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Chapter 1
General

1-1. Purpose.

This manual explains how to process pay and allowance
entitlement claims for Inactive Duty Training (IDT), Annual
Training (AT), Active Duty Special Work (ADSW), and
Incapacitation Pay (INCAP). This manual is used by unit
and organizational personnel in preparing and submitting
duty performance and pay related substantiating documents
to the USPFO Military Pay Section (MPS), State Military
Personnel Management Office (MPMO) and the State Incentive
Manager (IM).

1-2. Explanation of Abbreviations and Terms.
(See Appendix E.)

1-3. Governing Directives.

When the procedures and requirements of this manual are in
conflict with the provisions of other directives, the
guidance contained in NGR (AR) 37-104-3 will govern. NGB-
ARC-F should be notified of such conflicts in order to
resolve them.

1-4. Responsibilities.

a. Commanders. Commanders are responsible for
administration of pay to soldiers. Commanders should use
this manual and other published guidance to ensure soldiers
are paid accurately and on time, and to ensure that all
payments are legal and proper.

b. USPFO MPS. The MPS 1is responsible for
processing all input into the ARNG pay subsystem accurately
and timely.

c. State MPMO.

(1) The MPMO is responsible for ensuring all
changes to the Standard Installation/Division Personnel
Reporting System (SIDPERS) are edited against source
documents. The MPMO produces a SIDPERS update for MPS at
least weekly as prescribed by NGB Pam 600-8-1 and NGB Pam
600-8-3.
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(2) The IM works within the MPMO. The IM is
responsible for verifying all selected Reserve Incentive
Program (SRIP) entitlements, to include Student/Health
Professionals Loan Repayments. The IM verifies all
requests for SRIP payments and forwards to the MPS by TL.

d. Units.

(1) Submit changes according to NGB Pam 600-8-1
and NGB Pam 600-8-3, with appropriate substantiating
documentation to the MPMO for updating SIDPERS.

(2) Submit performance data, pay adjustments,
and pay-unique actions to the MPS according to the
instructions in this manual.

e. Defense Finance and Accounting Service-
Indianapolis Center (DFAS-IN). DFAS-IN is responsible to:

(1) Issue all Army (Active, ARNG, and USAR)
payments.

(2) Provide accounting and budget data to
appropriate agencies.

(3) Maintain the Master Military Pay Accounts
(MMPA) for all soldiers.

(4) Issues LESs to all soldiers.

(5) Furnish updated MMPA reports to ARNG and
USAR units and the offices responsible for servicing these
accounts.

(6) Furnish IRS Form W-2 to each soldier.

1-5. Privacy and Freedom of Information Acts. Release of
personal information is governed by the Freedom of
Information Act (5 U.S.C. 552) and the Privacy Act of 1974,
as amended (5 U.S.C. 552a).

a. A soldier’s personal data is not to be released
without the express written permission of the soldier.
Requests for information are forwarded to the office
designated by the State Adjutant General to handle Privacy
Act or Freedom of Information Act requests.

b. The release of any information is governed by AR
340-21, AR 25-55, DA Pam 25-51, and policies established by
State Adjutants General.
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Chapter 2
General Pay System Information

2-1. General.

The information provided in this chapter applies to the
ARNG pay subsystem. Specific information is contained in
the following chapters:

a. IDT (Inactive Duty Training) - Chapter 3.
b. Active Duty - Chapter 4.

c. SRIP (Selected Reserve Incentive Program) -
Chapter 5.

d. Miscellaneous procedures - Chapter 6.
e. Mobilization - Chapter 7.
2-2. System Design.

a. JUMPS Standard Terminal Input System - Joint
Service Software (JUSTIS-JSS) is the input subsystem used
by the USPFO MPS. It processes transactions for submission
to DJIJMS-RC to create payments for ARNG soldiers. JUSTIS-
JSS interfaces with SIDPERS in each State. All pay-related
personnel actions are processed through the USPFO Data
Processing Installation (DPI) to update the MMPA at DFAS-
IN. For example, a promotion must be posted to SIDPERS
before the MMPA is updated. The following data items used
for DIJMS-RC are reported through the interface with
SIDPERS.

(1) Social Security Number (SSN).

(2) Name.

(3) State tax location code (appendix E).
(4) Sex.

(5) Federal tax exemptions.

(6) Grade.

2-1
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(7) Pay Entry Basic Date (PEBD), the pay date in
DJMS-RC.

(8) Unit Identification Code (UIC), part of the
Personnel Accounting Symbol (PAS) in DJMS-RC.

(9) Expiration Term of Service (ETS).

(10) SGLI option.

(11) 1Incentive pay code.

(12) Additional federal income tax withholding.
(13) Pay status code.

(14) Dependency status for basic allowance for
quarters (BAQ) purposes.

(15) Military retirement or VA disability
benefit/waiver status.

(16) Transaction effective date. This date is
important because it is the date the change in the pay
entitlement/deduction is effective. It must reflect the
effective date of the change, not the date of submission.

(17) Total Federal Officer Service (TFOS) for
rated aviators and flight surgeons; Officer service date
(OSD) in MMPA.

(18) Aviation service entry date (ASED) for rated

Aviators and flight surgeons; aviation service date (ASD)
in MMPA.

(19) Mailing address. The mailing address is
used by the postal service for mail delivery to the
soldier.

NOTE: This must be the postal delivery address.

(20) Special pay authorizations (medical officer,

special duty assignment pay, etc.)

2-2
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b. Pay-unique functions. The following are pay-
unique items reported directly to the MPS.
(1) Number of benefit or drill days waived.

(2) Direct Deposit/Electronic Funds Transfer
(DD/EFT) SURE-PAY.

(3) Miscellaneous adjustment, pay and collect

actions.

(4) Performance data.

(5) SSLI data.

(6) Officer and enlisted uniform allowance
payments.

c. Other coordinated functions. All SRIP data
(chapter 5) will be processed through the IM.

d. DJMS-RC processing requirements. Soldiers are
required to report individual pay-related personnel
data items (mailing address, exemption status, etc.)
to the unit. The unit sends all pay-related personnel data
with appropriate substantiating documents to the MPMO for
review and updating of SIDPERS. The unit sends all
pay-unique data items with the appropriate substantiating
documents directly to the MPS by transmittal letter (TL).
Substantiating documents must be forwarded to the proper
office. The MPS edits and verifies pay-unique data
received from the units and pay-related personnel data
received from the MPMO. The MPS electronically transmits
verified transactions to DFAS-IN to update the MMPA.

e. DJMS-RC Paydays. DJMS-RC updates the MMPA daily
and computes pay eight times a month. Paying updates are
coded: 1 - pays all input for IDT and completed AD tours
of less than 30 days; 2 - pays all code 1 entitlements plus
mid-month payments for AD tours of 30 days or more;

3 - pays all code 1 entitlements plus end-of-month (EOM)
payments for AD tours of 30 days or more. Soldiers have
the possibility of eight payments per month, depending on
when the duty is performed and the pay transaction is
submitted to DFAS-IN. Soldiers will receive an LES for
each payment or administrative change on their MMPA. If no
activity occurs on the MMPA during the month, an LES will
be sent to the soldier after the EOM paying update

2-3
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notifying the soldier of the accrual of an SGLI and a
Family SGLI debt, if applicable.

f. Types of entitlements.

(1) IDT pay. Submit pay data input for IDT
Performance as prescribed in chapter 3.

(2) AD (e.g., AT, ADT, ADSW) AD includes AT,
year—-round AT, school training, recruiting duty and other
AD tours. Submit pay data input for AD performance as
Prescribed in chapter 4.

(3) Other pay and allowances. Incapacitation
pay and allowances, SRIP payments, SLRP and HPLRP payments
and other pay and allowances not included above will be
paid according to chapters 4, 5 or 6.

2-3. Forms.
The following forms are used for transmitting
pay-related data and for the preparation of payrolls.

a. DA Form 3685, JUMPS-JSS Pay Elections.
DA Form 3685 establishes the pay option for each ARNG
soldier. Commanders and unit administrators must ensure
ALL soldiers elect a pay option. Pay cannot be released
until a valid pay option is processed by MPS. Forward the
original DA Form 3685 as directed in chapter 3. A new form
must be completed and submitted each time the soldier
elects a change of pay option or change in mailing address.

NOTE: Only parts 2, 4, 5 and 7 will be completed for DJMS-
RC SURE-PAY and mailing addresses. (figure 2-4)

b. DA Form 1379, U.S. Army Reserve Components Unit
Record of Reserve Training. DA Form 1379 is completed
according to NGR 680-1. It is used to record attendance at
unit training assemblies, AT and other unit training.

c. Transmittal letter (TL) (figure 2-1). A separate
TL is used to transmit all documents from the unit to the
MPS. TLs are numbered consecutively, by calendar year.

Units must maintain a copy of each TL in their unit TL file
for 6 months following the month in which submitted. The
carbon signature or the signed original initials of the
authenticating individual will be entered on this copy.

2-4
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TLs sent to other activities will be numbered separately

and maintained on different logs. MPS will reject all pay
documents received from a unit which are not attached to a
properly completed TL (including signature and numbering) .

An example of a properly completed TL number is:

02 BO1 001 Reflected as 02-B01-001
CY PRN 1stTL

2-4. DJMS-RC Generated Reports.

a. Defense Finance and Accounting Service (DFAS)
Military Leave and Earnings Statement (LES) (DFAS Form
702) . LESs are mailed to the soldier by DFAS-IN. Soldiers
must be advised to maintain LESs in a personal file
throughout their military career, especially for
verification of retirement points. If the LES is not
received, the unit representative will contact the USPFO
MPS to obtain a copy for the soldier. Appendix C shows an
example of the DJMS-RC LES and an explanation of the
sections.

b. Unit Commander Pay Management Report (UH022-2004)
This report provides the unit commander information to
assist in pay and personnel management. The report is
produced monthly and is e-mailed directly to each unit.
The report is also available to both the MPMO and USPFO.

(1) The unit commander is responsible for
reconciling each item contained in the report and
requesting correction of each item, whenever appropriate.
All corrections, other than pay-unique items, must be
processed through SIDPERS (paragraph 2-2a). Pay-unique
items must be reported directly to the MPS (paragraph 2-
2b) .

(2) The report is divided into six sections:
Section 1 - Status Data; Section 2 - Drill Performance
Data; Section 3 - Bonus Payment Data; Section 4 -
Reenlistment Data; Section 5 - Collections Data; and
Section 6 - Command Actions. Appendix B contains a
detailed description of each section and necessary
corrections.

c. MMPA History Report (UH022-2405)

2-5



ARNG UNIT LEVEL FINANCE PROCEDURES MANUAL 01 May 2002

(1) The unit receives an electronic version of
the MMPAs from the USPFO MPS after the EOM. This report is
for the previous entitlement month. The unit commander
must ensure that the MMPAs are reviewed against the unit’s
DA Form 1379 and appropriate performance certificates for
all duty performed during the reporting period. Appendix A
shows an example of the MMPA and an explanation of the data
shown. The review of the MMPA is required to ensure:

(a) Performance entries on the documentation
agree with those shown on the MMPA.

(b) All pay-related personnel transactions
submitted to the MPMO to update SIDPERS are shown on the
MMPA.

(c¢) All MMPAs are for soldiers who were
assigned or attached to the unit during the period shown on
the MMPA.

(2) If the unit has not received the monthly
MMPAs from the USPFO MPS by the 5™ of the month, the MPS
must be notified immediately so action may be initiated to
produce a duplicate copy.

2-5. MMPA Discrepancy Report.

Units will prepare a report for all pay discrepancies found
during the review of MMPAs and submit to USPFO MPS by TL.
States may develop their own format for this report. A
negative report is required. Established procedures are as
follows:

a. Upon receipt of MMPAs from DFAS-IN, the unit will

make a comparison against the appropriate DA Form 1379 and
individual performance certificates to identify any pay
discrepancies. Areas of review include payment for IDT
assemblies and AD tours performed and collection actions
submitted. The review should also include requested
changes of pay-related personnel items forwarded to SIDPERS
(e.g., name changes, additional withholding, promotions,
reductions, etc.).

b. The report must reach the MPS not later than the

2-6
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15" calendar day of the month. A complete review of all
MMPAs i1s required to ensure all personnel are paid
correctly.

2-7
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c. After making a complete review of the MMPA and no

problems are identified, the results will be annotated on
the DA Form 1379 by the commander and the soldier making
the review.

d. The MMPA discrepancy report is not a
substantiating document. This report is used only to
identify and report pay discrepancies to USPFO MPS. When
additional documentation is needed, the unit will be
notified by USPFO MPS.

2-6. Change of Organizational Data or Status.

When a change in unit data or status occurs, the USPFO MPS
submits the change to DFAS-IN within 3 days after the
formal change is received.

2-7. Certification of Pay Documents.

a. When a new commander is appointed, a new
signature card, DD Form 577, must be forwarded to the MPS
by TL. An acting commander will be identified by
transmittal to the MPS of the temporary appointment and a
DD Form 577, or a copy of the document announcing the
assumption of command. MPS will reject documents not
signed by the current certifying officer except as
prescribed below. A new DD Form 577 1s not required when
the authenticating signature changes.

b. The unit commander may designate an alternate
certifying officer. The alternate may be a commissioned or
warrant officer, staff sergeant and above, or civilian
technician in grade GS-6 and above. A DD Form 577, bearing
the signature of the alternate certifying officer, will be
forwarded to USPFO MPS. The alternate certifying officer
must have personal knowledge of the performance being
certified and must not have prepared the form being
certified.

c. Commanders delegating signature authority are not
delegating responsibility. Commanders of organizations are
responsible for the certification of the attendance status

of their command and cannot delegate this responsibility.

d. Where there is no actual temporary assumption of

2-8



ARNG UNIT LEVEL FINANCE PROCEDURES MANUAL 01 May 2002

command, the senior soldier present (regardless of grade)
authenticates the DA Form 1379 and related performance data
for pay in the commander or acting commander’s absence.

2-9
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A remark will be included in remarks section of the

DA Form 1379 authentication page: “The undersigned was the
senior command soldier actually present during the period
(inclusive dates).” This remark will serve as temporary
authority to certify the performance data for that period
of duty.

e. Certificates of performance of IDT or AD (e.g.,
certificate of performance of an RMA, ATA, AFTP, ET or
automated NGB Form 102-10) will be signed by the senior
person present having personal knowledge of the performance
being certified. Signature cards are not required.
Certificates must be forwarded to the USPFO MPS by TL.

£f. All certificates of performance must bear the
original ink signature.

2-8. Accessions.

a. Soldiers accessed through the Military Entrance
Processing Stations (MEPS) will have their accession data
(to include the mailing address) submitted to the MPMO by
the MEPS. The unit is responsible for submitting any pay-
unigque documents directly to MPS by TL.

b. Soldiers assigned to the unit from an Army
transfer point (in-service recruits), or from an USAR
control group, will have their accession data submitted to
the MPMO by the unit. The unit is responsible for
submitting any pay-unique documents directly to MPS by TL.

c. To establish a pay account on DJMS-RC, accession
documents must include a valid mailing address. To confirm
that the soldier is fully gained, review the MMPA History
Report for the following:

(1) The administrative section of the MMPA report
contains a field called “GAIN.” The soldier is a full gain
when three “G”s are posted to their account.

(2) The three “G”s represent: 1°® G - Basic data
(SSN, Name, Grade, Unit and Date of Gain), 2" G -
Additional (Tax, Leave, BAH, SGLI) and the 374 G - Mailing
Address.

2-10
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d. All performance data, for accounts with no
mailing address, will recycle for up to eight paying
updates (approximately four weeks) before rejecting. Units
must ensure that each account has a valid mailing address.

2-9. IADT/IET Enlistees.

a. All enlisted accessions must be reported
according to the SIDPERS ARNG User Manual. All non-prior
service (NPS) soldiers are authorized to perform duty for
270 days from the date of enlistment. NPS soldiers can
receive a TAG waiver authorizing the performance of duty
for up to 360 days from the date of enlistment. An NGB
waiver is required for an NPS soldier to perform duty over
360 days from the date of enlistment.

b. NPS soldiers are not authorized to perform RMPs
or ATPs. NPS soldiers can only perform a unit training
assembly. NPS soldiers can not perform active duty over 30
days unless the active duty tour is for IADT/IET. NPS
soldiers can perform an active duty tour less than 30 days
if the duty is non-MOS specific.

c. If a NPS soldier does not perform duty before
entering active duty for IADT/IET, the NPS soldier’s pay
date will be changed by the training site to the date of
entry into active duty. If the NPS soldier performs duty
before entry into an active duty tour for IADT/IET, the NPS
soldier’s pay date will be their date of enlistment.

d. Once a soldier is removed from an IDT status for
any reason before entry on IADT/IET, they may not be
reinstated to a pay status until satisfactory completion of
the initial phase of IADT/IET. This includes personnel
transferring between components, services and States.

2-10. Transfers.
a. Transfer within State. The gaining unit reports

the transfer through SIDPERS according to the SIDPERS ARNG
Users Manual.
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b. Interstate transfer. NGB Form 61 (officers) or
NGB Form 22-5-R (enlisted) 1is used by the gaining or losing
unit as the substantiating document for all interstate
transfer actions. Units processing a transfer (gain) of a
USAR soldier will use the appropriate form provided by the
USAR unit.

(1) Gaining unit. Using the appropriate
conditional release form, process the gain transaction
through SIDPERS, following procedures outlined in the
SIDPERS ARNG Users Manual. The following items must be
furnished the MPS as pay-unique data:

(a) Pay option data (SF Form 1199A and
DA Form 3865), if applicable.

(b) State Sponsored Life Insurance data,
if applicable.

(2) The gaining unit must review the first MMPA

received for the soldier to ensure that all administrative
data i1s correct and there are no incentive or special pays
in effect that no longer apply. Submit documents to
correct account to MPMO.

NOTE: Major items to review are grade, PEBD, ETS, state
tax code, mailing address and incentive/special pays no
longer in effect.

2-11. Separations.

a. Input is required to separate a soldier from
DJMS-RC. Orders separating soldiers are processed at the
MPMO to SIDPERS and will generate the separation
transaction.

b. When a soldier is separated with a bonus in
effect, take necessary action to terminate the bonus.
See chapter 5 for further details.

c. Ensure the soldier’s account is up to date
before submission of the separation request. Verify the
soldier has an accurate mailing address. This will assure
that the W-2 form and any other correspondence will reach

2-12
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the soldier. If the account needs to be updated, submit
documents to USPFO MPS by TL.

d. The MMPA is dropped from DJIJMS-RC when the
soldier’s MMPA goes through a tax year without any taxable
income. Transactions, except for performance, will
continue to accept until the account is dropped.

2-12. Mobilization.
See chapter 7 for instructions on mobilization.

2-13. Saved Pay.

ARNG officers whom were previously enlisted/warrant
officers may receive saved pay 1f the previous rate of pay
was higher. Submit a DD Form 114 or equivalent document to
USPFO MPS by TL when the unit determines a soldier is
entitled to saved pay.

