utilized. 
 
This policy, does not restrict CGMA from contacting, discussing with, and/or 
requesting an endorsement from the client's supervisor or command (or from any 
other person in or out of the Coast Guard) when the Representative believes it 
would be of value when reviewing the facts associated with the case, and would 
aid in determining if assistance should be provided.  Such contact should be made 
when it appears that the client is facing a serious ongoing financial problem, or 
where the client is facing a situation the Representative believes needs to be 
brought to the attention of the client's supervisor or command.  The client is to be 
advised before such contact. 
 
Representatives must make an endorsement on cases forwarded to CGMA-HQ.  
The Executive Director will endorse cases forwarded to the Board of Control.  
(See paragraph 4-B-8-f for additional information.) 
 

5. Supporting Documents 
 
All applicants requesting assistance will be expected to furnish full supporting 
documentation justifying their need for assistance.  Poor or missing 
documentation can cause undue delays and hardship on our clients and can result 
in postponement or disapproval of cases even though it appears the individual 
requesting assistance might have a legitimate need for assistance.  Fully 
documenting and supporting the case not only will allow the case to be quickly 
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and accurately reviewed and processed, it will greatly improve the likelihood of a 
favorable decision for the client. 
 
Applicants should be encouraged to attach separate letters, statements or other 
documents to their application when necessary to help support their request and 
explain extenuating circumstances that would not be evident in the application 
and other documentation. 
 
At a minimum all applicants requesting assistance will be expected to furnish the 
following: 
 

 Proper identification 
 Leave and earning statements 
 Other income and expense information 

 
Depending on the type and complexity of assistance requested, applicants will 
also be expected to furnish additional documentation to support their request; this 
may include, but is not limited to: 
 

 Copies of bills or statements 
 Charge card statements 
 Letters from creditors 
 Estimates for car repairs 
 Rental or purchase agreements 
 Eviction notice 
 Utility bills 
 Shutoff notices 
 Medical or dental bills or statements 
 Letters, statements or estimates requesting payment in advance of 

providing medical or dental treatment 
 Power of Attorney or Pre-Authorization Form 
 Any other documentation supporting the request 

 
Representatives may require the applicant to provide additional documentation 
they feel is necessary in aiding them in evaluating the request for assistance. 
 
Representatives may disapprove a request for assistance when they feel the 
applicant has not provided adequate documentation to justify the request. 
 
In most cases, applicants will also be expected to complete a detailed budget 
when requesting assistance.  (See paragraph 3-D-6 for additional information 
concerning budgets.) 
 

Note: In emergency situations (death in the immediate family, emergency travel, and 
other emotionally sensitive situations described in paragraph 3-C-2) 
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Representatives may postpone the requirement for providing full documentation 
and completing a budget until a later appropriate time. 
 

6. Budget 
 
With a few exceptions, as discussed below, a CGMA Budget Form (CGMA Form 
15) must be completed prior to providing any assistance. 
 
a. Why a Budget is Required 
 
The CGMA Budget Form (CGMA Form 15) provides a standard format for 
organizing budgetary data.  By listing the client's sources of income, deductions 
and expenses, a detailed picture of the client's financial situation will emerge from 
the budget process.  It allows both the client and the Representative to have a 
clear picture of the financial assistance needed and the client's current and 
projected financial situation.  The budget can also be used to determine the 
client's ability to repay any assistance given and to develop a long-term plan for 
financial self-sufficiency. 
 
CGMA retains the option to verify the information provided on the Budget Form 
when such information is pertinent to making an informed decision on a particular 
case.  This option (which the applicant authorized when signing the application 
for assistance) should be taken only when it is felt it would be of value when 
reviewing the facts associated with the case and would aid in determining if 
assistance should be provided.  (See section 1-H for additional information 
concerning CGMA's Confidentiality policy.) 
 
This policy does not remove the requirement to include a copy of the Budget 
Form on cases forwarded to CGMA-HQ or the Board of Control where it will 
continue to be treated in a private and confidential manner.  (See paragraph 4-B-
8-f for additional information concerning forwarding cases to the next higher 
authority for determination.) 
 