2-14. Dual Pay Status/Waiver of Benefits.

a. Dual compensation for reserve duty pay (IDT, AT,
AD, etc.) and military retired pay or VA disability
compensation is prohibited. Soldiers claiming entitlement
to military retired pay are required to execute a DA Form
3053 (Declaration of Benefits Received and Waivers).
Soldiers claiming entitlement to VA disability compensation
must execute a VA Form 8951, Notice of Waiver of VA
Compensation or Pension to Receive Military Pay and
Allowances. These forms are completed upon initial
enlistment, reenlistment, appointment, or upon becoming
eligible for one of these benefits, and annually at the
beginning of each fiscal year.

b. The unit commander is responsible for ensuring
the DA Form 3053 or VA Form 8951 is completed by the
soldier and forwarded according to NGR 37-104-3. Soldiers
should be reminded of the requirement to complete and
forward the VA Form 8951. Proper completion and mailing of
this from will avoid the necessity for collection of
overpayments and possible financial hardship to the
soldier.

2-15. Servicemember’s Group Life Insurance (SGLI).

SGLI is a pay-related personnel item. Documents are sent
to MPMO to SIDPERS and update the MMPA. AR 608-2 has
detailed guidance on SGLI entitlements and forms
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completion. SGLI is withheld from the first payment issued
to a soldier for the month.
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a. If soldier desires change to SGLI option,
complete VA Form 29-8285 or VA Form 29-8286 and submit to
MPMO.

b. 1If soldier has an overpayment or underpayment of
SGLI, prepare a DD Form 114 or equivalent document. Attach
substantiating documents and forward to USPFO MPS by TL.

2-16. Family Servicemember’s Group Life Insurance (FSGLI).

a. The Family Servicemember's Group Life Insurance
(FSGLI) program began November 1, 2001. This new program
provides life insurance coverage for the spouse and
children of military members. Information for FSGLI
deductions and coverage will come from DEERS/DMDC. Soldiers
are not eligible for FSGLI if they are not married or
enrolled in the regular SGLI program (have a ZERO '0O' SGLI
Option).

b. Soldiers that are married to soldiers may each
be covered up to $100,000. FSGLI coverage cannot exceed
soldiers' regular SGLI coverage. The amount of coverage
for the spouse is available up to $100,000.00 maximum, in
$10,000.00 increments, with the premium rates based on the
spouse's age.

c. When a soldier has declined FSGLI coverage or
has elected a lessor amount of coverage, and later decides
they want coverage or want to increase coverage, they must
submit a VA Form 8285A to the MPMO. Soldiers who later
decide to stop FSGLI must submit VA Form 8286A to the MPMO
to decline coverage (or to elect a lesser amount of
coverage) .

d. Soldiers' children are automatically covered for
$10,000.00 at no cost to the soldier. The soldier need not
take any action for this coverage. All the soldier's
children are covered as long as they REGISTERED in DEERS.
Soldiers cannot decline to have their children covered.

2-17. Allotments of Pay.

Allotments for State Sponsored Life Insurance (SSLI) are
the only allotments authorized for ARNG soldiers. A
mobilized soldier may start a support allotment for their
dependent. DJMS-RC will treat the support allotment as a
garnishment.
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2-18. State Sponsored Life Insurance (SSLI).

Soldiers participating in SSLI will complete a DD Form 2558
(Authorization to Start, Stop or Change Allotment). Units
or the insurance agency will submit a copy of the form by
TL to the MPS. DFAS-IN will automatically “drop” any
soldier who has a change of input station (State) or who
has “No Pay” or insufficient pay for four consecutive
months from which the full amount of the deduction can be
made. The following administrative guidelines are
furnished:

a. A DD Form 2558 to start, stop or change
deduction will be submitted to the USPFO MPS by TL the
month prior to the date the soldier desires to terminate or
change participation in SSLI. Premiums will not be
deducted in the month in which a stop is effective. A
start or change will be effective the month following
completion of the required forms by the soldier and
acceptance of the transaction by the MMPA.

b. If there is insufficient pay due in a month to
collect the entire premium amount due, collection will not
be made. Future collections will be made only when
sufficient funds are available to pay the current and
arrears premiums. The program will automatically “drop” a
soldier on the 4™ month of insufficient pay available for
collection. A new start action must be made to reinstate
the soldier into the program.

c. When the soldier’s pay account has been
erroneously dropped from the DJIJMS-RC pay file, the USPFO
MPS can input a transaction to collect up to 3 months
premiums in arrears. The unit should coordinate with the
MPS whenever a soldier’s account is dropped from the MMPA.

2-19. DD Form 114 (Military Pay Order) and Corrections
for Overpayments and Underpayments.

a. The DD Form 114 or an equivalent document is
submitted to the USPFO MPS by TL when adjustments or
exceptions to standard pay entitlements are required. Use
of the AFCOS RFO/IDT PC Module could be as a pay document
in lieu of the DD Form 114 (figure 2-3). DD Form 114 or an
equivalent document must contain sufficient information,

2-16



ARNG UNIT LEVEL FINANCE PROCEDURES MANUAL 01 May 2002

including references to previous MMPAs and dates, to allow

the MPS to complete the required actions. Statements on
the DD Form 114 or an equivalent document must be exact and
complete. Substantiating documents need not be resubmitted

with the DD Form 114 or equivalent document.

b. An overpayment or underpayment for a soldier
with a DJIJMS-RC pay account is reported by the unit as
indicated.

(1) IDT. Prepare a DD Form 114 or equivalent
document, stating the overpayment or underpayment.

(2) Active Duty. USPFO MPS uses the DD Form 114
or equivalent document, with supporting documents prepared
by the unit, as a source document to report any overpayment
or underpayment resulting from an AD payment. When
supported by a copy of the AD orders, the DD Form 114 or
equivalent document becomes the basis to process a
collection or supplemental payment.

c. Overpayments/debts for separated soldiers.

(1) If debt is posted on final DJMS-RC MMPA, no
action is necessary. DFAS-IN is responsible for collection
action.

(2) If debt is not posted on final DJMS-RC
MMPA :

(a) Prepare a DD Form 114 or equivalent
document and the letter as shown at figure 2-2. Attach a
copy of the DD Form 114 as an enclosure to the letter and
immediately send the original and one copy to the soldier
by certified mail. Assign a 30-day suspense date for the
return of the letter from the soldier.

(b) If the soldier does not reply by the
established suspense date or does not object to the charge,
attempt to obtain a cash settlement (check or money order).
If a cash settlement can be obtained, forward the cash
collection voucher, DD Form 1131, with the DD Form 114 or
equivalent document to the USPFO Check Control Officer.
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When collection cannot be made, a certificate from the
commander stating the date the correspondence was mailed
and a reply was not received will be sent to the MPS. The
certified mail receipt must be included when no response
has been returned. A copy of the letter and the DD Form
114 or equivalent document will be filed in the soldier’s
training file.

(c) If the soldier protests the validity of
the indebtedness, the unit provides assistance in
completing the application for waiver of indebtedness as
outlined in AR 37-104-4, chapter 32. A copy of the letter
with the reply, a copy of the request for waiver and a copy
of the DD Form 114 or equivalent document is filed in the
soldier’s training file. Forward the DD Form 114 or
equivalent document, a copy of the letter with the reply,
and the completed application for waiver to the USPFO MPS.

2-20. Undeliverable Pay and Allowance Payments.

a. Checks for military pay and allowances
identified as undeliverable by the U.S. Postal Service are
returned to DFAS-IN. DFAS-IN will credit the soldier’s pay
account with the amount of the DJMS-RC check.

b. Direct Deposit (DD)/Electronic Funds Transfer
(EFT) payments made to financial institutions identified as
undeliverable (bad account number or closed account) are
returned to DFAS-IN. DFAS-IN will credit the payment to
the soldier’s pay account.

2-21. Return of Checks.

a. Return of checks will occur in the following
circumstances:

(1) A Government check addressed to a soldier
at the unit is not deliverable to the soldier within a

maximum of 6 weeks following receipt.

(2) A Government check is returned by a soldier
to the unit for any reason.

(3) A personal check is received from a soldier
in payment of collection action.
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b. Undeliverable or personal checks will be
forwarded within 48 hours by TL to the USPFO Check Control
Officer by certified mail or messenger. An informal
memorandum explaining the circumstances of return MUST be
included. The informal memorandum will state the soldier’s
name, SSN, date of separation if applicable. TLs
transmitting checks to the USPFO will not include any other
documents.

c. Under no circumstances will checks be retained
in the unit for extended periods of time or returned to the
MPS. The limits shown above are considered the maximum.

d. When an overpayment has been made to a soldier
who is still assigned to the unit, and the soldier has
accrued earnings equal to or greater than the amount of
overpayment, the incorrect check should not be returned; an
adjustment action to collect the amount of overpayment will
be input. The soldier will be advised to negotiate the
treasury check or cancel a personal check offered for the
overpayment. If the soldier does not have accrued earnings
equal to or greater than the amount of overpayment, a cash
collection by check or money order is preferred over the
return of a partially earned entitlement check.

e. Any check or money order on hand in the unit
must be properly secured and safeguarded at all times.

2-22. Lost, Stolen, Mutilated or Destroyed Checks.

a. The soldier completes a DD Form 2660 (Statement
of Claimant Requesting Recertified Check) (Figure 2-6) to
request reissue of a check which has been lost, stolen,
mutilated or destroyed. The unit will forward the form on
a TL to the USPFO MPS. Damaged or mutilated checks must be
attached. A copy of the DD Form 2660 is placed in suspense
until receipt of the MMPA showing recredit of the check,
notification that replacement check has been received or
check has been negotiated.

b. The following actions occur when a DD Form 2660
is processed by the USPFO MPS:
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(1) USPFO MPS forwards the DA Form 3037 to
DFAS-IN.

(2) DFAS-IN will recredit the soldier’s account

for the amount of the check, following confirmation the
check was not negotiated.

(3) If the lost check is recovered after the
DD Form 2660 is processed, the check is sent to the USPFO
Check Control Officer by TL, explaining that a DD Form 2660
has previously been submitted.

(4) The soldier must be counseled against
claiming a check has been lost or stolen and then cashing
both the original and the reissued check. If both checks
are negotiated, the soldier is subject to legal action by
the U.S. Treasury and the Department of Justice.

c. Financial institutions, not receiving checks or
DD/EFT, are responsible for notifying DFAS-IN by letter to:
DFAS-IN, MIL PAY OPS, ATTN: DISB BR, Mail Stop #101,
Indianapolis, IN 46249-0083.

2-23. Officer Meal Collections.

a. IDT. Cash collection at the unit is the
preferred method of payment.

b. AT. AR 600-38 states payroll deduction is the
preferred meal cost collection method for Government meals
available to officers performing AT in a field duty status.
The procedures for processing unit payroll collections are:

(1) Determine unit status per AR 30-1 temporary
field assignment or non-field duty).

(2) Select the mode of collection per AR 600-
38. The USPFO MPS is authorized to collect for all
available meals during the period(s) indicated.

(3) Meals paid for but not consumed during a
temporary field assignment AT period (due to mission
requirements or related circumstances) are reimbursable to
the officer. The unit will submit a DD Form 1475 (Basic
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Allowance for Subsistence Certification) as required by AR
600-38, to the USPFO MPS by TL and include a copy of the AT
order.

c. AD and non-field type duty AT. Cash collection
will be made for all meals consumed by officers performing
AD other than as noted in b above.

2-24. Internal Revenue Service (IRS) Levies and
Garnishments of Pay and Allowances for Enforcement of Child
Support and Alimony Obligations.

Units receiving levies or garnishments against the pay of a
soldier will annotate the levy or garnishment with the date
of receipt and return it to the issuing office within 2
working days of receipt. The unit must inform the issuing
office to forward the levy or garnishment to:

a. IRS levies: DFAS-IN, ATTN: AMPO-PMTECC, 8899 E.
56" St, Indianapolis, IN 46249-0840. Inquiries concerning
IRS levy deductions from soldier’s pay should be addressed
to the IRS.

b. Garnishments for enforcement of child support
and alimony: Director, ATTN: DFAS-CL/L, PO Box 998002,
Cleveland, OH 44199-8002. The unit must inform the issuing
office that the garnishment action must be forwarded by
certified mail to DFAS-CL.

2-25. Statement of Charges (DD Form 362) and Report of
Survey (DD Form 200 or DA Form 4697).

a. The original and two copies of the signed
statement of charges or a complete copy (not the original
copy) of an approved report of survey, without exhibits,
will be forwarded by TL to USPFO MPS. When collection
action for a DD Form 362 or a report of survey has been
accepted by DFAS, the MPS will complete the appropriate
certification and return the required copies to the unit.

NOTE: A DD Form 362 signed by the soldier after separation

from the ARNG is not acceptable. A report of survey must
be prepared for the separated soldier.
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b. Reports of survey for separated members will be
forwarded to the USPFO MPS. The MPS will forward these to
DFAS-DE.

2-26. Courts-Martial Fines, Forfeitures and Detentions of
Military Pay.

Court-martial sentences adjudged and nonjudicial
punishments imposed according to federal or state law may
be input for collection through DJMS-RC. A DD Form 114 or
equivalent document (and a court-martial order) will be
forwarded to USPFO MPS by TL.

2-27. TD Form W-4, Employee’s Withholding Allowance
Certificate.

a. The W-4 form is a pay-related personnel
transaction. The W-4 is used to establish the number of
exemption for Federal Income Tax Withholding (FITW). The
form is submitted to the MPMO for input to SIDPERS when a
new account is established or the soldier submits a change
to a previous W-4.

b. If the total number of exemptions on the W-4
form exceeds 10, or the soldier claims exemption from tax
withholding, DFAS-IN is required to notify the Internal
Revenue Service (IRS) before the claim is posted to the
soldier’s MMPA.

(1) Units submit the original W-4 form and one
copy marked with “RESERVE COMPONENT” in red ink on the top
of each form to the MPS.

(2) IRS will notify USPFO MPS of the approved
number of exemptions to submit to the MPMO for updating
SIDPERS. USPFO MPS will forward the notice to the unit.
This withholding rate will continue until the soldier
submits a new TD Form W-4 that does not exceed the number
of exemptions allowed on the IRS notice. If the soldier
submits a new TD Form W-4 for additional exemptions in
excess of that authorized by the IRS notice with a written
justification for the claim, forward the new form and
statement to the MPS as required above.
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c. Soldiers claiming exemptions of “married-0” may
elect to have FITW at the higher single rate.

d. Any soldier (married or single) may elect to
have additional FITW. Additional withholding may be
requested in increments of $1.00 up to $84.00.

NOTE: Soldiers must be cautioned that DJMS-RC determines
FITW on a DAILY basis for all IDT and AD performance. This
means that for each IDT period or AD day of base pay, the
full amount of additional withholding will be collected.
For example, a soldier requests $10.00 additional FITW and
performs a MUTA-4 (or 4 days AD). $40.00 will be withheld
(in addition a computed FITW taxes) based on four periods
of IDT (or 4 days AD).

2-28. W-5 Form, Advance Payment of Earned Income Credit
(APEIC) .

Department of Treasury, Internal Revenue Service,

Circular E specifies the requirements to qualify for APEIC.
This is a pay-unique transaction submitted directly to the
USPFO MPS by TL.

a. The soldier must complete a TD Form W-5
(obtained from IRS). Submit the completed form to the MPS.
If the soldier’s status changes, a new certificate must be
completed.

b. Even if there is no change in qualification or
eligibility status, a new certificate must be submitted to
the MPS for each calendar year no later than 31 December
each year.

2-29. W-2 Form, Wage and Tax Statement.

W-2 forms are issued every January for the prior tax year.
This includes W-2 forms for soldiers who separated during
the tax year.

a. If a soldier does not receive the original W-2
or 1f the original has been lost or damaged, send a
statement to the MPS requesting a duplicate. The request
must include:
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(1) Soldier’s name and SSN.
(2) Mailing address for the W-2.

b. If a soldier’s W-2 is incorrect, send a request
for a corrected W-2. Attach all documents to substantiate
the requested changes and mail to: DFAS-IN, ATTN: PMTJEAC,
Stop 106, 8899 E. 56”‘St, Indianapolis, IN 46249-0855.
The request must include a current mailing address for the
W-2.

c. If an MMPA no longer exists for a separated
soldier, the unit must submit a correct mailing address to:
DFAS-IN, ATTN: PMTJEAC, Stop 106, 8899 E. 56™ st,
Indianapolis, IN 46249-0855. 1If the current year tax
information is incorrect, submit a written inquiry to the
MPS. The inquiry will include substantiating documents and
a detailed explanation of the problem.

2-30. State Tax Withholding.

These pay-related personnel transactions are input through
the MMPO to SIDPERS. SIDPERS creates the appropriate pay
transactions to MPS.

a. DD Form 2058 is used to establish or change the
state of legal residence. (Review the UH022-2405, MMPA
History Report, to verify the proper state of legal
residence.)

b. If taxes are withheld for the wrong state, send
a written inquiry with substantiating documents
(e.g., DD Form 2058, TD Form W-4) to: DFAS-IN, ATTN:
PMTJEAC, Stop 106, 8899 E. 56" St, Indianapolis, IN 46249-
0855. DFAS-IN will correct the MMPA and adjust the state
tax deductions, if necessary. Adjustments will only be
made in those instances where the state code was
erroneously input.

2-31. Arrears in Pay.

Claims for pay submitted by separated or retired soldiers
are processed using DD Form 827 (Application for Arrears in
Pay). The claim must be sent to the MPS for review.

The claim must include:
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a. Soldier’s full name, SSN and current home
address.

b. Date of separation.

c. Rank and years of service during the period of
the claim.

d. Unit of assignment during the period of the
claim.

e. A clear explanation of the claim. Identify the
specific item claimed, the period involved and the reason
for the claim.

f. All required documents which support the claim.
g. The soldier’s signature.
2-32. Family Supplemental Subsistence Allowance (FSSA).

a. Eligibility for FSSA is determined by using a
web-based program located at https://www.dmdc.osd.mil/fssa.
A soldier enters their last name for identification and SSN
for the password. The soldier enters all their income
and/or their household members earned during the month the
active duty (AD) period falls in. FSSA is based on a
monthly entitlement that is prorated for periods of duty
less than 30 days. The soldier can print a certificate of
eligibility from the web site.

b. FSSA application approval authority is restricted
to the first field grade officer in a soldier’s chain of
command. A DA Form 4187 is prepared and certified with the
signed original provided to the Military Pay Section (MPS)
or the Human Resources Officer (HRO) i1if HRO processes AGR

pay.

c. Soldiers’ require counseling that FSSA is a cash
allowance that does not exceed $500 per month. Soldiers’
must report receipt of FSSA to the Department of
Agriculture and may affect entitlement to other benefit
programs such as school lunch, WIC, daycare, and Earned
Income Tax Credit.
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d. AGR soldiers’ are required to re-certify annually
in February. Forward the DA Form 4187 to DFAS-IN: ATTN:
DFAS-IN/FJEAA, Stop #103, 8899 E. 56" Street, Indianapolis,
IN 46249. FSSA eligibility will terminate when an AGR
soldier is promoted, reassigned to another PDS, or receives
FSSA for 12 months. The soldier must re-apply if FSSA is
terminated.

e. Traditional ARNG soldiers (M-day) must apply for
FSSA during the period commencing 30 days prior to the AD
period through midnight on the last day of the AD period.
The certifying official may grant a soldier up to 30 days
after the completion of an AD period to apply for FSSA.
This only applies for periods of duty less than five days
in duration and the soldier had little or no prior
notification, or no reasonable opportunity to apply (e.g.,
in an aircraft most of the duty period). A waiver of the
application deadline must be noted and signed in the
“Remarks” block by the certifying official on the soldier’s
DA Form 4187. Except for this waiver by the certifying
official, soldiers are not eligible for FSSA if application
is made after the conclusion of an AD period. Under no
circumstances, waiver or otherwise, is a soldier eligible
for FSSA if application is made more than 30 days after the
conclusion of AD.

f. The first day of AD is the starting date of the
entitlement period regardless of when the M-day soldier
makes application during the period. The last day of AD is
the ending date of the entitlement period.

2-33. Military Thrift Savings Program (TSP).

a. The National Defense Authorization Act for
Fiscal Year 2000 authorized military personnel to
participate in the Thrift Savings Program (TSP)
administered by the National Finance Center (NFC).
Military TSP is a tax-deferred savings program for soldiers
to invest their monies in accordance with Title 5, United
States Code, Section 8440E.

b. Military TSP allows the soldier to elect to have

deductions from base pay, special pay, incentive pay and
bonus payments. A soldier must have a TSP deduction from
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base pay to have a TSP deduction from other pay. If the
soldier terminates the TSP deduction from base pay, TSP
deductions from other pay will terminate.

c. A soldier will complete TSP-U-1 to start, stop
or change the deduction rates for military TSP. A soldier
can have a TSP deduction from base pay at a rate not to
exceed 7% in 2002. The deduction rate from base pay will
be 8% in 2003, 9% in 2004, 10% in 2005, and unlimited in
2006. A soldier can have a TSP deduction rate up to 100%
for special pay, incentive pay, and bonus payments.
However, the soldier must be aware the total TSP deductions
cannot exceed the IRS limitation.

d. All monies deducted for TSP will be deposited in
the Government Fund. For a soldier to make an investment
allocation, the soldier must notify the NFC by using the
TSP website (www.tsp.gov) or the Thriftline (504-255-8777).
The soldier can complete TSP-U-50 (Investment Allocation
Form) and mail it to the TSP Service Office. The form must
be received at the NFC by the 15" of the month to take
effect in that month.

e. ARNG technicians that participate in the
Military TSP will have two-TSP accounts. If the government
employee separates or retires from the military and
maintains employment in the government, the employee can
have their Military TSP account transferred into their
technician TSP account. The ARNG technician must be aware
that the combined deductions for both TSP accounts cannot
exceed the IRS limitation.

2-34. Employee/Member Self-Service (E/MSS).

a. E/MSS allows a soldier to retrieve their LES and
make administrative changes to the soldier’s pay account.
The soldier can change Federal/State Tax Withholding, EFT
account, mailing address, and military TSP.

b. If a soldier does not know or has had their
CUSTOMIZED PIN suspended; the soldier may re-activate their
PIN on-line in E/MSS. The soldier can establish a new
customized PIN by entering any 4-8 numeric digit PIN three
times. This will suspend their PIN record and screen
instructions will tell the soldier how to establish a new
customized PIN on-line. The soldier must enter the desired
new PIN twice and correctly respond to the identity
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validation questions. If the soldier suspended the
customized PIN, enter your SSN and any 4-8 numeric digit
PIN once. Follow the screen instructions to establish a
new customized PIN by entering the desired new PIN twice
and by correctly responding to the identity wvalidation
questions. The soldier may also customize their PIN
following the same procedures using the E/MSS IVR (phone)
toll-free at 1-877-363-3677, or commercial at (478) 757-
3119.

c. If the soldier does not know their TEMPORARY PIN
or had it suspended it, the soldier must fax or mail the
following information to DFAS in order to establish a new
temporary PIN:

(1) Name
(2) SSN
(3) Copy of your government photo ID or other
photo ID
(4) Daytime phone number
(5) Signature
d. Send this information to:

DFAS-Cleveland/PMCAA
ATTN: E/MSS

1240 East 9th Street
Cleveland, Ohio 44199
Fax: 216-522-5800

e. A new Temporary PIN will be set to the last five
numbers of your SSN. Please wait at least two business
days before attempting to use the new temporary PIN (allow
additional time if the request was mailed. The soldier
will not receive any notification that your temporary PIN
has been reset.
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THIS INFORMAL MEMORANDUM OR A STATE-APPROVED FORM WILL BE USED TO
TRANSMIT DOCUMENTS TO MPS. INSTRUCTIONS AS FOLLOWS:

a. This form is used to transmit any performance pay
entitlement or pay-unique item to the MPS. An example of
items that would be transmitted is an active duty
certificate of attendance or performance.

b. This form must be used with consecutive numbers for
each calendar year for all data submitted to the MPS. A
separate TL series must be used to transmit data to the
State Incentive Manager and the State MPMO, if applicable.

c. List all documents, names, and data on this form, as
per instructions from your MPS.

Figure 2-1. Instructions for the Use of Informal
Memorandum for TL
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(UNIT LETTERHEAD)

DATE

MEMORANDUM FOR USPFO, Military Pay Section

SUBJECT: TRANSMISSION OF PAY DOCUMENTS, TL#

The following documents relating to pay entitlements and
performance are forwarded.

FORM PERTAINING TO THE FOLLOWING INDIVIDUALS NBR

(SIGNATURE)

Signature Block

Note: Use the command line (FOR THE COMMANDER:) if signed
by an individual delegated authority by the commander to
sign TLs.

Figure 2-2. Informal Memorandum used as TL
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(Letterhead)
Debtor's Name: SSN:
Debtor's Address: Due Date:

Dear:

A recent examination of our records shows that you are indebted to the United States in the amount shown
above for the following:

If you do not repay the debt in full before the due date or take other actions indicated below on or before
the due date, we will collect the debt by administrative offset deductions from your pay or other amounts due
from the U.S. Government. (For collections under 37 USC 1007 (c), indicate the amount of the deduction
calculated under DoD 7000.14-R, Volumes 7A & 7B. Deductions of $ (incremental amount) will be made each
month. Deductions will continue until the debt is liquidated.

You have the right to request copies of our records related to the debt. (Or: Copies of our records relating
to the debt are enclosed.) You also have the opportunity to request reconsideration of our determination
concerning the debt. If you have any information or documents which could invalidate the debt or its amount,
you should bring them to the USPFO, Military Pay Section or mail them to us within 10 days from the receipt
of this letter.

US Army policy provides that debts should be repaid in one payment, whenever possible. However, when
such payments will cause you undue financial hardship or other reasonable cause exists, you may request to
repay the debt by installment payments. Installment payments must be at least $50 per month and must be
sufficient to repay the debt within the next 3 years. Payments of less than this amount are acceptable only if
you can present satisfactory evidence on the enclosed Financial Affidavit that you cannot pay the minimum
amount. Payments will continue until the debt is liquidated. Any amounts remaining unpaid at the time of your
separation will be collected from final payments of any nature, such as final salary payment, lump sum leave,
and bonuses. If you desire to repay the debt in installments, the enclosed Financial Affidavit must be received
by us on or before the due date.

(If applicable) We are authorized by law to add interest charges at the per annum rate of (amount) percent
on the balance of your unpaid debt. If full payment is not received by the due date, we will begin accruing
interest charges. We are also authorized by law to assess administrative costs to cover additional costs
incurred in processing and handling delinquent debts. This cost may include our costs of obtaining credit
reports or in using a private collection agency to collect the debt. This cost is initially $15 per delinquent debt.
We may also assess a penalty charge on any portion of the debt that is delinquent more than 90 days. This
charge will accrue from the date that the debt becomes delinquent. Penalty charges are at the rate of 6 percent
a year.

(If applicable) You have the right to request waiver or remission of the debt. If you desire to request waiver,
you should submit a completed DA Form 4943-R to the following address:

Collection action will continue until notice of waiver has been received or until suspension of collection has
been approved by DFAS-IN or HQDA. Collection action will be suspended only if you can show that the
collection will cause undue hardship. In order for your request for suspension of collection action to be
considered while your request for waiver is pending, your request for waiver must be received by the official
indicated above within 30 days from the date of this letter, or 45 days if you are located in a foreign country.

Sincerely,
Enclosure(s) (as applicable)
1. DD Form 114
2. Debt Records

Figure 2-3. Sample Letter Notification of Indebtedness
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FOR OFFICIAL USE ONLY - PRIVACY ACT DATA

Date: 01/12/02 USPFO Military Pay Certification Master List
Page: 1
Time: 14:30:48
File: J2002430.prt (Unit Copy with Closed TL)

For UIC: VASAA TL: J2002

-— Performance -- --- ILO —----

Type SSN Name GRD Date/Prd/Type/Atd Date/Prd/Atd
MPS 111-22-3333 GARY JAMES EO1

SM has not been paid for RMA submitted on TL J2001
on 10 JAN 2002

MPS 222-33-4444 SMITH JOHNNIE E04

Erroneously coded “A” on May 2001 DA Fm 1379. SM
should be coded “P” for MUTA 4, 14-15 MAY 01

MPS 333-44-5555 COMER MAX 2LT

Due saved pay for 4 periods, 14-15 APR 01.
SFC over/l12.

The above named soldier(s), IAW published training schedule,
orders and/or other competent written authority, participated in the
proper uniform for not less than 4 hours duration for each training
period on the date(s) indicated above and in the status indicated:

CPT SAMANTHA COMER

(Typed/Printed Name of Commander
or Commander's Designee)

Figure 2-4. Use of “J” TL in AFCOS RFO/IDT PC System
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Form Approved
STATEMENT OF CLAIMANT REQUESTING RECERTIFIED CHECK OMB No. 0730-0002
Expires Feb 28, 2001

The public reporting burden for this collection of information is estimated to average 5 minutes per response, including the time for reviewing instructions, searching existing data sources,
gathering and maintaining the dataneeded, and completing and reviewing the collection of information. Send comments regarding this burden estimate or any other aspect of this collection
of information, including suggestions for reducing the burden, to Department of Defense, Washington Headquarters Services, Directorate for Information Operations and Reports
(0730-0002), 1215 Jefferson Davis Highway, Suite 1204, Arlington, VA 22202-4302. Respondents should be aware that notwithstanding any other provision of law, no person shall be
subject to any penalty for failing to comply with a collection of information if itdoes not display acurrently valid OMB control number.

PLEASE DO NOT RETURN YOUR FORM TO THE ABOVE ADDRESS. RETURN COMPLETED FORM TO THE ADDRESS OF THE AGENCY WHO PROVIDED THIS
FORM.

PRIVACY ACT STATEMENT
AUTHORITY: 31 CFR 245.8.
PRINCIPAL PURPOSE: To request a recertified check.
ROUTINE USE(S): Information is used by the Disbursing Office as the basis for issuing a recertified check and for canceling the original. It is
also used to verify how original check was lost, stolen, etc., and to establish a proper mailing address. This information may also be used for

other lawful purposes, including law enforcement and litigation.

DISCLOSURE: Voluntary; however, if payee does not provide information, a recertified check cannot be issued.

WARNING: Title 18, Sec 287, US Code: "Whoever makes or presents to any person or officer in the civil, military, or naval service of the
United States, or to any department or agency thereof, any claim upon or against the United States, or any department or agency thereof,
knowing such claim to be false, fictitious, or fraudulent, shall be fined not more than $10,000 or imprisoned not more than five years, or both."

1. PAYEE (Show business name or financial organization, if applicable) 2. SSN (Or employee identification number)

DENNIS M WOODS
123-45-6789

3. CO-PAYEE TO BE CREDITED IF ITEM 1 IS A FINANCIAL ORGANIZATION

4. ADDRESS TO WHICH CHECK WAS MAILED (/nclude 9-digit ZIP Code) 5. CORRECT MAILING ADDRESS (/f different from ltem 4)
308 West Race Road
APT #211
Indianapolis, IN 46249

6. PURPOSE FOR WHICH CHECK WAS ISSUED (X as applicable) 7. DATEDUE

d. OTHER (Specify) (Approximate)
X | a. REGULAR PAY b. TRAVEL PAY c. VENDOR PAY

8. CHECK WAS: (X as applicable)

X a. NOT RECEIVED b. RECEIVED, BUT WAS: (1) LOST (2) STOLEN (3) DESTROYED (4) MUTILATED

9. WAS CHECK ENDORSED? (X one)

a. YES X b. NO

CERTIFICATION

| certify that | (we) have in no way benefitted from the proceeds of the above check, and do hereby request a recertified check be issued
to me. | further certify that if | recover the original check, | will not negotiate it but will immediately return it to the Disbursing Office. | fully
understand that negotiation of both the original and recertified check constitutes a fraudulent act against the United States Government and
as such is subject to punishment as provided by law. | further consent to immediate recoupment from future pay and allowances due me if |
negotiate both the original and recertified checks, including interest and administrative costs.

10. SIGNATURE OF PAYEE (Or payee representative) 11. DATE 12. SIGNATURE OF CO-PAYEE/THIRD PARTY | 13. DATE
IS/ 1 APR 02

FOR DISBURSING OFFICE USE

14. CHECK DATA

a. CHECK NUMBER b. DATE OF CHECK c. CHECK AMOUNT d. ISSUING DSSN e. VOUCHER NUMBER

15. DO REMARKS

DD FORM 2660, MAR 1998 (EG) PREVIOUS EDITION MAY BE USED. USAPA V1.00

Figure 2-5. Sample of Stop Payment Request
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Chapter 3
Inactive Duty Performance Input

3-1. General.
This chapter prescribes procedures for units to report IDT
attendance.

3-2. IDT Performance.

IDT performance module of the AFCOS RFO/IDT PC system
allows the unit to enter an AFTP, RMP, Rescheduled Training
before the Drill, Rescheduled Training after the Drill, and
an automated DA Form 1379.

3-3. IDT Assemblies.

a. A unit is limited to 48 unit training assemblies
(UTAs) in a training year. These UTAs are exclusive of
additional unit training assemblies (AUTA), individual
additional flight training periods (AFTP), additional
training periods (ATP) and readiness management periods
(RMP) .

b. UTAs, AUTAs, AFTPs and ATPs may be performed in
combination with other type assemblies.

c. Training year limitations on the number of IDT
assemblies authorized for individual soldiers are:

(1) UTA (type 11) - 48 per individual.

(2) UTA - Equivalent Training (type 21) - 4 per
individual.

(3) AFTP (type 31) - as authorized by NGR 95-210
and initially established as 24 per soldier.

(4) AUTA (type 41) - as approved by NGB.
A unit executing an AUTA will record it on the DA Form 1379

as a code 41.

(5) AUTA (type 42) - 12 per individual in an
authorized unit for airborne proficiency.
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(6) ATP (type 51) - Junior Leadership/Civil
Disturbance training is authorized for company grade
officers and NCOs in leadership positions in units
designated by the TAG to conduct training in preparation
for a unit civil disturbance training event. Soldier is
limited to one per day and fifteen per year.

(7) ATP (type 61) - Additional Artillery Gunnery
Periods are authorized for artillery digital operators to
maintain proficiency using Improved Support Automated
System and/or Army Field Artillery Tactical Digital System.
Limited to eight per individual.

(8) RMP - Training (type 71) and RMP -
Management Support (type 91) - total combination of 30 may
be performed. They cannot be performed on the same day as
any other IDT assembly.

(9) ATP (type 81l) - Leader Development and
Preparation Periods are designed to assist company grade
commanders to improve collective training readiness. An
individual is authorized six per fiscal year.

(10) ATP (type 82) - Additional Simulation
Training Periods are authorized for Tank/Bradley commanders
and gunners to maintain gunnery proficiency using the Unit
or Mobile Conduct of Fire Trainers and/or the Abram’s Full
Crew Interactive Simulator. An individual is authorized to
perform six per fiscal year.

d. 1Individual soldiers may be authorized IDT
performance over the established FY limit, e.g., transfers
between units or from the USAR, interstate transfers per
NGR 350-1. When this occurs, DJMS-RC will not
automatically change the authorization. Review the MMPA
and determine if the limits are correct. If the totals are
incorrect, submit a message to the USPFO, MPS to change the
authorization for that particular type of assembly.

Include the IDT type, the adjusted limit and the FY in
which the change applies.

e. Non-prior service (NPS) soldier.
(1) NPS soldiers who have not entered IADT/IET

are authorized to drill for 270 days from date of
enlistment. DJMS-RC will establish a drill limit of 36.
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An NPS soldier must have a TAG waiver to drill for 360 days
from date of enlistment. An NGB waiver is required for an
NPS soldier to drill more than 360 days after date
enlistment.

(2) When a soldier fails to satisfactorily
complete IADT/IET, the unit must take action to reinstate
the NPS IDT limits, less any drills paid prior to entry on
IADT/IET. Submit a message to the USPFO, MPS requesting
the number of drills to be reinstated. After the soldier
completes IADT/IET, SIDPERS will process transactions to
establish the regular IDT limitations.

3-4. Unit Performance.

The DA Form 1379 is used to record attendance and other
related personnel and performance remarks. For guidance on
the DA Form 1379 refer to NGR 680-1.

a. The first step in preparing a DA Form 1379 is
updating the Unit Drill Calendar. The unit's drill dates
must be entered before a DA Form 1379 is created or
Rescheduled Training performed before the drill can occur.

(1) Entering the UIC allows for the unit to
produce multiple DA Form 1379.

(2) Enter the date of the scheduled unit
assembly. The date format is mm/dd/yy.

(3) Update the period 1 and 2 field by placing a
Y (Unit assembly will be performed) or a N (No performance
for this period).