Note: The CGMA Budget Form and the information it contains is to be handled in a 
private and confidential manner and is only to be seen by the client and the 
appropriate CGMA representatives involved with the case.  The Budget Form 
does not have to accompany the CGMA Application for Assistance if the client 
chooses to have their supervisor or command endorse their request for assistance. 

 
b. Completing the Budget Form 

 
For many clients, completing a CGMA Budget Form will be the first 
budgeting experience they have ever had.  For this reason, CGMA 
Representatives are asked to help clients who are experiencing difficulties 
when completing the budget form. 
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The goal of the budget process is to come up with a realistic budget that 
reflects an accurate financial picture.  A successful budget and ultimately the 
decision to provide or not provide assistance must be based on the entire 
family's financial situation.  Therefore, all applicable items on the CGMA 
Budget Form are to be completed and will include the applicant's income and 
expense items, as well as the spouse's income and expenses.  This requirement 
applies to all married clients, including member married to member situations.  
Failure to provide complete financial information may result in disapproval of 
the request. 
 
The CGMA Budget Form provides separate income and expense columns for 
Current and Planned Budget. 
 

 Current:  At a minimum, the Current column must be completed to 
show all current income and expenses.  Actual figures from receipts, 
statements and other documentation should be used when available.  
Reasonable estimates should be used when actual figures are not 
available.  Allowance for clothing, miscellaneous, spending money, 
extra expenses, and savings as a cushion for unexpected expenses 
should be included.  Additional allowance for expenses when the 
client is deployed, underway or otherwise separated from their family 
should also be considered when completing the budget form 

 
Note: Tithes - should be included in the Current column on the budget form.  

However, it is inappropriate for CGMA to provide assistance to a 
client so they can continue tithing, which can be seen as a subsidy of 
another non-profit organization.  Clients can make token contributions 
until their financial problem is resolved or repayment to CGMA is 
completed.  Clients who do not wish to consider reducing or 
eliminating their tithes should consider seeking assistance from the 
organization receiving the tithe. 

 
 Necessary Changes:  When Current Budget calculations indicate a 

negative net income situation, the column for Planned Budget can be 
used to show necessary changes which will be reflected to show which 
income items may be increased and which expense items can be cut 
back to bring the budget into a positive situation.  Entries in this 
column may include items that are expected to change in the near 
future and should be given consideration.  This may include expected 
promotions, pay increases, bills that will be paid off, etc. This column 
may also include entries for items that may change if CGMA 
assistance is provided 

 
 Planned Budget:  When changes have been indicated, the Planned 

Budget column is used to show the result of the changes and will 
normally result in a positive budget.  If the Planned Budget continues 



Coast Guard Mutual Assistance Manual                       Chapter 3.  Assistance Policies 

3-78 
Mar 2011 

to show negative net income, it may be an indication that the client has 
a need for additional professional financial counseling in addition to or 
in lieu of financial assistance from CGMA.  (See paragraph 3-C-6 for 
additional information) 

 
A copy of the completed budget will be kept with the application for 
assistance.  A copy will also be provided to the client.  If a client returns for 
additional assistance in the future, the original budget form may be updated or 
a new budget form may be completed.  Comparing the two documents may 
provide valuable insight into the client's financial management ability. 
 

c. Waiving the Budget 
 
In emergency situations (death in the immediate family, emergency travel, and 
other emotionally sensitive situations described in paragraph 3-C-2) 
Representatives may waive or postpone the requirement for completing a 
budget form until a later appropriate time. 
 
While the CGMA Budget Form is not required in these circumstances, you 
may request that information if you feel it is needed to arrive at a decision. 
 

Note: When time is critical, you may not be able to get a complete budget.  
However, it may still be important to get a feel for how the individual or 
family is doing financially.  Caution should be taken to prevent creating an 
additional financial hardship by providing a large loan that will cause the 
client problems when repaying. 

 
7. Requirements When CGMA Sponsor is Not Available 

 
The CGMA sponsor should normally be the applicant, however, due to 
deployment, temporary assignments, being underway, serious illness or death of 
sponsor and other situations, there will be times when it will be necessary for a 
spouse or eligible family member to request assistance.  In addition to the 
documentation requirements listed above, in situations where a spouse or eligible 
family member requests assistance, one of the following items will normally be 
required prior to providing assistance.  (See paragraph 3-B-3 for additional 
eligibility and assistance limitations when providing assistance to an eligible 
family member, including exceptions when none of the following items are 
available.) 
 