(4) Enter the type of drill for the periods of
drill the unit will be performing. The Drill Code for a
UTA/MUTA/RST is '11'.

b. Before processing can begin, you must assign the
unit performance a TL number. Enter the required
information for a Unit Assembly K TL. If the unit is
drilling more than once in a month, the unit can prepare an
IDT performance document or a final DA Form 1379. An IDT
performance document allows the unit to pay its soldiers
without creating the SIDPERS copy of a DA Form 1379. A

3-3



ARNG UNIT LEVEL FINANCE PROCEDURES MANUAL 01 May 2002

final DA Form 1379 allows for remarks to be placed on the
document.

c. Load the personnel data for the DA Form 1379.
Choose each UTA you want loaded.

d. Create a Unit Attendance Roster so attendance
codes can be recorded during formations. Soldiers that
have already performed or coded as RST will have an
attendance code printed on the form.

e. Record your attendance codes from the Unit
Attendance Roster. After all attendance codes have been
entered, go back and check your work. You can do this by
either reviewing the codes on the screen or you can print
another attendance work copy to compare with the original
attendance roster. Authorized attendance codes are:

CODE DESCRIPTION

A Excused Absence

B Attached to Another Unit

C Constructive Attendance

E RST Before the Unit's Drill

H Hospitalized/Incapacitated in Line of Duty
K Absence Authorized to Perform RST

M Under Arrest by Civil Authorities

N Present for Retirement Points Only

P Present

S Equivalent Training

T On Initial Active duty Training

U Unexcused Absence or Unsatisfactory Performance
X Not Assigned nor Attached to the Unit/ING

f. Enter the Unit Remarks for the final DA Form
1379. You are able to enter 16 lines of input for the unit
administrative remarks. These lines will appear at the end
of the DA Form 1379. See NGR (AR) 680-1 Appendix L.

g. To prepare the performance data for transmission,
close the TL by entering a ¥ in TL Closed field on TL
Authorization/Control screen. Prepare the performance for
upload by selecting PREPARE RFO/IDT FOR UPLOAD. Transmit
the DA Form 1379 to USPFO, DPI.
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3-5. Additional Training Assemblies.

a. The unit commander plans an RMP/ATP/AFTP and
identifies the soldiers that will participate. An
authorization is entered into the RFO/IDT module. An
Authorization Certificate is produced for the commander’s
signature. Only the commander can authorize performance of
IDT.

b. Once RMP/ATP/AFTP is performed, establish a J TL.
As soon as you enter the Unit and indicate it is not a
1379, the system will enter the next TL on the screen.

c. Certify the performance by changing the A to a C
and then enter the TL. Delete any soldiers that did not
perform.

d. After all performance has been certified, close
the TL by entering a ¥ in the TL Closed field. When you
close the TL, a Certificate of Performance will be produced
that must be signed and filed. Prepare the performance for
upload by selecting PREPARE RFO/IDT FOR UPLOAD. Transmit
the DA Form 1379 to USPFO, DPI.

3-6. Rescheduled Training Prior to Unit Assembly.

a. The unit commander approves a soldier to perform
an RST before the scheduled unit assembly. Enter the
authorization into the RFO/IDT module and print the
authorization certificate for the commander’s signature.
Only the unit commander can authorize duty.

b. After the soldier performs the RST, establish a J
TL. As soon as you enter the Unit and indicate it is not a
1379, the system will enter the next TL on the screen.

c. To report the performance of an RST before the
unit assembly, retrieve the authorization in the
RESCHEDULED BEFORE THE DRILL. Change the authorization to
a certification by changing an A to a C and record the
attendance code.
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d. Close the TL in the TL AUTHORIZATION/CONTROL
entering a ¥ in TL Closed field. When you close the TL, a
Certificate is produced that must be signed and filed.
Prepare the performance for upload by selecting PREPARE
RFO/IDT FOR UPLOAD. Transmit the DA Form 1379 to USPFO,
DPT.

3-7. Rescheduled Training After the Unit Assembly.

a. Once the soldier performs or does not perform the
RST, establish a J TL in the TL AUTHORIZATION/CONTROL
screen.

b. Record the performance or non-performance of the
RST by changing the authorization to a certification on the
RESCHEDULED AFTER THE DRILL. Change the A to a C and then
enter the attendance code.

c. Close the TL in the TL AUTHORIZATION/CONTROL
entering a ¥ in TL Closed field. When you close the TL, a
performance certificate will be produced that must be
signed and filed. Prepare the performance for upload by
selecting PREPARE RFO/IDT FOR UPLOAD. Transmit the DA Form
1379 to USPFO, DPI.

3-8. Attachments, IDT.

a. Procedures for various types of attachments are
Discussed below and in NGRs 600-100, 600-101 and 600-200.

b. Soldiers attached to units In-State for 30 days
or more are attached for pay purposes. Orders attaching
soldiers to a unit for 30 days or more must specify that
the attachment is for pay. All personnel changes affecting
pay such as a change in grade, change in federal tax
exemptions, etc., must be submitted to the MPMO to update
SIDPERS. To return the attached soldier to the unit of
assignment, a change is submitted to SIDPERS.

OCS candidates and State Military Academy (SMA) staff,
faculty and support personnel must be attached to the SMA
for pay.

c. Soldiers attached to units In-State for less than
30 days are not attached for pay. These soldiers remain
assigned to and receive pay through their parent unit.
The following procedures apply:
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(1) The unit of attachment furnishes a
performance certificate to the unit of assignment
indicating the date(s) duty was performed, or failed to be
performed, to include reason for absence. This certificate
must be submitted to the unit of assignment not later than
5 workdays after the scheduled assembly.

(2) Upon receipt of a certificate reporting
performance or non-performance, the unit of assignment
reports the performance to the USPFO, MPS using the RFO/IDT
PC module.

(3) If the certificate is not received by the
unit of assignment prior to the required submission of the
performance package copy of the DA Form 1379, soldiers in
this status are coded as rescheduled training authorized.
The performance certificate is submitted to the MPS by TL
when it is received.

d. Out-of-State attachments are made when agreed
upon by the State Adjutants General concerned. ALL SIDPERS
changes must be submitted to the parent State’s MPMO.

3-9. Documentation of Changes to Attendance Status.
Once a soldier’s attendance status is reported on a
DA Form 1379, any change to that status must be fully
documented.

a. Status changes not affecting pay, e.g., from “U”
(AWOL) TO “A” (excused), must include an explanation of the
reason the status was originally reported erroneously.

The circumstances establishing the new status must be fully
explained.

b. Status changes affecting pay, e.g., from “A”
(excused) to “P” (present); from “A” (excused) to “K”
(split unit training assembly authorized); or from “P”
(present) to a non attendance code such as “U” (AWOL).

(1) This type of change must be submitted on a

DD Form 114 by TL to the MPS. A copy of the DD Form 114
should be furnished to the MPMO.
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(2) As a minimum, the DD Form 114, or
attachments to the form, must fully explain:

(a) The reason for the erroneously reported
status.

(b) The circumstances establishing the new
status.

(c) Actions taken to preclude a recurrence
of the erroneous status reporting.

3-10. Pay Status Codes.

Pay status codes are shown in the entitlement section of
the MMPA (PAY-STATUS). Below is a list of the codes along
with their uses:

a. A - Soldier is on regular duty and may be paid
while in this status. Soldiers in the ARNG or USAR paid by
DIJMS-RC will also have an Active Duty code:

(1) K - Soldier paid by DJMS-AC, e.g., AGR.

(2) S - Soldier in a mobilized status paid by
DJMS-AC.
(3) Y - Soldier is on IADT/IET paid by DJMS-AC.

b. N - Death. Use of this code is restricted to
DFAS-IN.

c. Q - Inactive National Guard (ING). This code
limits pay to one UTA per fiscal year. This code causes
SGLI and SSLI collections to be stopped.

d. Z - Active Duty tours over 29 days.

3-11. Send Message to the USPFO, MPS.

Using the message feature in the RFO/IDT PC Module to make
pay and pay-related inquiries. Local policy will determine
the use of the message feature. The response from the MPS
will be in the form of a memorandum that will be received
along with the unit orders when they are downloaded.
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a. Select the soldier the inquiry is for. The
RFO/IDT PC system will enter the SSN, NAME, PAY GRADE, and
UIC.

b. Enter any pay or pay-related question or comment
that you want directed at the USPFO, MPS. The message can
be up to 5 lines long.

c. Close the TL in the TL AUTHORIZATION/CONTROL
entering a Y in TL Closed field. When you close the TL, a
performance certificate is produced that must be signed and
filed. Prepare the performance for upload by selecting
PREPARE RFO/IDT FOR UPLOAD. Transmit the DA Form 1379 to
USPFO, DPI.

3-12. Muster of Inactive National Guard (ING) Soldiers.
NGR 614-1 requires units to conduct an annual IDT muster
for all soldiers assigned to the ING. Soldiers attending
this muster are recorded as present on the DA Form 1379 and
remarks entered as directed by NGR 680-1. ING soldiers are
paid for one unit training assembly for attending this
muster.

3-13. Documentation Retention.

The retention period for signed certificates of performance
and military pay messages 1is six years and three months.
The unit will retain the closed TLs for one year. The
USPFO, MPS will retain the documents for the remainder of
the required period.
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CODE

11

21

31

41

42

51

61

71

81

82

91

Table 3-1. ARNG IDT Assembly Codes

DESCRIPTION

Unit training assembly (UTA)/ multiple unit
training assembly (MUTA)

Equivalent training

Additional flight training period
Additional unit training assembly

Jump Proficiency Training Periods

Junior leader training for civil disturbance
Additional artillery Gunnery period

Readiness management period - training
support

Leader development and preparation period
Additional simulation training period

Readiness management assembly — management
support
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Table 3-2. IDT Performance Codes

Attendance Reporting Codes

A - Authorized absence. The soldier is granted permission
to be absent from the assembly by the unit commander or
other authorized representative. An equivalent training
assembly or rescheduled training assembly will not be
performed in lieu of this assembly.

B - Attached to another unit.

C - Constructive attendance. Only soldiers performing
military duty in another status will be coded C. This
includes all AGR tour personnel. An M-day soldier on
active duty more than 30 days. A soldier on conditional
release to enlist or be appointed in the USAR, ARNG of
another State, or another service or component, may be
carried in this attendance code during the 90-day period of
conditional release is valid.

E - Rescheduled training assembly authorized and performed
prior to the unit’s scheduled unit training assembly. If
performed at another location or with another unit,
verification of the performance must have been received at
the unit of assignment or attachment prior to submission of
the automated DA Form 1379.

H - Hospitalized or incapacitated in the line of duty. The
soldier is receiving incapacitation continuation pay and
allowances during the period of assembly. The soldier is
authorized constructive attendance for the training
assembly. No rescheduled training assembly or equivalent
training may be performed when coded with this attendance
code. If the soldier is able to perform limited or
restricted military duties and soldier attends assembly,
report the soldier with an attendance code of N, present
for retirement points only.

K - Soldier authorized to perform a rescheduled training
assembly after the scheduled training assembly; performed
rescheduled training assembly on the same date or prior to
the scheduled unit training assembly, but training
certificate has not been received by the unit.

M - Absent in arrest and confinement status.
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Table 3-2. IDT Performance Codes (cont’d)

Attendance Reporting Codes

N - Actually present at an assembly for retirement points
only (no pay authorized). Used for a soldier in an IDT
non-pay status. This code may also be authorized to grant
retirement points only, to soldiers who have been
incapacitated in the line of duty, but are able to perform
limited or restricted military duties and soldier attends
the scheduled unit assembly.

P - Actually present at a regularly scheduled unit training
assembly, or at a scheduled training assembly performed on
the same date for which a performance verification is
received before submission of the DA Form 1379.

S - Equivalent training authorized to be performed not more
than 60 days after the date of the scheduled training
assembly. A soldier will not be authorized more than four
periods of equivalent training per fiscal year.

T - Absent attending IADT/IET.

U - Unexcused absence or unsatisfactory performance.

X - Soldier is not a member of the unit on the date of the
unit’s scheduled period of training. Soldier is not a
member of the unit’s accountable strength on the date of

the scheduled period of training. Soldier is assigned to
the ING.
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Chapter 4
Active Duty (including ADT, ADSW, AT) and Incapacitation
Pay

4-1. General.

This chapter prescribes unit level procedures for
processing Active Duty payments. The following are
examples:

a. Annual Training (AT) pay, including
year—around annual training (YAAT).

b. Active Duty (AD) other than for annual training.
Duty for 29 days or less will be processed by the USPFO,
MPS. Duty for 30 days or more will be processed by the
supporting finance office for the duty location.

c. Incapacitation pay.
4-2. AD Without Pay.

a. A soldier ordered to AD without pay is entitled
to allowances as provided by DODEFMR, Volume 7A. Orders
authorizing this type of duty are forwarded to the MPS by
TL.

NOTE: Payment of BAH and BAS can be processed on a
DA Form 1351-2, Travel Voucher. Submit requests for
payment to USPFO in accordance with State established
procedures.

b. When a soldier is ordered to AD without pay or
allowances, no payment is authorized.

c. AD orders must state specifically which type of
duty the soldier is ordered to perform.

4-3. Retirement Points Accountability.

Retirement points earned on AD are posted to the Retirement
Points Accounting System (RPAS) by DJMS-RC.

4-4. Leave Accounting.

a. DA Form 481 (Military Leave Record) is maintained

For soldiers performing AD for periods of 30 consecutive
days or more not paid through DJIMS-AC.
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b. The form is maintained by the custodian of the
MMPA. Care must be exercised to ensure that final leave
accounting, per AR 630-5, is made for each tour of duty.
A copy of DA Forms 31 will be forwarded to the custodian,
upon completion of leave, to be posted to the DA Form 481.

NOTE: The DA Form 481 may be maintained by the unit or the
organization to which soldier is assigned for the period of
active duty.

c. DA Forms 481 and 31 for tours of duty completed
at Active Army installations are the responsibility of the
servicing FAO at the installation.

d. When the tour of duty is paid, DA Form 481 will
be finalized and forwarded to the MPS as a substantiating
document with the request for payment of accrued leave.
Copies of all AD orders for the period will also be
attached. A suspense copy of DA Form 481 will remain in
the unit training file until the MMPA containing the
accrued leave payment is verified. Once the leave account
is settled, there is no requirement to retain the leave
related documents.

e. You can use a PC-Based RC Leave program created
by DFAS-In to track leave for soldiers on duty totaling 30-
days or more. DFAS-IN created a simple to use database
program that will enable you to maintain soldier’s leave
balances.

(1) Procedures for download:

(a) Download the program from the DFAS-IN
server, the hostname is ‘corp2.dfas.mil’.

(b) The username and password is ‘DFASIN’ and
‘INDIANA’, respectively.

(c) Change directories to /mpay/rcleave.
4-5. Submission of AD Payrolls.
a. Tours of 1-7 days (short tour). Requests for

payment are submitted with the certificate of performance
AFTER completion of the duty.
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b. Tours of 8-29 days (short tour). Requests for
payment, with statement of attendance, are submitted to the
USPFO no earlier than the first day of duty. To ensure
payment on or about the last day of duty on longer tours
(12-29 days), submit the request for payment no later than
10 days prior to the last day of duty. The certificate of
performance MUST be submitted to the USPFO no later than
10 days after completion of the duty.

NOTE: Regional schools and NGB courses (RC-TC, NOCES,
NGMTU, etc.) may be input by the servicing site for that
location.

c. Tours of 30 days or more (long tour). These
tours are processed by the servicing finance office at the
duty location. TIf the servicing finance office cannot

process the pay, the requests for payment are submitted to
arrive at the USPFO no earlier than 10 days prior to the
first duty day.

(1) When the USPFO is processing the long tour
(e.g., TTAD, Counter-Narcotics Program), a certificate of
performance MUST be submitted monthly and at the end of the
tour no later than 10 days after completion of the period.

4-6. Statement of Attendance.

A statement of attendance must be submitted with the
request for payment of a short tour. MPS cannot transmit
an AD transaction prior to the first day of duty. The
supervisor or senior person having knowledge that the
soldier has reported for duty will sign the statement of
attendance (figure 4-1).

4-7. Certificate of Performance.

a. A completed certificate of performance must be
submitted to USPFO, MPS within 10 calendar days after
completion of duty. Failure to provide a completed
certificate of performance will result in the collection of
all pay and allowances for the period of duty. Unit
commanders or other certifying individuals must ensure that
this certificate is forwarded as soon as the duty is
completed.
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b. Certificate of Performance Forms. The Automated
Funds Control Orders System (AFCOS) generates an automated
NGB Form 102-10A. The NGB Form 102-10A or
State-approved certificate of performance form is prepared
by the individual certifying the soldier’s performance and
forwarding, with a copy of the AD orders, to USPFO, MPS by
TL.

4-8. Active Duty Payment Procedures.

a. Unit payroll (AT payrolls, unit schools, etc.)
procedures are:

(1) Approximately 45 days before the beginning
of the training period, a preliminary Unit Payroll List
(UPL) is forwarded to the unit. The unit reviews this list
and promptly submits required corrections to pay-related
personnel data to SIDPERS. This list is retained until the
10-day AD Master Listing is received and used to verify
changes submitted to SIDPERS.

(2) Approximately 10 days prior to the first day

of training, two copies of the AD Master Listing (ADML) are
sent to the unit. This listing should reflect all
corrections previously submitted through SIDPERS.

(a) Annotate any changes, deletions or
additions to the listing. Circle the erroneous data in red
on the original with carbons in place. Enter the correct
data immediately above the circled data. Attach
substantiating documents for all corrections, to include
request for payroll deduction of officer meals.

NOTE: Pay-related personnel changes cannot be processed by
MPS. If SIDPERS has not processed these changes by the
time MPS receives and processes the ADML, a request for
supplemental payroll may be required.

(b) Following muster, the unit commander
annotates the date and signs the certificate of attendance.
The AD Master Listing, certification and substantiating
documents are forwarded to MPS by TL.

(3) MPS coordinates required dates of receipt of

the ADML with the unit.
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(4) Upon receipt of the certified ADML, MPS
will make adjustments and will transmit the payroll to
DFAS-IN. Personnel CANNOT be added to the payroll unless
approved by the State MPMO and accession transactions are
processed to MPS from SIDPERS.

(5) Overpayments and underpayments are processed
in accordance with Paragraph 2-18 and Figure 2-3.

(6) The payroll copy of the DA Form 1379 is
completed according to NGR 680-1. DA Form 1379, bearing
the original signature of the certifying official, 1is
forwarded to the MPS not later than the fifth working day
after the close of the AT period. If a DA Form 1379 is not
used, individual performance certificates (NGB Form 102-10A
or a similar State-approved form) must be forwarded to the
MPS.

(7) The unit must verify data on the
DA Form 1379 or performance certificates with the AD Master
Listing. Any differences must be validated and necessary
corrections submitted to the MPS.

b. Individual payrolls include AD, ADT, ADSW and
individual AT. These payrolls are submitted and certified
in accordance with paragraphs 4-5 through 4-7.

4-9. Substantiating and Supporting Documents.

AD procedures in this manual supplement existing
requirements for substantiating or supporting documentation
required by other applicable Army or National Guard
directives.

4-10. Entitlement to Basic Allowance for Quarters (BAH)
and Partial BAH in Certain Situations.

a. Soldiers ordered to duty for 139 days or less
are entitled to BAH-II or BAH at the partial rate.

b. Soldiers ordered to duty for 140 days or more
are entitled to BAH-I or BAH at the partial rate.

c. If an order is amended to exceed 140 days, the
determination for BAH will be based on the prospective
period that is based on the number of days from the date of
the amendment through the new end date.
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d. Soldiers without dependents ordered to duty in a
training status will receive BAH at the partial rate if
government quarters are available.

e. Soldiers without dependents ordered to duty in
another than training status will have BAH determined by
the availability of government quarters at their unit of
assignment. If the soldier is assigned to a unit that is
located at a unit armory without government quarters, then
the soldier’s BAH entitlement would be BAH-II at the
without dependent rate regardless of availability of
government quarters at the duty location.

4-11. Basic Allowance for Subsistence (BAS).

a. Officers are entitled to BAS during periods of
AD. They are required to pay for any meal consumed in a
Government dining facility during IDT and AD. Officers are
required to pay for meals while hospitalized.

b. Enlisted soldiers are provided meals at no cost
during IDT, AT and at certain service schools or duty
stations as shown in JFTR, Volume 1.

c. Enlisted soldiers are entitled to BAS at the
standard rate for all periods of active duty. If
government meals are provided at no cost, a deduction from
military pay will be made for all available meals if the
soldier is not entitled to TDY allowances.

d. Enlisted soldiers are entitled to payment of the

Rations-in-kind not available (RIKNA) rate when government
meals are not available and the soldier is not in a per
diem status.

4-12. 1Incapacitation Pay and Allowances.

a. Coordination is necessary between the unit,
State MPMO, MPS and the Health Services Officer/Specialist
(HSO/HSS) to ensure that requests for payments are correct
and proper. No payments will be processed until approved
by the Program Manager (MPMO, HSO, HSS).

b. Incap pay entitlements are found in the DODFMR
Volume 7A. Procedures for processing incap pay
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entitlements are in NGR (AR) 135-381. Some general
provisions of the various programs are:

(1) Soldiers injured before 15 Nov 86 may be
entitled to this pay based on their inability to perform
full military duty.

(2) Under Public Law 99-661, entitlement to
incap pay accrues to soldiers who incur an injury, disease
or 1llness in the line of duty between the dates of 15 Nov
86 and 29 Sep 88.

(3) Under Public Law 100-456, entitlement to

incap pay accrues to soldiers who incur an injury, disease
or 1llness in the line of duty on or after 30 Sep 88.
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DET 1,TRP E 238 CAV (MOB) PPVY1
500 E. SPRING ST
BLUFFTON, IN 46174
CERTIFICATE OF PERFORMANCE / STATEMENT OF ATTENDANCE
123-45-6789 SMITH DEAN A EO3 TDC: X22 PM: LAO

PRN: U25 Charge to PRN: U25

Order number: 352004 dated 011218 Amended by Order
Dated:

Period of duty: 011218 To 020218 Amended to

Thru:
Number of Govt. meals available: B L D
Marital status: S00 ROUND TRIP MILEAGE, NO PD AUTH

BAQ Verification (check each item that applies)
() BAQ DIFF () Spouse is a military member

() Spouse was on active duty during this tour
Dates of spouse duty thru

DID/DID NOT occupy Government/contract quarters
Dates: thru

Use of Government Quarters Directed by Commander: YES NO

( ) CERTIFICATE OF PERFORMANCE (COP)
I certify that I have personal knowledge or I have personally
verified that the duty stated above has been performed.

() STATEMENT OF ATTENDANCE (SOA) (for 8 days or more of active duty)
The individual indicated above has reported for duty in
accordance with competent orders, and upon completion of the duty
is due pay and allowances in the grade and status shown.

() CERTIFICATE OF PERFORMANCE (certifies completion of duty
following SOA)
I certify that I have personal knowledge or I have personally
verified the completion of duty as stated on SOA submitted on
TL# . Any changes in dates of duty are stated above and
are supported by the attached amendment order.

(Date of Certification) (Typed name, and signature)

Automated NGB Form 102-10A dtd 12 AUG 96
Figure 4-1. Certificate of Attendance/Performance
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Chapter 5
Selected Reserve Incentive Program (SRIP)

5-1. General.
This chapter contains guidance for the processing and
payment of SRIP entitlements.

5-2. Enlistment, Reenlistment and Affiliation Bonus.
Eligibility for participation in any incentive program is
determined in accordance with NGR 600-7.

5-3. Bonus 1 Automated Program.

Units may provide the IM with SRIP entitlement requests
through the Bonus 1 automated program, in accordance with
locally established procedures. States not utilizing the
Bonus 1 automated program will use the following manual
procedures for submission of entitlements.

5-4. Establish Bonus Account.

Submit appropriate documents to Incentive Manager (IM).

The account must be established prior to any payments being
made.

5-5. Payment of Incentive.
Payment schedules are established in accordance with
NGR 600-7. Submit requests for initial payment of
Reenlistment and Affiliation Bonuses with the request to
establish the account.

a. Initial payment. Prepare a memorandum reflecting
the following information and forward to the IM within
3 days following the entitlement date.

(1) Soldier’s Name, SSN and Grade

(2) Type of Incentive (Enlistment, Reenlistment,
Affiliation)

(3) Date of Entitlement
(4) MOS
(5) UIC

(6) Number of Months of Affiliation
(if applicable)
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(7) Authorization Number (if applicable)
b. Anniversary Payments.

(1) Verify the soldier is eligible for continued
participation in the program and has participated
satisfactorily per NGR 600-7.

(2) Prepare a memorandum reflecting the
following information: (Name, SSN, Grade) has performed
satisfactorily during the period of (date after last
payment was due) to (date anniversary due) and is eligible
for continued SRIP participation. Forward memorandum to IM
within 3 days following the entitlement date.

5-6. Suspensions.

Participants in a SRIP program may be suspended from the
program during authorized periods of non-participation as
outlined in NGR 600-7. An Affiliation Bonus may not be
suspended. To suspend an account, prepare a memorandum
reflecting the following information and forward to IM.

a. Soldier’s Name, SSN and Grade.

b. Type of Incentive (Enlistment, Reenlistment).

c. Effective Date of Suspension.

d. Reason for Suspension.
5-7. Reinstatement of SRIP Incentives.
Soldiers may request reinstatement in the incentive program
upon completion of a period of non-participation, per
NGR 600-7.

a. Ensure soldier has extended the enlistment or
reenlistment agreement by the number of months in a

suspended status, per NGR 600-7.

b. Prepare a memorandum to include the information
in paragraph 5-5 above and the following:

(1) Effective date of reinstatement into the
incentive program.

(2) Reason for reinstatement.
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5-8. Termination of Incentive Entitlement.
Soldiers’ incentive entitlements are terminated for reasons
as defined in NGR 600-7.

a. Termination without recoupment. Prepare a
memorandum showing the following information:

(1) Soldier’s Name, SSN and Grade.

(2) Type of Incentive (Enlistment, Reenlistment,
Affiliation).

(3) Effective Date of Enlistment, Reenlistment
or Affiliation.

(4) Number of Years of Enlistment/Reenlistment
or Months of Affiliation.

(5) Component at the Time of
Enlistment/Reenlistment or Affiliation.

(6) Date Eligibility was Terminated.
(7) Reason for Termination, per NGR 600-7.
b. Termination with recoupment.

(1) Prepare a memorandum with the information
stated in paragraph 5-8a above and include a statement that
recoupment is required.

(2) Notify the soldier of recoupment action.

5-9. Correction to Bonus Account.

To correct an erroneously established bonus account,
prepare a memorandum fully explaining the problem and
forward to the IM. Provide documentation to substantiate
the change.

5-10. AGR SRIP Participants.

Soldiers entering AD in an AGR status may be eligible for
continued SRIP participation per NGR 600-7. See local MPMO
SOP for payment procedures.
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5-11. Student Loan Repayments/Health Professional Loan
Repayment Program (SLRP/HPLRP) .
The SLRP and HPLR programs are designed to repay designated

loans secured by eligible soldiers assigned to the Selected
Reserves.

5-12. Repayment of Loans.
Guidance on the administration of the SLRP/HPLR is provided
in NGR 600-7.

a. Establish a suspense file for soldiers.
Two months prior to the anniversary date, provide the
soldier with a complete set of claim forms. Separate
claims must be submitted for each loan.

b. C(Claim packages are verified to ensure
satisfactory service in the Selected Reserves. The unit
sends the completed SLRP form and supporting documents to
the IM by TL. The IM computes the amount payable and
submits the documents to MPS. Loan repayments are made
directly to the lender.

c. Loan repayments are taxable income; however,
federal and state income taxes are not withheld. The
amount of the payment is included on the soldier’s W-2
form.

5-13. Review of MMPA and Unit Commander’s Pay Management
Report.

a. MMPA Report, UH022-2405. Review the soldier’s
MMPA to ensure that requests for incentive actions are
processed. Prepare a discrepancy report IAW paragraph 2-5
for problems identified.

b. Unit Commander’s Pay Management Report,
UH022-2004. Review the Pay Management Report monthly to
identify past-due bonus entitlements and payments due the
next month. Follow procedures in this chapter for payments
and corrections. Appendix A contains a description of the
Pay Management Report.
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Chapter 6
Incentive and Special Pays, and Miscellaneous Allowances
and Procedures

6-1. General.

This chapter prescribes procedures for incentive pays,
special pays, mileage and per diem, uniform allowances and
miscellaneous procedures.

6-2. Incentive Pay (Flight Pay, Parachute Pay and
Demolition Pay) .

a. Authorization. Authorization for incentive pay
is published on orders and coded in SIDPERS. When a
soldier’s incentive pay 1s terminated or changed, submit
the appropriate document to SIDPERS. This creates a pay
change on the MMPA through the interface with the USPFO,
MPS. Supporting data for incentive pay is maintained in
the soldier’s Military Personnel Records Jacket (MPRJ).

b. Substantiation. Units with soldiers entitled to
incentive pay must submit a DD 114 or equivalent document
(Figures 6-4 or 6-5) to the MPS stating:

(1) All soldiers met the requirements for the
current month, or

(2) All soldiers except those noted met the
requirement for the current month.

(3) Commissioned officers with more than 25
years Federal officer service or flight surgeons must be
shown on the DD 114 or equivalent document as entitled to
pay for specific AD and IDT periods, to include the dates
and times of performance.

c. When subsequent requirements are met, the soldier
becomes eligible for pay. DD 114 or equivalent document is
completed indicating entitlement to incentive pay and the
period covered. This will be promptly forwarded to the
USPFO, MPS by TL.
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6-3. Special Pays.

a. Foreign Language Proficiency Pay (FLPP). A
soldier’s entitlement to FLPP requires authorization in
orders. The orders must indicate FLPP I (Career Linguist)
or FLPP II (Non-Career Linguist) and the monthly amount.
Soldiers are authorized one-thirtieth of the applicable
monthly FLPP rate for each period of IDT and each day of AD
and AT.

(1) Units initially submit a copy of the
authorization order to the MPS and maintain a copy in a
unit suspense file.

(2) Review the MMPA monthly for soldiers
entitled to FLPP. The unit will submit a DD 114 or
equivalent document (Figure 6-4) for soldiers who have
maintained entitlement based on performance requirements.
DD 114 or equivalent document must include the dates, times
and type of performance during the month. Submit DD 114 or
equivalent document to MPS no later than the 10" day of the
month.

b. Diving Duty Pay.

(1) Diving duty pay is authorized on orders
indicating one of eight levels of pay. Soldiers are
authorized one-thirtieth of the applicable monthly diving
duty pay rate for each period of IDT and each day of AD and
AT.

(2) Units will initially submit a copy of the
authorization order to USPFO, MPS. The unit maintains a
suspense file with one copy of all diving duty orders to be
used monthly for determining entitlement. Review the MMPA
monthly for soldiers entitled to diving duty pay. The unit
will submit a DD 114 or equivalent document (Figure 6-4)
each month for those soldiers who have maintained
entitlement based upon performance requirements for the
appropriate classification level. The number, type and IDT
periods must be indicated.
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c. Medical Special Pay.

(1) Special Pay for physicians ordered to active
duty for less than one (1) year are entitled to a special
pay of $450 per month or $15 per day, initially authorized
01 January 1990.

(2) Special Pay for dentists ordered to active
duty for less than one (1) year are entitled to a special
pay of $350 per month or $11.66 per day, initially
authorized 01 October 1996.

6-4. Special Duty Assignment Pay (SDAP).

a. SDAP authorizes an enlisted soldier performing a
duty assignment characterized by extremely demanding duties
or duties demanding an unusual degree of responsibility to
compensated at a determined level. SDAP is authorized to
enlisted soldiers performing active duty and IDT.

b. Effective 1 October 1996, Command Sergeants Major
assigned to a position where the rater, senior rater and
reviewer are all general officers is entitled to SDAP at a
rate based on the rank of the rater for each day of active
duty performed. Also, Special Forces soldiers in career
management field 18 are entitled to receive SDAP at the SD-
2 level for each day of active duty performed.

c. Effective 1 October 2000, soldiers who are
assigned to positions of Air Traffic Controller and
Criminal Investigation Command (CID) Agents are also
entitled to SDAP. Also, effective 1 October 2000, any M-
Day soldier authorized SDAP may receive SDAP for the
performance of IDT.

d. The unit will submit a DD 114 or equivalent
document for soldiers who have maintained entitlement based
on performance requirements. DD 114 or equivalent document
must include the dates, times and type of performance
during the month. Submit DD 114 or equivalent document to
MPS no later than the 10™ day of the month.
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6-5. Unit Designated Pay.

a. An enlisted member assigned to a unit designated
as a high priority unit is authorized, while performing
inactive duty training for compensation, a maximum of $10
for the performance of each authorized period of IDT.
RMP/ATP do not authorize the soldier an additional $10.

b. An enlisted member of a designated unit is
entitled to designated unit pay for authorized periods of
drill or duty performed with a nondesignated unit, but
enlisted members of a nondesignated unit may not receive
designated unit pay for authorized periods of drill or duty
performed with a designated unit.

c. The ARNG military pay input system automatically
codes all soldiers assigned to an authorized UIC as
authorized unit designated pay.

6-6. Military Funeral Honors (MFH).

a. The State MFH Coordinator accepts a MFH request from
the Casualty Assistance Center (CAC). The State MFH
Coordinator will confirm the unit's ability to perform the
detail prior to accepting request. The State Coordinator will
authorize the unit to use additional members if required. If
a funeral director approaches a local unit directly, the unit
must encourage the funeral director to contact the CAC.

Units may not accept direct requests without prior approval of
the State MFH Coordinator. The CAC must be informed if the
State Coordinator authorizes the request. The State MFH
Coordinator records the request on MFH Performance Ledger.

b. The unit completes a MFH Duty Record. The commander
or authorized representative will authorize participation and
then certify performance of duty after the MFH detail is
completed. A MFH Duty Record must be completed for each week
that a member is entitled to the stipend or base rate of pay.
The MFH Duty Record will be used to record soldiers on a paid
and non-pay status (i.e. AGRs and Veteran Service
Organization) by circling the appropriate Duty Status and Pay
Status.
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c. Forward the MFH Duty Record as indicated below:

(1) Forward a copy of the MFH Duty Record for
paid and non-paid members to the MFH State Coordinator on a
DA Form 200 (Transmittal Record). The MFH State
Coordinator will use the MFH Duty Record for record keeping
purposes only. Provide the MPMO, RPAS Section a copy of
the MFH Duty Record for members that are entitled to a
retirement point. Members are entitled to retirement
points in both a paid and non-paid status.

(2) Forward the original MFH Duty Record for
members entitled to the pay to the USPFO, MPS on a
transmittal letter. A certifying official must sign the
certification block at the bottom of the form, for
entitlement to the stipend or base rate of pay. Forward a
copy of the MFH Duty Record to the MFH State Coordinator
using a transmittal letter.

6-7. Mileage and Per Diem Allowances.

a. Per diem allowances are NOT paid under DJMS-RC.
Claims for these items must be processed on DD Forms 1351-2
according to DODFMR Volume 9, applicable NGRs and Joint
Federal Travel Regulations (JFTR). Completed travel
vouchers are forwarded to the USPFO Voucher Examiner
Section for processing.

b. Mileage allowances may be paid on DJMS-RC only
when per diem is not authorized. Requests for round-trip
mileage are submitted with the request for payment and
statement of attendance.

6-8. Uniform Allowances.

a. Officer initial and additional active duty
uniform allowances are payable to Reserve Component
officers. Specific authorizations, types of allowances and
periods of entitlement are contained in the DODEFMR Volume
TA.

(1) Officers are entitled to payment of an
initial allowance after performance of 14 periods of IDT or
14 days of active duty. The uniform allowance certificate
for the appropriate allowance (figures 6-1, 6-2 and 6-3)
will be prepared and forwarded to the MPS for payment on
the next update. The payment data and pay date will post

6-5



ARNG UNIT LEVEL FINANCE PROCEDURES MANUAL 01 May 2002

to the MMPA. The initial uniform allowance may also be
paid while the officer is on AD when authorized by the
order to duty. The initial uniform allowance cannot be
paid until the officer receives permanent Federal
recognition orders from NGB. A copy of this order will be
attached to the request for payment.

(2) Officers are entitled to an additional
active duty uniform allowance when ordered to active duty
for 90 days or more. Payment is processed by the servicing
finance office where the duty is performed. This includes
payment by DJIMS-AC for soldiers entering AGR or AD in
excess of 179 days. When payment has not been made at the
soldier’s duty station, the unit will submit the properly
completed certificate (figure 6-3) with a copy of the
orders for duty by TL to the MPS.

b. Enlisted Clothing Replacement Allowance (CRA).
Enlisted soldiers ordered to active duty in excess of
6 months are entitled to receive CRA if the enlisted
soldier is not assigned to a command where replacement in-
kind is authorized, DoDFMR Volume 7A.

(1) Basic Replacement Allowance is paid to
soldiers during the first 3 years of consecutive active
duty. Entitlement accrues beginning the first day of the
month following completion of 6 months of active duty.

(2) Standard Replacement Allowance entitlement
begins after completion of 3 years of active duty.

(3) DJIMS-AC automatically accrues and pays CRA.

Units must submit a request for payment of CRA for soldiers
being paid by DJMS-RC. Request for payment of CRA is
submitted to MPS on DD 114 or equivalent document with a
copy of AD orders attached. The following statement must
appear on the request:

Request reimbursement for Enlisted Clothing Replacement
Allowance as provided in DODFMR Volume 7A. Soldier has
performed active duty for the period

(from) (to) per Order No. dated

6-6



ARNG UNIT LEVEL FINANCE PROCEDURES MANUAL 01 May 2002

(4) CRA, for soldiers performing duty of 12
months or less, is paid at completion of active duty.
Soldiers performing active duty for more than 12 months
accrue CRA monthly. Payment is requested each year on the
soldier’s anniversary date.

(5) Enlisted soldiers ordered to active duty
over 179 days can be authorized a civilian clothing
allowance when directed by competent authority to dress in
civilian clothing more than half the time when performing
official duty as a military requirement. Upon assignment
to a qualifying position, the unit will submit a request
for payment for an initial permanent duty civilian clothing
allowance. Examples of duty justifying the wear of
civilian attire include; intelligence gathering, situations
where wearing the uniform could comprise the mission or the
safety of individuals, or duty in a foreign country where
the host-nation government prohibits the wearing of
military uniforms.