 Power of Attorney 
 Pre-authorization Form 
 Verbal or written consent of the sponsor 

 
Sponsors and family members must clearly understand that such authorizations 
merely allow CGMA to assist if there is a need.  CGMA will decide whether or 
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not to approve a request based on the merits of the case and the appropriate 
CGMA policies. 
 
a. Power of Attorney 

 
CGMA will recognize a valid notarized Power of Attorney (POA) that 
authorizes an individual, normally the spouse, to borrow money and to 
execute such documents as may be necessary to bind the CGMA sponsor to 
repay the loan.  A valid POA may be either a General or a Special POA, so 
long as the authority includes the power to borrow money in the sponsor's 
name.  The fact that the general POA is fully accepted as a legal document 
also means that CGMA will not allow the sponsor to disavow the assistance 
rendered to an eligible family member if the attorney-in-fact signed for the 
sponsor under the authority provided by the POA.  Allotments for repayment 
cannot be initiated based upon POA, unless the POA contains a specific 
clause that indicates the spouse can "demand, act to recover and receive all 
sums of money and to institute accounts on my behalf".  When assistance is 
provided using a POA, a copy of the POA will be attached to the CGMA 
Form 52 and the sponsor will be notified as soon as practical of the assistance 
and repayment information. 
 

Note: If the POA is over a year old, contains a termination date that has passed, has 
terms that preclude the family member from obtaining a loan, or the 
Representatives believes the POA may have been revoked, the sponsor should 
be contacted to obtain approval for the requested assistance. 
 
The following is a non-binding, informal, distinction between Special and 
General Powers of Attorney. 
 
Special Powers of Attorney enable one to act on another's behalf in certain 
"special" and limited circumstances.  The powers here are obviously limited to 
specific purposes.  (If a need for CGMA assistance arises, deployed sponsors 
may affect a message power of attorney for these limited purposes.) 
 
General Powers of Attorney enable one to act for another in nearly every 
"general" circumstance.  The powers here are nearly unlimited, and caution is 
advised. 
 
As a general rule, Legal Assistance attorneys would counsel clients to first, 
consider executing a Special Power of Attorney for limited specific purposes 
taking into consideration individual circumstances and second, consider 
executing a General Power of Attorney if the client believes it necessary and 
understands the risks it entails.  The use of a General Power of Attorney is 
discouraged because of the potential for abuse. 
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See paragraph 3-B-3 for additional eligibility and assistance limitations when 
providing assistance to an eligible family member. 

 
b. Pre-Authorization Form 
 

Representatives may assist eligible family members, without contacting the 
sponsor, provided there is a Pre-Authorization Form (CGMA Form16). 
 
The sponsor may use the Pre-Authorization Form to authorize, in advance, 
assistance for a spouse or eligible family member while the sponsor is on 
deployment, temporary duty, underway, or otherwise absent for an extended 
period. 
 
To guarantee authenticity, Pre-Authorization forms must be signed by the 
sponsor and notarized or witnessed by someone other than the spouse or 
family member.  The preferred method of completing a Pre-Authorization 
Form is to have the sponsor complete the form at their duty station.  Once 
completed and witnessed, the form will be delivered by the sponsor's 
command to the CGMA Representative in advance of assistance being 
needed. 
 
When assistance is provided using a Pre-Authorization Form, a copy of the 
form will be attached to the CGMA Form 52 and the sponsor will be notified 
as soon as practical of the assistance and repayment information. 
 
Representatives may dispose of unused Pre-Authorization Forms once the 
authorization dates have passed.  (See section 6-A for additional information 
concerning disposing of case files and other administrative procedures.) 

 
c. Verbal or Written Consent of the Sponsor 
 

When there is no Pre-Authorization Form or Power of Attorney, the CGMA 
sponsor must be contacted prior to proving assistance.  Contact may be made 
by any available method, including telephone, e-mail, fax or message. 
 