6-9. Mobilization and State Active Duty.

a. Soldiers who are assigned or attached to a unit
being mobilized, but who are non-deployable, must be
separated, transferred to a non-mobilized unit or relieved
from attachment before the effective date of mobilization.
The State Adjutant General will notify the USPFO by letter,
order or other appropriate form indicating the information
for each call or order to active Federal service.

b. The State will produce individual mobilization
orders using the ARNG order-writing system. Send all
mobilization orders on a TL to the USPFO, MPS for
processing. Mobilized soldiers will be paid using DJIMS-RC.

c. State active duty is NOT payable through DJMS-RC
or DJIJMS-AC. Each instance of a call or order to State
active duty is handled as directed by the State military
authorities.

6-10. Settlement of Account of a Deceased Soldier.
a. IMMEDIATELY upon official notification of
soldier’s death, notify the MPMO and the MPS. Provide the

soldier’s name, SSN, rank, date of death and status at time
of death (e.g., performing AD/IDT, traveling to or from
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training, or not in a training status) and the unit of
assignment. The MPMO will prepare the DD Form 1300 (Report
of Casualty).

b. Death gratuity is payable under the conditions
outlined in the DODFMR. It is payable to survivors of
soldiers who die while en route to, from or while attending
AD or IDT. Entitlement must be verified with the MPS on a
case-by-case basis. Notification of death, prepared by the
Adjutant General or other designated authority is
considered the official report of death for the payment of
the death gratuity. The servicing DFAS finance office pays
death gratuity payments for soldiers who die while in a
duty status. Payments are based on documentation provided
by the National Guard Casualty Assistance Officers to the
servicing Casualty Area Command.

c. Notification to the SGLI office is made by the
MPMO representative as directed in AR 600-8-1.

d. The unit will provide the USPFO, MPS the
following information so the USPFO, MPS can forward to the
Casualty Branch, DFAS-IN Directorate for Military Pay, for
unpaid pay and allowances of a deceased ARNG soldier to be
processed and paid to the authorized beneficiary:

(1) Memorandum requesting unpaid pay and
allowances. List all unpaid active duty, inactive duty,

bonuses, and travel. Include outstanding debts.

(2) Copy of unpaid active duty orders and
certificates of performance.

(3) Copy of unpaid IDT, to include DA Forms
1379, RMA, AFTP, and RST.

(4) Copy of bonus contract.

(5) Copy of documentation for outstanding
debts.

(6) Copy of either the death certificate or
Report of Death (DD Form 1300).

(7) SF 1174 (Designation of Beneficiary).

(8) DD Form 1351-2 (Travel Voucher).
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(9) Copy of DD Form 93 (Record of Emergency
Data) .

(10) Copy of DD Form 397 (Claim Certification
and Voucher for Death Gratuity Payment), if Death Gratuity
was paid.

(11) Any uncashed U.S. Treasury checks for
previous military payments.

(12) USPFO point of contact, to include
telephone number and e-mail address.

e. Reimbursement for funeral and burial expenses
may be paid to the next of kin of ARNG soldiers who die
while in a duty status. Payment processing of this

reimbursement claim is the responsibility of the USPFO
Logistics Division. Once completed and approved by NGB,
the USPFO Logistics Division will forward the claim to the
USPFO Voucher Examination Section for payment.

£f. Per DoDFMR Volume 7A, surviving dependents, if
authorized, will receive a payment of BAH and any other
applicable housing allowances. This allowance will be
processed and paid by the Casualty Branch, DFAS-IN
Directorate for Military Pay, based on the initial
notification by the USPFO and subsequent supporting
documentation requested by the Casualty Branch.

g. Inform the next-of-kin that all pay due must be
forwarded to DFAS-IN for proper payment per the DD Form 93.
Provide the designated beneficiary, as identified on the
soldier’s DD Form 93, with an SF 1174. After beneficiary
has completed the form, attach it to the memorandum.
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Table 6-1. Personnel and Entitlement Data Affecting

DJMS-AC and DJMS-RC Accounts

1. Social Security Account Number

2. Name

3. Sex

4. Federal Tax Exemptions

5. State Tax Code

6. Pay Date (PEBRD)

7. Grade

8. Expiration Term of Service (Enlisted Only)

9. Serviceman’s Group Life Insurance, including Family SGLI

10. Special Pay Code

11. Incentive Pay Code

12. Additional Federal Tax Withholding

13. Pay Status Code

14. Retirement or VA Benefit Waiver Status

15. Transaction Effective Date

16. Mailing Address

17. Electronic Funds Transfer (EFT)
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INITIAL UNIFORM ALLOWANCE
UPON COMPLETION OF 14 INACTIVE DUTY
TRAINING ASSEMBLIES

1. Request reimbursement for the initial uniform allowance
as provided in DoDFMR Volume 7A.

2. I have not received, nor applied for an initial uniform
allowance, except as explained below, as an officer of the
Army National Guard of the United States, U.S. Army
Reserve, or Army of the United States without component
under the Armed Forces Reserve Act of 1952.

3. The Inactive Duty Training on which this claim is based
required the wearing of a uniform that I have in my
possession.

4. I have not served as a Regular officer of the armed
forces of the United States within the two-year period
immediately prior to the performance of duty on which this
claim is based.

5. I have performed 14 periods of not less than 4 hours
duration each of Inactive Duty Training as an officer of a
Reserve Component which began on or after 31 December 1952
as set forth below:

FROM: TO:
(date) (date)

6. I (did / did not) receive an issue of uniforms in kind
as a commissioned officer of the Women’s Army Corps, Army
Nurse Corps, or as a physical therapist or dietician
commissioned in the Army of the United States without
component.

7. I executed my oath of office on

(Signature of officer, typed name, and SSAN)

(Typed Grade of Officer and Officer’s Organization)

Figure 6-1. Initial Uniform Allowance Upon Completion of
14 Inactive Duty Training Assemblies
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INITIAL UNIFORM ALLOWANCE
UPON COMPLETION OF 14 ACTIVE DUTY

1. Request reimbursement for the initial uniform allowance
as provided in DoDFMR Volume 7A.

2. I have not received, nor applied for an initial uniform
allowance, except as explained below, as an officer of the
Army National Guard of the United States, U.S. Army
Reserve, or Army of the United States without component
under the Armed Forces Reserve Act of 1952.

3. The tour of active duty or active duty for training on
which this claim is based required the wearing of a uniform
that I have in my possession.

4. I have not served as a Regular officer of the armed
forces of the United States within the two-year period
immediately prior to the performance of duty on which this
claim is based.

5. I have performed 14 periods of active duty or active
duty for training as an officer of a Reserve Component
which began on or after 31 December 1952 as set forth
below:

FROM: TO:
(date) (date)

6. I (did / did not) receive an 1issue of uniforms in kind
as a commissioned officer of the Women’s Army Corps, Army
Nurse Corps, or as a physical therapist or dietician
commissioned in the Army of the United States without
component.

7. I executed my oath of office on

(Signature of officer, typed name, and SSAN)

(Typed Grade of Officer and Officer’s Organization)

Figure 6-2. Initial Uniform Allowance Upon
Completion of 14 Active Duty
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ADDITIONAL OFFICER UNIFORM ALLOWANCE

1. I request reimbursement for the additional uniform
allowance as provided for in DODFMR, Volume 7A.

2. I reported for active duty or active duty for training
for a period in excess of 90 days, or actually performed
duty in excess of 90 days after reporting for an indefinite

period on in compliance with paragraph
, Order Number , HQ
, dated
3. I have not received an initial uniform allowance in

excess of $400 during my current tour of active duty/active
duty for training or within a period of two years before
entering on my current tour of duty.

4. The current tour of active duty or active duty for
training requires the wearing of a uniform that I have in
my possession.

5. During the two-year period prior to reporting for my
current tour of duty, I have not served on active duty for
training for a period of more than 90 days duration as a
non-regular officer.

6. Prior to this date, I have neither received nor applied
for the active duty uniform allowance authorized under the
Armed Forces Reserve Act of 1952 for the tour of active
duty or active duty for training for which this entitlement
is claimed.

7. I successfully passed a complete final type physical
examination on to qualify me for the tour
of active duty or active duty for training for which this
claim is based.

(Signature of officer, typed name, and SSAN

(Grade of officer and officer’s organization)
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Figure 6-3. Additional Officer Uniform Allowance

FOR OFFICIAL USE ONLY - PRIVACY ACT DATA

Date: 01/12/02 USPFO Military Pay Certification Master List

Page: 1

Time: 14:30:48

File: J2012430.prt (Unit Copy with Closed TL)

For UIC: VASAA TL: J2012
-- Performance -- --— ILO —-——-

Type SSN Name GRD Date/Prd/Type/Atd Date/Prd/Atd
MPS 222-33-4444 SMITH JOHNNIE EO04

SM met the requirements for FLPP for the MUTA 4,
14-15 APR 01.

MPS 333-44-5555 COMER MAX 2LT
SM met the requirements for Diving Duty Pay for the
MUTA 4, 14-15 APR 01.

The above named soldier(s), IAW published training schedule,
orders and/or other competent written authority, participated in the
proper uniform for not less than 4 hours duration for each training
period on the date(s) indicated above and in the status indicated:

CPT SAMANTHA COMER

(Typed/Printed Name of Commander
or Commander's Designee)

Figure 6-4. Monthly Non-Automated Incentive/
Special Pay Report
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FOR OFFICIAL USE ONLY - PRIVACY ACT DATA

Date:
Page:
Time:
File:

Type

MPS

MPS

orders
proper
period

01/12/02 USPFO Military Pay Certification Master List
1
14:30:48
J2022430.prt (Unit Copy with Closed TL)
For UIC: VASAA TL: J2022
-— Performance -- --- ILO —----
SSN Name GRD Date/Prd/Type/Atd Date/Prd/Atd

222-33-4444 SMITH JOHNNIE MAJ
SM met the requirements for conditional ACIP for the
month of MAY 02

333-44-5555 COMER MAX 2LT
SM did not meet the requirements for conditional
ACIP for the month of MAY 02, 4 Periods, 12-13 MAY
02.

The above named soldier(s), IAW published training schedule,
and/or other competent written authority, participated in the
uniform for not less than 4 hours duration for each training
on the date(s) indicated above and in the status indicated:

CPT SAMANTHA COMER

(Typed/Printed Name of Commander
or Commander's Designee)

Figure 6-5. Monthly Automated Incentive Pay Report
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Chapter 7
Mobilization
7-1. Documentation for the USPFO, MPS.

The mobilized unit will forward to the USPFO, MPS the following
items:

a. AD Orders.

b. Standard Form (SF) 1199A (Direct Deposit Sign-Up Form)

or FMS Form 2231 (FastStart - Direct Deposit) if the soldier
desires to change the type of Direct Deposit (DD)/Electronic
Funds Transfer (EFT) account or elects to use a different
financial institution. All soldiers will receive their pay
through DD/EFT.

c. TD Form IRS W-4 (Employee’s Allowance Withholding
Certificate) if a change in marital status, number of
exemptions, or additional Federal tax withholding is required.
For State tax withholding, each State has a version of a tax
withholding form.

d. DA Form 5960 (Authorization to Start, Stop, or Change
Basic Allowance for Quarters (BAQ) and/or Variable Housing
Allowance (VHA)) 1s used to ensure the correct rate of Basic
Allowance for Housing (BAH) is paid the soldier. Single
soldiers maintaining their permanent residence must provide a
copy of their mortgage or lease agreement as a substantiating
document since their BAH entitlement is based on maintenance of
their primary residence. These substantiating documents
validate they are receiving their correct entitlement rate.

(1) A soldier with dependent(s) will receive BAH-I
using the ZIP Code of the soldier’s primary residence for rate
determination.

NOTE: A soldier must have physical custody of a child to be
considered a dependent.

(2) A soldier without dependents must retain their
primary residence to receive BAH-I during the period of
mobilization. If the soldier discontinues occupancy of their
primary residence, the soldier will receive BAH-II. In most
cases, government quarters will be available entitling the
soldier at the BAH partial rate.
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(3) A soldier without dependents may receive BAH-DIFF
in addition to BAH-I at the without dependent rate or BAH at the
partial rate. BAH-DIFF is now a stand-alone pay entitlement and
not the difference between "with" and "without" rates. The
soldier’s dependent support must be greater than the BAH-DIFF
rate. Remember that as the rates change from year to year, the
amount of support might require increases to exceed the BAH-DIFF
rate. Table 028 on JWMM will contain the rates for BAH-DIFF.

(4) A soldier married to another service member will
require the soldier to choose whether to receive BAH-I or BAH-
ITI. Since the mobilized soldier would have government quarters
available if selecting BAH-II, the soldier would receive partial
BAH. It is recommended that the mobilized soldier select BAH-I
and the other service member select/change to BAH-II. The
mobilized soldier should compare the differences in the rates
before making the decision on which type of BAH to receive.

e. DA Form 4187 (Personnel Action) authorizing Basic
Allowance for Subsistence (BAS) at the appropriate rate.

(1) Enlisted soldiers receive the BAS Standard Rate
while deployed in support of a contingency operation in a
TDY/TCS status. A soldier already on AD, i.e. AGR, will
maintain their BAS rate if the current rate exceeds the standard
rate. ©No collection of BAS is required from the soldier’s pay
and allowances.

(2) If the contingency operation is determined to be
under field conditions, enlisted receive the BAS Standard Rate
and the meal cost is deducted from their pay. Officers will
also have a deduction from pay for the officers’ meal cost.

£f. SGLV Form 8286 (Servicemembers' Group Life Insurance

Election and Certificate). This form, properly completed, is
the authority to initiate or change payroll deductions and
designate beneficiary(s). The Office of SGLI recommends that a

RC soldier complete a SGLV Form 8286 to designate a current
beneficiary(s), if necessary.

(1) No action is required for a soldier who has full

SGLI coverage prior to mobilization and wants that coverage to
continue.
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(2) A soldier with no SGLI coverage is automatically
enrolled for the maximum coverage with an effective date of the
mobilization. No action is required if the soldier desires the
maximum coverage. However, a soldier must complete a VA Form
29-8286 if the soldier does not desire enrollment or wants an
amount less than maximum coverage.

(3) A soldier who is enrolled for less than full
coverage prior to mobilization is automatically enrolled for the
maximum coverage with an effective date of the mobilization. No
action is required if the soldier desires the maximum coverage.
However, a soldier must complete a VA Form 29-8286 if the
soldier does not desire maximum coverage.

g. DD Form 1561 (Statement to Substantiate Payment of
Family Separation Allowance) to authorize entitlement to FSA-ITI,
subcategory FSA-T for a soldier who will be separated from
his/her family. A soldier who has joint custody of a dependent
may be entitled to a prorated amount. The soldier would be
entitled to FSA-T during periods in which the soldier otherwise
would have had custody of the dependent.

h. Additional Officer Uniform Allowance. Most officers
ordered to AD in support of a contingency operation are entitled
to an additional AD uniform allowance in the amount of $200. Tt
is payable when an officer is ordered to active duty for more
than 90 days and has not been on an active tour of 90 days or
more within the last two years. Prepare the memorandum
requesting payment of the Additional Officer Uniform Allowance,
if applicable.

7-2. Pre-Mobilization.

a. Review a copy of the soldier’s Master Military Pay
Account (MMPA) before any processing occurs. Ensure the
soldier’s SSN, Grade, PEBD, ETS, State and Federal Tax
Withholding, Number of Exemptions, BAH status, DD/EFT, Mailing
Address, SGLI, and SSLI are correct. Ensure all necessary forms
are available to make appropriate corrections. All changes must
go through the Standard Installation/Division Personnel System
(SIDPERS) to maintain the validity of the Pay/Personnel Match.

b. Review the soldier’s Thrift Savings Plan (TSP) before

any processing occurs. Soldiers must understand that their
current TSP percentage election will impact them dramatically

7-3



ARNG UNIT LEVEL FINANCE PROCEDURES MANUAL 01 May 2002

once on AD. For example, an aviator has 100% of their incentive
pay elected for TSP. During IDT, the aviator TSP deduction is
$112. Once on AD, and no change to their TSP election, $840 is
now deducted for TSP.

c. The unit will receive a copy of the DFAS PC-Based RC
Leave program from the USPFO, MPS. DFAS-IN created a simple to
use database program that will enable the unit to maintain its
soldiers leave balances.

7-3. Individual Government Travel Card.

a. The purpose of the Individual Government Travel Card
is to pay for reimbursable travel expenses incurred in the
performance of official travel. It is not a source of ready
cash for unexpected expenses or a requirement for mobilization.

b. Outside Continental United States (OCONUS) - A soldier
does not require an Individual Government Travel Card unless
required for movement from home station to mobilization station.

c. Continental United States (CONUS) - There is no
entitlement to per diem for soldiers ordered to AD within the
limits of their permanent duty station or the local area.

Contract meals and/or lodging is the preferred method to feed
and house several soldiers or an entire unit placed on AD
outside their permanent duty station or local area and
collocated for an extended period. This eliminates the need for
each soldier to posses an Individual Government Travel Card. A
Centrally Billed Unit Government Travel Card is an alternative
when contract meals and/or lodging is not available or
expedient. The ARNG Logistics Division (NGB-ARL) is the point
of contact for Centrally Billed Unit Government Travel Cards.

Individual soldiers ordered to AD in a Temporary Duty

(TDY) /Temporary Change of Station (TCS) status who must use
commercial meals and/or lodging require an Individual Government
Travel Card with appropriate limits.

d. The gaining Account Program Coordinator (APC) is
responsible for issue/management of the individual government
travel card for mobilized soldiers. Provide each soldier with
APC contact information so that the gaining APC has the
necessary information to effect a transfer of existing accounts.
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e. The losing APC will deactivate mobilizing soldiers'
existing Individual Government Travel Cards and will not request
cards for mobilizing soldiers who are not current card holders.
Do not activate and issue cards “just in case”.

The APC must provide the mobilization station APC with contact
information (i.e., name, phone numbers, e-mail addresses, etc.)
in case transfer of an existing account is required. After
soldiers demobilize, the APC at the supporting installation or
activity will request transfer of any accounts activated or
established during the period of mobilization to the gaining
USPFO APC and the USPFO APC will accept the account.

7-4. Travel Vouchers.

a. Per Diem is based on the availability of lodging,
mess, and the daily incidental rate of $3.50 for OCONUS or $2.00
for CONUS.

b. OCONUS. In most cases during OCONUS deployment,
soldiers are only entitled to $3.50 per day because lodging,
mess, and other facilities are provided. Generally, all OCONUS
TDY/TCS travel vouchers are settled when the final leg of travel
is completed. For TDY travel within TDY travel, a new DD Form
1610 must be provided, and settlement for that travel may be
submitted upon return. Soldiers are required to include
settlements for other TDY trips with their final travel
settlement and are responsible for liabilities associated with
the Individual Government Travel Card. The final travel
settlement will contain the following items:

(1) One original or clear copy of a completed DD Form
1351-2 (starting date of departure from home station covering

each leg of travel).

(2) One copy of all TDY/TCS/REFRAD orders,
amendments, and leave and pass forms if applicable.

(3) One copy of all DD Forms 1610 if applicable.

(4) One copy of Unit Movement Orders and amendments
if applicable.

(5) One copy of all receipts over $75.00 (it is
advantageous to keep all receipts).
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(6) One copy of all lodging receipts if applicable
(regardless of the amount).

(7) One copy of all advances and accrued per diem
payments received.

(8) One copy of all paid vouchers from any TDY trips
while deployed (final itinerary must include all internal/side
TDY trips).

c. CONUS. Soldiers in support of CONUS operations at
locations where meals and/or lodging are not available are
authorized accrual travel vouchers. An accrual travel voucher
is a partial payment of TDY/TCS expenses submitted on a monthly
basis. This ensures timely payment of the Individual Government
Travel Card and prevents maximizing the card's set dollar limit.
Soldiers are required to include settlements for accruals with
their final travel settlement and are responsible for
liabilities associated with the Individual Government Travel
Card. The accrual travel settlement will contain the following
items:

(1) An accrual is requested after 30 days of
continuous TDY/TCS duty. Each request should indicate the 30-
day period requested, i.e. 1lst, 2nd, and 3rd.

(2) Submit one original or clear DD Form 1351-2
marked “ACCRUAL,” orders, lodging receipts, statement of non-
availability, and any items of expense $75.00 or more.

Accrual travel vouchers are sent directly to the DFAS-IN address
below. However, the final travel settlement is
prepared/certified at the demobilization site and submitted
through the servicing USPFO to the following address:

DFAS-IN/Contingency Travel, Dept. 3900,
8899 East 56 Street
Indianapolis, IN 46249-3900

d. Soldiers are encouraged to select the “split-
disbursement” payment option on the DD Form 1351-2 when using
the Individual Government Travel Card. Soldiers can elect
Electronic Fund Transfer (EFT) to send a designated portion of
their travel reimbursement directly to their Individual
Government Travel Card account. The balance of the travel
settlement is sent to the soldier's designated financial
institution account.
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7-5. Family Separation Allowance (FSA).

Payable only to members with dependents. FSA Type II is
designed to compensate married members for added expenses
incurred because of enforced separation from their families for
deploying on temporary duty (FSA-T) away from the permanent duty
station for 30 consecutive days or more. FSA is payable when
the member is away from their permanent duty station
continuously for more than 30 days, and the member’s dependents
are not residing at or near the TDY station.

7-6. CONUS Cost-of-Living Allowance (COLA).

Payable to soldiers who maintain a residence in a high cost area
within the continental United States. The rate payable is the
rate associated with the location of the soldier’s principal
place of residence.

7-7. OCONUS Cost-of-Living Allowance (COLA).

Payable to soldiers who reside outside the continental United
States. The rate payable is the rate associated with the
location of the soldier’s principal place of residence.
Soldiers who are mobilized from the continental United States
for duty overseas are not entitled to OCONUS COLA since the
soldier’s permanent duty station and residence remains in the
continental United States.

7-8. Hardship Duty Pay - Location (HDP-L).

Payable to officers and enlisted soldiers performing duty in an
overseas location. Authorized areas are published in the
DoDFMR, Volume 7A.

7-9. Hostile Fire Pay (HFP).

Payable to any soldier who performs duty in an HFP area. RC
soldiers are only required to serve one day on official duty in
the HFP area to be entitled to the full amount. Areas
designated as HFP are defined in the DoDFMR, Volume 7A.

7-10. Combat Zone Tax Exclusion (CZTE).

Relieves soldiers of the requirement to pay federal and
generally state taxes, depending upon state requirements on
income earned during service in an area designated as a combat
zone. A soldier who is on official duty for at least one day in
the combat zone qualifies for the CZTE for that month. A
soldier who performs military duties outside the combat zone in
direct support of the contingency operation and qualifies for
HFP may also be entitled to the CZTE.
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a. Enlisted soldiers who perform duty in an area
designated, as CZTE, will have all pay excluded from federal and
generally state taxes. Officers who perform duty in an area
designated as CZTE will have all pay excluded from federal and
generally state taxes, limited to the highest pay of the Army’s
enlisted soldier.

b. DJIMS-RC collects taxes from all taxable income. If a
soldier is entitled to CZTE, DJMS-RC refunds any taxes collected
on the first paying update of the following month.

7-11. Leave.
Soldiers earn 2.5 days of leave for every 30 days of duty,
prorated for partial months.

a. Leave earned in the CZTE is tax-exempt when the leave
is used or sold.

b. During contingency operations, any leave sold after
leaving AD will not count against the 60-day limit on leave
sold.

7-12. Allotments.

The DoDFMR, Volume 7A allows RC soldiers to have allotments when
serving on a contingency operation. However, DJMS-RC is not
programmed to withhold monies for an allotment. DFAS-IN does
allow a mobilized RC soldier to have an allotment for support of
dependents that do not have access to the soldier’s bank
account. The soldier requests, through his commander, a
deduction in pay. The allotment is actually handled as a
garnishment by DFAS-IN.

7-13. Court Ordered Garnishment.

Soldiers may request a civilian wage court ordered garnishment
deducted from their military pay. This could prevent the
soldier from going into arrears for child support, alimony,
etc., while serving on AD. Soldiers requesting garnishment from
their military pay must provide the mobilization site a copy of
their court order for child support, alimony, etc. The
mobilization site will fax the court order to DFAS Cleveland
Office of the General Counsel. The soldier must notify the
mobilization site to stop the garnishment upon completion of AD.
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7-14. Savings Deposit Program (SDP).

The SDP allows ARNG soldiers to deposit their unallotted (NET)
current pay and allowances with the servicing contingency
operation FO by cash or writing a check to the finance officer.
The SDP allows the soldier to deposit up to $10,000 per year and

earn a 10% rate of return. Service members must submit a
written request to DFAS-Cleveland Center for withdrawals. The

request must include their name, SSN, branch of service, amount
requested, and signed. The mailing address must be provided if
the payment is to be made by check. If payment is to be sent to
the service member's financial institution include the routing
number, account number, and type of account; i.e. savings or
checking. A toll free telephone number for CONUS based service
members to call DFAS-Cleveland is 1-800-624-7368. Remember to
keep all receipts provided by the serving deployed FO as proof
of payment.

7-15. Bonus Payment.

Soldiers who are authorized a bonus payment remain entitled to
any payments while deployed. The CZTE has no effect on the
taxability of a bonus if the bonus was established in a month
the soldier was not entitled to CZTE.
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APPENDI X A
UHD22- 2405 NASTER M LI TARY PAY ACCONT (MWPA) H STCRY REPCRT

The UH022- 2405 MMPA History Report contains admnistrative,
entitlement, direct deposit, nobilization, deductions, pay

hi story and cal endar information fromthe MWA. It also
contains information fromthe drill naster, processed
transaction file and check data records. It is separated

into two pages. The follow ng explains the data in each
section of the report:

Adm ni strative Data
SSN The current, active Social Security

Nunber assigned to the nenber by the
Soci al Security Adm nistration.

SSN- Pri or The prior social security nunber
initially reported by a nenber.

Sex Code M= Ml e
F = Fenal e

Nane The full name (last, first, mddle
initial, suffix) of the menber.

DOD Conponent The Departnent of Defense Conponent the
menber is assigned. A = Arny

Servi ce The Service Conmponent that the Sol dier

Component I s assigned.

G = Arny National Guard

V = United States Arny Reserve
Servi ce The Prior Service Conponent that the
Conponent Prior Sol di er was assi gned.

G = Arny National Guard

V = United States Arny Reserve

ST- PGVA St at e/ PGVA

04E "Y' indicates officer wwth nore than
four years of active duty as enlisted or
warrant. 'N is for all others.

AD- PAY- FREQ Al ways shows a 2 indicating twice a
nonth pay for long tours of active duty.

ADRS- 3 Menber's street address.

ADRS- 4 City, State and Zi p code.

ADRS- EFF- DT The processing date of current ADRS-3
and ADRS-4 (not programmed yet).

AMT- LAST- PD Last bonus paynent anount.

ASG- DT1 Assi gnnent date to 1st prior PAS.

ASG- DT2 Assi gnnent date to 2nd prior PAS.

ASG- DT3 Assignnment date to 3rd prior PAS

ASG- DT4 Assi gnnent date to 4th prior PAS.

ASGN- DT Dat e of assignnment to the current PAS.



ARNG UNI T LEVEL FI NANCE PROCEDURES MANUAL 01 May 2002

BONUS- TYPE Current and 1st prior bonus types:
= none

Enl i st mrent Bonus

Enl i st mrent Bonus

Enl i st mrent Bonus

0
1
2
3
4

Second 3-Year Reenlistnent Bonus

5=3, 40or 5yr reenlistnent,6 to 10
years of service or prior service
Enl i stment Bonus, |ess than 14 years
service and enlists for 3, 4, or 5
years.

6 =6 yr. reenlistnent, less than 14
years of service

7 = Affiliation Bonus, 18 nonths or

| ess
8 = Affiliation Bonus, nore than 18
nont hs
COwP V = USAR
G = ARNG
COUNTRY- CODE Country code of foreign address, if
any.
DATE- ENLI ST Effective entitlenment date of current
bonus.
DCD- COWP A = Arny
F = Ar Force
DOG The nenber's Date of Gain to DIMS-RC
DCS Dat e of separation, if applicable.
DT- LAST- PD Dat e of |ast bonus paynent.
EDG The effective date(s) of the current and
1st prior grade.
ETS Expiration termof service. The ETS date

is used for the Comranders Pay Managenent
Report only; has no effect on pay system

GAI N This is the gain indicator - menbers who
are fully gained to the systemw || have
three "G s posted to this field.

GRADE The current, 1st and 2nd prior pay
grades. If only one grade on file, wll
repeat the current grade three tines.

GRCSS- AMT - Recoupnent anount, if any.

RECOUP

I NSTL- NBR I nstal | mrent nunber of nobst recent bonus

paynment (1 is initial, 2 is 1st
anni versary etc.)
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LCSS For menber's who have a separation posted to
their account, two 'L's post in this
field.
NAMVE The soldier's |last nanme, first nane,
mddle initial, etc.
NPS "6" indicates nenber awaiting | ADT.
Bl ank indicates prior service menber.
PAS First two positions are the site ID and

the last six positions are the unit
i dentification code.

PAS- PR- 1 1st prior PAS, if any

PAS- PR- 2 2nd prior PAS, if any

PAS- PR- 3 3rd prior PAS, if any

PAS- PR- 4 4th prior PAS, if any

PAY- DATE The current (and 1st prior if applicable)
pay entry basic date.

CSP- DAYS The nunber of Career Sea Pay Duty Days
per f or med.

PEC For USAR, PAPDOO

For ARNG, PANGRDO

| f other than PAPDOO or PAN®OO,

identifies unit of training assignnment.
RSN- TERM Reason for termnation, if applicable:

E = Unsatisfactory participation

F = Trf to another reserve conponent

G = Trf to Active Enlisted Force

H=Trf to Oficer Corps

| = Unaut horized change in MOS

J =Trf to non-incentive qualified unit
within | ocal e

K = Accepted civilian position where re-
serve nmnenbership is a condition of
enpl oynent .

L = Assigned to active duty or active
duty training in excess of 90 days in
support of reserve program

M= O her

SEX The menber's sex code:
M= Ml e
F = Fenal e

SSN The nenber's current social security
nunber .

SSN- PR The previous SSN, if any.

ST- PGVA For ARNG, the state code (for NG.I). For

USAR, the Pay G oup and Mbilization

Augmnent ee codes:

AN = TPU and I RR, other than I MA

BN = | MA

TAFMS- CTR Total active duty days accumul at ed.

TERM PRO- DT Effective date of term nation

TOTAL- PD Total anmount of paynents made for current
bonus.
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Entitl enent Data

AD- PD- TO- DATE

BAHI | - DATES
BAHI | - DEP- CERT-
DT

BAHI | - STAT

BAHI | - STAT- DT
BAH- DAI LY- RATE
BAH- DATES

BAH- NBR- DEP
BAH- ZI P

DEPL- DAYS/ AS COF

FSA- I | - DATES
HFP- CC/ DATES

HFP- MO- EX

| P- TYPE/ DATES

LES- 1 NDCTR

LV- CUM DA- PD-
DES- STM

01 May 2002

If menber is on a long tour of active
duty, this shows the date through which
paynment has been nade.

Start and stop dates of BAH entitl ement
for current long tour of active duty.
The BAH dependency certification date
(not progranmed yet)

Current and 1st priof BAH st at us:

0 = No dependents
1 = Wth dependents
2 = Assigned Governnment Quarters

Ef fective date of current BAH status.
VHA daily entitlenent rate.

Start and stop dates of VHA
entitlenment.

Nunber of dependents for VHA
entitlenent.

VHA zip code for
entitlenment.
Nunber of Days accountabl e for
Per sonnel Tenpo.

Start and stop dates of FSA for |ong tour.
The country code and the start and stop
dates of HFP for |ong tour.

The nunber of nonths for HFP.

The incentive pay type and start and stop
dates of entitlenent (for all types of
duty):

| ong tour

Bur densone

enlisted Crew nenber HDI P

HDI P

ACI P or
Non- crew nmemnber
Parachute HDI P
Denolition HDIP
None
ndi cates whether the soldier will get
LES via EMSS or Hardcopy.

0 — Hard-copy LES

E Use EMSS and no Hardcopy

H Use EMSS and receive Hardcopy
Nunmber days | eave paid for a contingency
oper ation

Z00 o>
I

[ony I I T
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MDVO The MDVO type and entitl enent date:
A = Veterinarian or Optonetri st
B = Less than 2 vyears active nedical or

Dent al servi ce.
Cver 2 but less than 6 years active
Dent al servi ce.
= Over 6 but less than 10 years active
Dent al servi ce.
E = Over 10 years active dental or over 2
Years active nedical service.

C
D

N = None

OSD- ASD The officer service date and avi ation
service date.

P/ MSD The profession code and nedi cal service date
(used only if nobilized nore than one year).

PAY- STATUS Menber's current pay status and the start

and stop date of |ong tour:

A = Normal status (start and stop dates
will always be 000000 and 999999).
N = Deceased
O = Tenporary Tour of Active Duty; or
HPI P Stipend; or
ROTC Subsi st ence
Q = Inactive National Guard
W= Performng | ADT, paid by DIMS-RC
Z = AT, ADT or ADSW nore than 29 days.
PAY- STATUS- 2 Future long tour information, if any.
QIR- AVAI L Indicates If quarters are avail able for
current tour:
0 = No quarters avail abl e
1 = Quarters are avail able
TVL- DAYS- 1 Travel days for current pay status.
TVL- DAYS- 2 Travel days for future pay status.
UA- PAY- DT Ef fective date of last uniform all owance
paynent .
UA- TYPE The type uniform all owance | ast paid:
K= 1Initial
L = Additional
M = Mai nt enance

Direct Deposit and Mobilization Data

ACCT- POLI CY-NBR Checki ng or savings account policy nunber.
AD- CODE- DATES Active duty code and start and stop dates.

K = Menber paid by DIMS-RC

S = Menber nobilized
AD- FI TW EXEMPT FI TWexenptions if nobilized.
AD- MAR- STAT Marital status in the event of nobilization.
APC1 APC of first long tour of active duty.
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APC2
CO-CD

DEBT- ON- FI LE

Dl R- DEP- WAV- DT
DI RECT- DEP- EFF-
DATE

DI RECT- DEPCSI T-
STAT- CCODE

LES- | NDI CATOR

ORD- NBR- 1
ORD- NBR- 2
PMI- OPT- TYPE

SALI - CURRENT

SA.I - PRI OR
SSLI - CURRENT

SSLI - PRI OR

Deducti on Data

FI CA- DED- YTD
FI CA- WAG- YTD
FI TW DED- YTD
FI TW EXEMPT- OPT

FI TW MAR- STATUS
FI TWW2- STATE

01 May 2002

APC of future |ong tour of active duty.
Company code of fihancial organizati on.

0 = nmenber has no debt on file.

1 = nmenber has one or npre debts on file.
The ending date of direct deposit

wai ver. _ _ _

The effective date of current financi al
organi zat i on.

C = Funds sent

or gani zati on
al ways (i ncluding nobilization).

M = Funds sent to financi al
or gani zati on

only when nobilized.
I ndi cates the nunber of LES issued to the
menber during the processing nonth.
O der nunber of first long tour of active duty.
Qder nunber of future long tour of active duty.
First code 'C indicates twice a nonth pay
for long tours. Second code indicates 'C

to financial

for checking or 'S for savings account.
First code is current SA.l election.
Second code is N A:

0 = No election A = $100,000 K = $200, 000
1 = $10, 000 B = $110,000 L = $210, 000
2 = $20, 000 C = $120,000 M = $220, 000
3 = $30, 000 D = $130,000 N = $230, 000
4 = $40, 000 E = $140,000 P = $240, 000
5 = $50, 000 F = $150,000 Q = $250, 000
6 = $60, 000 G = $160, 000

7 = $70, 000 H = $170, 000

8 = $80, 000 | = $180, 000

9 = $90, 000 J = $190, 000

The prior SG.I election information.

First code is the year and nonth of
current NG.I election. Second code is the
nont hl y deducti on anpunt.

The prior NG.I election information.

FI CA deductions year to date.

FI CA wages year to date.

FI TW deducti ons year to date.

First code is the nunber of exenptions for
FITW Second code is the nunber of
addi ti onal w thhol di ng options.

S = Single

M= Married

The state code of FI TWw t hhol di ng.
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FI TWWAG YTD
| DT- FI CA- WAGE

VEDI CARE- DED- YTD
VEDI CARE- WAG- YTD
PUERTO- Rl CO- DATE
PUERTO- Rl CO- FLAG
SI TW DED- 1PR- YTD
SI TW DED- 2PR- YTD

SI TW DED- CUR- YTD
ST- 1PR- EFF- DT

ST- 2ND- PR- EFF- DT

ST- EFF- DT- CURR
ST-1 AD- 1PR- YTD

ST-1 AD- 2PR- YTD
ST-1 AD- CUR- YTD
ST- WAG 1PR- YTD
ST- WAG 2PR- YTD
ST- WAGE- CUR- YTD
T5- CFY & T5- PFY
Wi- DATE

Pay Hi story Data
AFTP- QTRS

CY- ADT- DY
DA- PD

FI -1 ND

LV- ACCD

LV- PAI D

LV- TAKEN

PS- TYPE
RAPS- DAY- CTR

FI TW wages year to date.

FI CA wages year to date for inactive duty
only.

Medi care deductions year to date.

Medi care wages year to date.

Date claimng PR as State tax

A entry indicates soldier claimng PR as
State tax

The first prior state deductions year to
dat e.

The second prior state deductions year to
dat e.

Current state deductions year to date.
First prior state and the effective

dat e.

Second prior state and the effective

dat e.

Ef fective date of current state.

First prior state wages year to date for

i nactive duty only.

Second prior state wages year to date for
i nactive duty only.

Current state wages year to date for

i nactive duty.

The first prior state wages year to

dat e.

The second prior state wages year to date.
The current state wages year to date.

N A

Processing date of current FITW el ection.

Not applicable for Arny.