 
With the CGMA sponsor’s approval, the spouse will have the same eligibility 
to receive assistance as the CGMA sponsor.  (See paragraph 3-B-3 for 
limitations on amount of assistance that may be provided when the CGMA 
sponsor cannot be reached or if the sponsor disapproves the request.) 
 
Contact information, including time and date of contact, amount of assistance 
authorized (or disapproval of the request for assistance) along with repayment 
information and any additional pertinent information is to be attached to the 
application for assistance. 
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E. Quick Loan Program 
 
1. General 

 
Quick Loans are interest-free loans of $500 or less, designed to address 
immediate, essential financial need while requiring fewer steps and potentially 
less detailed documentation than the standard assistance request process.  The 
Quick Loan Program gives commanding officers and officers-in-charge a way to 
quickly address temporary financial problems that may arise amongst their crew. 

 
2. Eligible Participants  

 
The quick loan process is open to active duty Coast Guard military members and 
Coast Guard reservists recalled to active duty.  It is not open to individuals who 
have an outstanding loan balance with CGMA or who are on the CGMA 
Restricted List.  An individual may receive a maximum of two Quick Loans 
within any 12-month period.  Assistance requests not meeting these criteria must 
be processed through the standard application process in section 3-D. 
 

3. Application and Processing 
 
A single page CGMA Quick Loan Application (CGMA Form 1) has been 
established for use with the Quick Loan Program.  Applicants are not required to 
complete a CGMA Budget form (CGMA Form 15), though the approving 
authority may require bills or other documentation to support the request. 
 
The applicant’s unit Commanding Officer or Officer-in-Charge is the approving 
authority for Quick Loans.  The applicant reads, completes and signs the Quick 
Loan Application and submits it to the approving authority. 
 
The approving authority shall adhere to assistance policy guidelines as set forth in 
this Manual.  Each request shall be considered on its own merits, on a 
personalized and timely basis, with confidentiality and in a fair and equitable 
manner.  A Quick Loan may not be issued where to do so would entail an 
exception to CGMA policy. 
 
If the request is approved, the unit Commanding Officer or Officer-in-Charge 
completes section D on the Quick Loan Application.  The form and supporting 
documents, if any, are then taken to the local CGMA Representative for 
administrative review and issuance of the assistance check. 
 
If a Quick Loan request is not approved or upon administrative review the CGMA 
Representative finds that the loan does not meet the criteria for a Quick Loan, the 
loan application shall be returned to the applicant, who may submit an application 
in accordance with the standard assistance request process in section 3-D. 
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4. Loan Repayment 
 
Repayment policies, terms and schedules for the Quick Loan are the same as 
those for other CGMA loans as set forth in chapter 5. 

 
F. Additional Information 

 
Questions, comments and recommendations concerning this chapter should be 
directed to the CGMA-HQ Executive Director, Director of Administration or Director 
of Finance.  (See paragraph 2-D-2 for CGMA-HQ contact information.)



Coast Guard Mutual Assistance Manual        Chapter 6.  Administrative Operations 

6-5 
Mar 2011 

C. Forms 
 

1. General 
 
The following forms have been adopted for use by CGMA: 
 

CGMA 1 Quick Loan Application 
CGMA 5 CGMA Application for Assistance 
CGMA 6 CGMA Application for Disaster Assistance 
CGMA 6a CGMA Application for Conversion of Disaster Loan into a Grant 
CGMA 7 Application for CGMA Layette 
CGMA 8 Application for CGMA Stafford/PLUS Loan Fee Reimbursement 
CGMA 10 Application for CGMA Supplemental Education Grant (SEG)  
CGMA 11 CGMA Application for Education Loan 
CGMA 15 CGMA Budget Form 
CGMA 16 Pre-Authorization Form 
CGMA 17 CGMA Disapproval/Appeal Statement 
CGMA 20 Representative Information and Certification Form 
CGMA 20a Assistant Representative Information and Certification Form 
CGMA 21 Relief of Representative or Assistant Representative Audit Form 
CGMA 22 CGMA/NFCC Agreement 
CGMA 22a CGMA Letter of Introduction 
CGMA 22b Counselor Recommendation Form 
CGMA 41 Cash Contribution Form 
CGMA 42 Memorial Contribution Form 
CGMA 43 Active Duty Contribution Allotment Authorization Form 
CGMA 44 Civilian Employee Contribution Allotment Authorization Form 
CGMA 45 Retired Contribution Allotment Authorization Form 
CGMA 47 Securities Contribution Form 
CGMA 52 CGMA Check 
CGMA-AAFMAA Gift of Membership Application Form 
HUD-1 Settlement Statement 
00-35-2653NSBW Bank of America Corporate Signature Card 

 
See appendix C for a copy of each of these forms. 

 
2. Campaign Forms 

 
In addition to the forms listed above, CGMA-HQ will prepare and distribute 
forms necessary to conduct the annual fundraising campaign.  These forms will be 
sent directly to each Representative site and made available on the CGMA-HQ 
website (www.cgmahq.org) each year prior to the campaign. 

http://www.cgmahq.org/
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CGMA Forms 
 

A. General 
 
The following forms have been adopted for use by CGMA: 
 

CGMA 1 Quick Loan Application 
CGMA 5 CGMA Application for Assistance 
CGMA 6 CGMA Application for Disaster Assistance 
CGMA 6a CGMA Application for Conversion of Disaster Loan into a Grant 
CGMA 7 CGMA Application for CGMA Layette 
CGMA 8 Application for CGMA Stafford/PLUS Loan Fee Reimbursement 
CGMA 10 Application for CGMA Supplemental Education Grant (SEG)  
CGMA 11 CGMA Application for Education Loan 
CGMA 15 CGMA Budget Form 
CGMA 16 Pre-Authorization Form 
CGMA 17 CGMA Disapproval/Appeal Statement 
CGMA 20 Representative Information and Certification Form 
CGMA 20a Assistant Representative Information and Certification Form 
CGMA 21 Relief of Representative or Assistant Representative Audit Form 
CGMA 22 CGMA/NFCC Agreement 
CGMA 22a CGMA Letter of Introduction 
CGMA 22b Counselor Recommendation Form 
CGMA 41 Cash Contribution Form 
CGMA 42 Memorial Contribution Form 
CGMA 43 Active Duty Contribution Allotment Authorization Form 
CGMA 44 Civilian Employee Contribution Allotment Authorization Form 
CGMA 45 Retired Contribution Allotment Authorization Form 
CGMA 47 Securities Contribution Form 
CGMA 52 CGMA Check 
CGMA-AAFMAA Gift of Membership Application Form 
HUD-1 Settlement Statement 
00-35-2653NSBW Bank of America Corporate Signature Card 
 
A copy of each form is to follow this page. 
 

B. Additional Information 
 
See section 6-C for information on obtaining, securing and accountability of forms. 
 
Contact the CGMA-HQ Director of Administration or Executive Director if changes 
are needed to the list of forms or any specific form.  (See paragraph 2-D-2 for 
CGMA-HQ contact information.) 
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Locations of CGMA Representatives 
 

1.   Academy New London 
2.   Air Station Atlantic City 
3.   Air Station Barbers Point 
4.   Air Station Borinquen 
5.   Air Station Cape Cod 
6.   Air Station Clearwater 
7.   Air Station Detroit 
8.   Air Station Los Angeles 
9.   Air Station Miami 
10.   Air Station Sacramento 
11.   Air Station San Francisco 
12.   Air Station Savannah 
13.   Air Station Sitka 
14.   Air Station Traverse City 
15.   Air Station/SFO Port Angeles 
16.  Base Seattle 
17.   ATC Mobile 
18.  BSU Elizabeth City 
19.   District Fourteen Honolulu 
20.   DOG Arlington 
21.   FINCEN Chesapeake 
22.   Group/Air Station Humboldt Bay 
23.   Group/Air Station North Bend 
24.   HITRON Jacksonville 
25.   Institute Oklahoma City 
26.   LSC Norfolk 
27.   MFPU Kings Bay 
28.   MSST San Diego 
29.   MSU Chicago 
30.   MSU Duluth 
31.   MSU Huntington 
32.   MSU Morgan City 
33.   MSU Paducah 
34.   MSU Pittsburgh 
35.   MSU Port Arthur 
36.   MSU Portland 
37.   MSU Valdez 
38.   NPFC Arlington 
39.   NVDC Falling Waters 
40.   PPC Topeka 
41.   PSSU Alameda 
42.   PSSU Boston 
43.   PSSU Cleveland 
44.   PSSU Honolulu 
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Locations of CGMA Representatives 
 

45.  PSSU Ketchikan 
46.  PSSU Ketchikan-Juneau  
47.  PSSU Kodiak 
48.   PSSU Miami 
49.   PSSU New Orleans 
50.   PSSU Portsmouth 
51.   PSSU San Pedro 
52.  PSSU St. Louis 
53.   PSSU Washington DC 
54.   Sector Anchorage 
55.   Sector Boston 
56.   Sector Buffalo 
57.   Sector Charleston 
58.   Sector Columbia River 
59.   Sector Corpus Christi 
60.   Sector Delaware Bay Philadelphia 
61.   Sector Detroit 
62.   Sector Guam 
63.   Sector Houston/Galveston 
64.   Sector Jacksonville 
65.   Sector Key West 
66.   Sector Lake Michigan Milwaukee 
67.   Sector Long Island Sound New Haven 
68.   Sector Los Angeles/Long Beach 
69.   Sector Lower Mississippi River Memphis 
70.   Sector Mobile 
71.   Sector New York 
72.   Sector North Carolina Atlantic Beach 
73.   Sector Northern New England Portland ME 
74.   Sector Ohio Valley Louisville 
75.   Sector Puget Sound 
76.   Sector San Diego 
77.   Sector San Francisco 
78.   Sector San Juan 
79.   Sector Sault Ste. Marie 
80.   Sector Southeastern New England Woods Hole 
81.   Sector St. Petersburg 
82.   Sector Upper Mississippi River St. Louis 
83.   SFO Eastern Shore Chincoteague 
84.   SFO Galveston 
85.   SFO Grand Haven 
86.   SFO Moriches 
87.   SFO Southwest Harbor
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Locations of CGMA Representatives 
 
88.   Station Channel Island Harbor Oxnard 
89.  Station Chetco River Harbor 
90.  Station Yaquina Bay Newport 
91.  TISCOM Alexandria 
92.   TRACEN Cape May 
93.   TRACEN Petaluma 
94.   TRACEN Yorktown 
95.   TRACEN Yorktown (Students) 
96.   USCGC ACTIVE 
97.   USCGC ALERT 
98.   USCGC BEAR 
99.  USCGC BERTHOLF 
100. USCGC BOUTWEL 
101. USCGC CAMPBELL 
102. USCGC CONFIDENCE 
103. USCGC DALLAS 
104. USCGC DEPENDABLE 
105. USCGC DILIGENCE 
106. USCGC EAGLE 
107. USCGC ESCANABA 
108. USCGC FORWARD 
109. USCGC GALLATIN 
110. USCGC HAMILTON 
111. USCGC HARRIET LANE 
112. USCGC HICKORY 
113. USCGC JARVIS 
114. USCGC JUNIPER 
115. USCGC LEGARE 
116. USCGC MACKINAW 
117. USCGC MELLON 
118. USCGC MIDGETT 
119. USCGC MOHAWK 
120. USCGC MORGENTHAU 
121. USCGC NORTHLAND 
122. USCGC POLAR SEA 
123. USCGC RELIANCE 
124. USCGC RUSH 
125. USCGC SENECA 
126. USCGC SHERMAN 
127. USCGC SPENCER 
128. USCGC STEADFAST 
129. USCGC TAHOMA 
130. USCGC TAMPA
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Locations of CGMA Representatives 
 
131. USCGC THETIS 
132. USCGC VIGILANT 
133. USCGC VIGOROUS 
134. USCGC WAESCHE 
135. Yard Baltimore 

 
 

Contact the CGMA-HQ Client Services Specialist or the Director of Administration if 
changes are needed to the list of Representatives.  (See paragraph 2-D-2 for CGMA-HQ 
contact information.)



 
Instructions for completion: All applicants are to complete Sections A, B (if applicable) and C, read Section D and sign the application for 
assistance. Return the completed, signed application along with supporting documentation to a local CGMA Representative for processing. 
 
Section A – CGMA CLIENT INFORMATION 
1.  Name:  Last First MI 2.  Rank/Rate/Grade 3.  Social Security # 4.  Home Phone # 

                         -      -       (       )       -       
5.  Home Address:  Street Apt. No. City State Zip Code 

                                -       
6.  Status:  (Indicate prior status if CGMA Member is deceased) 

 Active Duty      Retired      Civilian      Reserve     Auxiliary     CGES     PHS     Other __________ 
7.  Present Unit: (if applicable)  OPFAC # 8.  Work Phone # 

            (       )      -        
9.  Date of Birth   (MM/DD/YYYY) 10.  Years of Service 11.  Anticipated date of Separation (MM/DD/YYYY) 12.  Date Retired (MM/DD/YY) 

      /      /               /      /          /      /    

 
Section B – STUDENT INFORMATION (To be completed if not the client.) 
13. Name:  Last First MI 14. Social Security # 15. Relationship to Client 

                   -      -             

 
Section C – EDUCATION LOAN ASSISTANCE REQUESTED (may not exceed $2,000) 

 
Section D – APPLICANT'S CERTIFICATION 
Everything that I have stated in this application and attached documents is correct to the best of my knowledge.  I understand that you will retain this 
application whether or not it is approved.  You are authorized to check the facts surrounding this request including my credit and employment history.  I 
understand that any misstatement of fact is grounds for denial of this request.  I understand and agree that my signature constitutes voluntary consent to 
collection of the debt, or any remainder thereof, from my final pay upon separation or retirement from the armed forces.  I understand that I am 
responsible for any unpaid balance and that any delinquent unpaid balance may be referred to a collection agency and may affect my credit. 
 
I hereby authorize the U.S. Coast Guard to supply CGMA with any requested information contained in my official Coast Guard personnel and pay files in 
connection with this assistance.  I further authorize the U.S. Coast Guard, or any agency, to supply my latest home address to CGMA whenever 
requested.  I understand that CGMA is an independent private entity, not part of the U.S. Government.  This application form, therefore, is not subject to 
the Privacy Act (5 U.S.C. 552a).  Information provided on this application, in some cases, may be provided by CGMA to the Coast Guard when deemed 
necessary.  This form, with attachments, will be placed in the CGMA Representative's unit file. 
 
 
Applicant’s Signature Date                /        /      
 
CGMA Form 11 (March 2011)   http://www.cgmahq.org    CGMA-HQ (800) 881-2462 
 
 

CGMA – APPLICATION FOR EDUCATION LOAN 

16. Type of Assistance Requested 17. Total Amount of Assistance Requested 18. Requested Monthly Repayment Amount 

  (A new Education Loan will not be provided until this loan is 
repaid in full.) 

      Interest-Free Education Loan Only $ $  
Spending plan: 
 

     Tuition                                 $__________                  Fees                       $__________            Other Expenses   $____________ 

     Transportation Expenses    $__________                  Course Materials    $__________                 
               Explain ____________________________ 
 
 
 
Other Funding Sources:               Student Loans    $_____________                    Scholarship Grants        $_____________ 
                                                                                                                           (Provided specifically to offset the above costs.) 
 
 
Attach the following documents: 

     The student’s proof of enrollment (e.g. a letter from the Registrar’s office) 
     Documented Cost Estimates (e.g. tuition/fees list, course syllabus listing required course materials, etc.) 
     When mailing application, a photocopy of the client’s valid Coast Guard ID card (both sides, clearly legible) 

         (If the client is deceased, a copy of spouse’s/legal guardian’s valid ID must be provided.) 



Addendum to CGMA Form 22, CGMA/NFCC Agreement 
 
Please note: 
 
The mailing address for Coast Guard Mutual Assistance Headquarters for 
billing and other purposes has changed and is now: 
 
Coast Guard Mutual Assistance 
US Coast Guard Stop 7180 
4200 Wilson Blvd., Suite 610 
Arlington, VA  20598-7180  

March 2011 
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