Not in use at this tine.

The nunber of days of base pay paid for
the current, first and second prior
fiscal years.

X indicates that all prior accrued | eave
paynents have been reported to DIMS-RC
Bl ank indicates that | eave information
is still needed.

Leave days accrued for the current,
first and second prior fiscal years.
The total nunber of accrued | eave days
pai d since 760210. Shows whol e and hal f
days (e.g. 17 2would be 17.5).

Leave days taken for the current, first
and second prior fiscal years.

N A

Nunber of days paid for the current
nmonth. Passes information for retire
poi nts and zeros out to start the next
nont h.
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UTA- AUTH Not applicable for Arny.
UTA- QTRS Not applicable for Arny.
WAl VER The first code indicates the type of

wai ver for the current, first and second
prior fiscal years:

1 = Wi ve Reserve Pay
2 = Wi ve Retired Pay
3 = Waive VA Conpensati on

The second code shows the nunber of days
wai ved for the current, first and second
prior fiscal years.

The third code shows the nunber of days
paid for the current, first and second
prior fiscal years.

Cal endar Dat a

The cal endar shows twelve nonths (current & el even previous).
To the left is each nonth. On the top is each day divided
by two attendance periods (AMand PM. Codes post to the
cal endar when paynents are made and codes del ete when

col l ections occur. The codes used in the cal endar are:

2 = UTA paynent
3 = AFTP paynent
10 = Incapacitation Payment
50 = Active Duty paid for the day
60 = The 31st day of a 31 day nonth and nmenber on Active
Duty tour which crosses the end of the nonth.
70 = Stipend or subsistence
99 = Any non-existent day for pay purposes (e.g. 31
Feb.)
Bl ank = No performance reported for the day.
A = ATA or UTAin addition to normal scheduled drill
B = UTA for JUW Proficiency (ARNG only)
C = AAUTA or Junior Leadership/Cvil D sturbance training
D = AAGP or Additional Artillery Gunnery Periods
E = RVA-Trai ning (ARNG onl y)
F = LDPP or Leader Devel opnent and Preparation Periods
G = ASTP or Additional Sinulation Training Periods
H = RVA or RMA- Managenent Support
K = Equi val ent Trai ning
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Exanpl es of cal endar entries are:

UTA = first period of the day, ET second period = 2K
AANT = first period, no performance second = DO
No performance first period, RMA second = OH
Active Duty performance = 50

NOTE: The cal endar al ways shows January through

Decenber

in the sane order. For exanple: for the May 95 processing
nmont h t he cal endar woul d show JAN 95 t hrough MAY 95 and then
JUNE 94 t hrough DECEMBER 94.

To the right of the calendar are three colums that are:

UTA Nothing will post in this colum.

SAIl1 Indicates that SGI was collected fromthe menber
for the nonth. O indicates that SG.I was not
collected fromthe nenber for the nonth. NOTE
I f SAI was not collected for the nonth and a 1 is
posted for the next nonth, the SGAIl for the
current and prior nonth should have been withhel d.

SSLI1 Indicates that SSLI was collected fromthe menber
for the nmonth. O indicates that SSLI was not
collected fromthe nenber for the nonth. The sane
note as in SG.Il applies.

Drill Master Data

Drill master data contains the authorized limts for the
current fiscal year for each drill type and the nunber
performed for the current fiscal year.

Processed Transacti ons Data

Processed transactions data contains an eighty character

i mge of all accepted transactions processed on the nmenber's
account for the current nonth and previous nonths. |In order
to understand the transactions, use the TIN layouts in this
ADSM
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Paynent Record Data

This part contains information for each paynent made to the

paynent

menber's account for the current
record is created and di spl ayed for each paynent.
six lines are the header fields and the correlating
information displays directly bel ow.
records is defined bel ow

Cl TY STATE ZI P
CK NO' CO CODE

CK- DATE
DEBT

DEDUCTI ON- AMT1
THRU

DEDUCTI ON- AMI'9

ENTI TLEMNT- AMTI'1
THRU

ENTI TLEMNT- AMI'15

EX

FI TW ST
R
GRGCSS
LV DAYS

V5
NAME
NET
PAS

PAY- DT
SSAN
ST/ PGVA

STREET ADDRESS
TYPE- DUTY- APC-
DATES- OF-
PERFORMANCE
VOU- NO

mont h.  An i ndi vi dual
The top

Each field for the

Menber's address city, state and zip code

I f paynment was made by check a pseudo
nunber appears for check nunber. | f
paynment was made by direct deposit, the

conpany code appears here.

Payment Di sposition:

0 = Bulk Mail Check

1 = Check to MWA address

2 = Paynent through direct deposit

The effective date of paynent

This field shows any debt paynent made

for this paynent.
These fields give the deduction types and

deduction anounts for this paynent.
These fields give entitlenent types and
amounts paid for this paynent.

FI TW exenpti ons

The FI TWstate

Menber's pay grade

The gross paynment anount.

If leave was paid for this paynent, the

nunber of days shows in this field.

Menber's marital status
Current nane.
The net paynent anount.

The two position Site-ID and six position
unit identification code.

Menber's pay entry basic date.

Current social security nunber

State code for ARNG or Pay G oup and
Mobi | i zati on code for USAR

The nenber's mailing address street.
These |ines show the type of duty (e.g.
AD, UTA, ET), the APC and the dates of
per f or mance.

The paynent voucher nunber.
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APPENDIX B
UNIT COMMANDER’S PAY MANAGEMENT REPORT (UH022-2004)

1. REPORT HEADING. The heading identifies the Program
Control Number (PCN), UH022-2004), ISN (USPFO providing
service), Unit Identification Code (UIC), MONTH and YEAR
(report was prepared), DATE (the report run date) and the
UNIT ADDRESS.

2. SECTION 1. STATUS DATA.

a. This section identifies administrative data for
each soldier in your unit. The NAME, Social Security
Number (SSN), Grade (GR), Pay Group (PG), Active Duty Code
(AD CD), Pay Status (PS), Non-Prior Service (NPS), DATE of
Assignment (DOG), Pay Entry Basic Date (PEBD), BAH Status
(BAH STAT/DATE), Marital Status (MS), Withholding
Exemptions (WE), Additional Withholding (AW), State Tax
Code (ST), Incentive Pays (INC PAY), Waiver Status (WS),
Servicemen’s Group Life Insurance (SGLI), SURE-PAY
participants and non Participants (SUREPAY STAT/DATE),
Partial Gain Indicator (PART GAIN IND), Loss Indicator (LL)

b. The information in this section is in alphabetical
order regardless of grade.

c. GR indicates pay grades. Two-position numerics
represent the grade. 01ls through 03s with over 4 years
enlisted/warrant officer service have a “Y” added to their
respective grade.

01-10 - Officers (e.g., 01 = 01)
21-25 - Warrant officers (e.g., 21 = Wl)
31-39 - Enlisted personnel (e.g., 31 = E1)

d. The PG categories indicate the Pay Group (A =
Performing 48 drills per FY and B = Performing 24 drills
per FY).

e. The AD-CD column lists the status code of the
soldier performing some type of active duty being paid by
DJIMS-AC.

K - AGR

S - Mobilized
Y - IADT performance

B-1
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f. The PS column will show the pay status the soldier
is in.

A - Soldier is on regular duty and may be paid
while in this status.

N - Death. Use of this code is restricted to
DFAS-IN.

O - Mobilized

Q - Inactive National Guard (ING). This code

limits pay to one UTA per fiscal year. This
code causes SGLI and SSLI collections to be
stopped.

W - Attending Basic Training

Z - Active Duty tours over 29 days.

g. The NPS column will show if the soldier is listed
as a NPS soldier in DJMS-RC. An entry of 6 in this column
identifies soldiers that are classified as NPS.

h. The DOG column lists the date the soldier was
assigned to the unit.

i. The PEBD category lists the Pay Entry Basic Date of
the soldier.

j. The BAQ STAT/DATE column lists the status and the
date the status was started.

0 - Member without dependents

1 - Member with dependents

2 - Member with dependents residing in family-
type government quarters

k. The MS category will show either S (single) or M
(married) .

1. The WE category will indicate the number of
withholding exemptions (80 - indicates soldier is tax
exempt) .

m. The AW column lists the amount of additional
withholding the soldier has requested.

n. The INC PAY category will show one incentive type
that a soldier is receiving (FLYC - Flight Pay-Crewmember,
FLYN - Flight Pay-Noncrewmember, JUMP - Jump Pay, and DEM -
Demolition Pay).

B-2
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0. The WS category will either indicate the soldier
is receiving prior service disability benefits from the
Veteran’s Administration (VA) or Army Retired Pay (RP).

p. The SGLI category will be designed by a number
from 0-Q. Each number indicates the amount of insurance by
$10,000 increments; i.e., a Q indicates $250,000 and a 0
indicates no coverage.

r. The SURE-PAY category identifies participation and
non-participation in SURE-PAY. The letter “P” indicates
those soldiers who are currently participating in SURE-PAY.
The letter “N” indicates those soldiers who are required to
participate, but are not participating. “N” also indicates
soldiers who were in the ARNG PRIOR to 1 October 1987 and
are not participating in SURE-PAY. The column is blank for
Non-prior Service soldiers who have not attended IADT/IET
(“"6” in NPS on MMPA). The letter “W” indicates those
soldiers who have an approved waiver for not participating
in SUREPAY.

s. The PART GAIN IND column reports any soldier that
has not been fully gained into DJMS-RC. To be fully gained
the MMPA must have 3 Gs. An X will appear in this column
when the soldier is not fully gained to DJMS-RC.

t. The LL IND column reports any soldier that has
been separated. An LL will appear in this column if the
soldier has been separated.

3. The UNIT PAY FILE TOTALS show the number of Officers
(OFF), Warrant Officers (WO), Enlisted Soldiers (ENL), and
the total number of soldiers on the Master Military Pay
Account File (MMPA). The total number of SURE-PAY
participants and non-participants is displayed for all
soldiers. The SURE-PAY participation percentage is
calculated by dividing the number of soldiers who are
participating in SURE-PAY by the total number of soldiers.

4. SECTION 2. DRILL PERFORMANCE DATA.

a. This section identifies DRILL PERFORMANCE DATA for
the Current Month and the Fiscal Year. The NAME, DRILLS
PAID CURRENT MONTH (BY TYPE), 11, 21, 31, 41, 42, 51, 61,
71, 81, 82, and 91; and the DRILLS PAID THIS FISCAL YEAR

B-3
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(BY TYPE), 11, 21, 31, 41, 42, 51, 61, 71, 81, 82, and 91
are shown.

b. This section lists in alphabetical order all
soldiers regardless of grade.

c. The codes are 11 - Unit Training Assembly
(UTA) /Multiple Unit Training Assembly (MUTA), 21 -
Equivalent training (ET), 31 - Additional Flight Training
Period (AFTP), 41 - UTA in addition to regular schedule, 42
- ATP-jump proficiency, 51 - Junior Leader/Civil
Disturbance Training, 61 - Additional Artillery Gunnery
Periods (AAGP), 71 - Readiness Management Period (RMP)-
Training Spt, 81 - Leader Development and Preparation
Periods (LDPP), 82 - Additional Simulation Training Periods
(ASTP), and 91 - Readiness Management Period (RMP)-Mgmt
Support.

d. The number of drill performance under each drill
code relates to the soldier and not the unit. TIf the
soldier transfers from another unit and performs ATPs
before transferring, the DRILLS PAID CURRENT MONTH will be
carried forward to the new unit. Likewise the DRILLS PAID
THIS FISCAL YEAR will indicate what the soldier has
performed and not necessarily what the unit has used.

e. The UNIT TOTALS at the end of this section total
up the number in each drill type for the current month.

f. The DRILLS PAID THIS FISCAL YEAR (BY TYPE) is the
second section and identifies the totals for the fiscal
year. The fields are the same as above. The number of
drill performances under each drill code relates to the
soldier and not the unit.

5. SECTION 3. BONUS PAYMENT DATA.

a. This section identifies bonus payment data by type
for each soldier in your unit. The NAME, SSAN, TYPE BONUS,
PS IND, ASFC/NEC/MOS, STATUS CD/DATE, PYM IDC, DATE OF ENL
REENL OR AFFIL, TOTAL AMT PAID, PAST DUE PAYMENTS, DATE
DUE, and PAYMENTS DUE NEXT MONTH are shown.

b. The data in this section is in alphabetical order

regardless of grade. Only soldiers who are currently in an
active bonus status are listed in this section.

B-4
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c. The Bonus Types included in this section are: 1 -
Enlistment Bonus, 2 - Enlistment Bonus,3 - Enlistment
Bonus, 4 - Second 3-Year Reenlistment Bonus, 5 -
Reenlistment Bonus for 3 years, 6 - Reenlistment bonus for
6 years, 7 - Affiliation bonus with 18 months or less MSO,
8 - Affiliation bonus with between 18 and 73 months MSO.

d. The PS IND column is the Prior Service Indicator
used to identify service bonus types 5 and 6.

e. The AFSC/NEC/MOS column identifies the Military
Occupational Specialty for the soldier’s bonus.

f. The STATUS CD/DATE category shows the STATUS (A -

Active, I - Inactive, R - Terminated with recoupment, T -
Terminated without recoupment, S - Suspended without
recoupment, and Z - Final Payment Indicator) and the
effective date of the status. The effective date is only

shown for Status Codes R, S, T and Z.

g. The PYM IDC column indicates if a final payment
has been made. An X will appear in this column when a
final payment has been made.

h. The DATE OF ENL REENL OR AFFIL category indicates
the effective date of the soldier’s bonus contract.

i. The TOTAL AMT PAID category indicates the amount
the soldier has already received.

j. The PAST DUE PAYMENTS category indicates the
amount owed the soldier which is past due.

k. The DATE DUE category is the date the soldier was
entitled to the payment.

1. The PAYMENTS DUE NEXT MONTH category indicates the
amount due next month.

m. The DATE DUE NEXT MONTH is the date the soldier is
entitled to the payment next month.

6. SECTION 4. REENLISTMENT DATA.

a. This section indicates the soldiers who are due to
separate within the 2 months following the current month
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reported. The NAME, and the DATE DUE TO SEP (Date Due to
Separate) are shown.

b. This section is listed in alphabetical order
regardless of grade. Only soldiers due to separate in the
current month or the next 2 months will appear.

c. The DATE DUE TO SEP is the date the soldier is due
to separate.

d. There are no totals computed in this section.

7. SECTION 5. COLLECTION DATA.

a. This section identifies any collection actions
that have appeared on JSS-RC this month. The NAME,
BEGINNING BAL (Beginning Balance), AMT PAID/REDU (Amount
Paid), AMT ADD (Amount Added), AMT DEBT REMAINING (Amount
of Debt Remaining) are shown.

b. The entries in this section are in alphabetical
order regardless of grade. Only soldiers who currently are
in a DUE US status are listed here.

c. When the AMT DEBT REMAINING is less than the
BEGINNING BAL and no amount appears in the AMT PAID/REDU
category, it indicates a soldier was retroactively
separated to a previous date that erased part of or all of
the debt.

d. This section has no total amount.
8. SECTION 6. COMMAND ACTIONS.

a. The COMMAND ACTIONS section contains the following
categories — VALIDATE PRIOR-SERVICE LEAVE DAYS PAID,
VALIDATE UTA PERFORMANCE, and VALIDATE PERFORMANCE STATUS.
The reported data identify possible pay problems and
corrective actions to resolve them.

b. VALIDATE PRIOR-SERVICE LEAVE DAYS PAID.
(1) CONDITION: A soldier does not have had a TIN

AO06 (ACCESSION) processed against their account to report
the total number of leave days paid.
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(2) ACTION: Review the soldier’s past DD Form
214s to determine if the soldier was paid any leave from
prior active duty time. Report any leave sold to SIDPERS.

c. VALIDATE UTA PERFORMED.

(1) CONDITION: The NAME, SSN, GR (grade), CAT
(pay group), and TOTAL RPTD (total IDT assemblies reported)
are provided for each soldier assigned who has performed
more than 48 drills during a fiscal year.

(2) ACTION: The number of IDT assemblies
performed by the solider must be verified against the DA
Form 1379 and differences reconciled. The MPS will provide
assistance if the unit is unable to reconcile the
difference.

d. VALIDATE PERFORMANCE STATUS.

(1) CONDITION: The NAME, SSN, GRD, and the
total number of IDT assemblies on the soldier’s MMPA record
span (current plus 11 previous months) will appear under
this heading for soldiers who have not performed IDT, AT,
ADT, or ADSW for more than 90 days. The following criteria
applies:

(a) The account must have been on the MMPA for
at least 3 months.

(b) The soldier cannot be in a “NOFED” status or
a “RETROACTIVE SEP.”

(c) The total number of IDT assemblies performed
is examined, not the payment for them, e.g., a soldier
waiving IDT pay in favor of retired pay would not be
included on the report.

(2) ACTION: The status of each soldier listed
must be verified to identify those soldiers who are
unsatisfactory participants. This verification should be
accomplished in accordance with governing regulations.
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APPENDIX C
DJMS-RC Leave and Earnings Statement

1. General. This appendix contains the DJMS-RC Leave and
Farnings Statement (LES) and explains the various blocks on
the form. Unit personnel should know how to read the LES
and be able to assist the soldier in understanding the
information on the form.

2. Leave and Earnings Statement.

a. The LES is a computer-produced statement of account
for each soldier paid under DJMS-RC. It shows all
entitlements, collections, and payments made during the
period covered by the statement.

b. DFAS-IN processes pay eight times a month. If pay
is due or administrative change is processed, a LES 1is
produced and sent to the soldier’s mailing address. If the
LES is not received, units must call the MPS to obtain a
copy for the soldier.

c. Detailed block description of the LES follows
(examples are shown in figure C-1).

Title Data Displayed
NAME (last, first, MI) Name as shown on the MMPA
SOCIAL SECURITY NUMBER Nine-digit SSN.
GRADE Pay Grade (02, W3, E6, OlE).
PAY DATE Pay Entry Basic Date: The

constructive date from which
total service for pay
purposes is computer.

YRS SVC Years of service for pay
purposes as computed from the
pay date.
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LEAVE AND TAX information:
and current entitlement period

These blocks show year-to-date

tax data.

LEAVE

Not applicable.

FED TAXES
WAGE PERIOD

Federal taxable wages earned
during period of this LES.

WAGE YTD

Total federal taxable wages
earned for all periods during
the current tax year and
reported to the JSS-RC tax
system.

MS

Married/Single for tax
withholding purposes.

EX

Number of exemptions claimed
for tax withholding purposes.

ADD’L TAX

Additional federal income tax
withheld this period.

TAX YTD

Total federal income taxes
withheld during the current
tax year and reported to the
JSS-RC tax system.

FICA TAXES
WAGE PERIOD

Total wages subject to Social
Security and Medicare
deductions during this pay
period.

WAGE YTD Total Social Security wages
paid during the current tax
year and reported to the JSS-
RC tax system.

TAX YTD Total Social Security taxes

withheld during the current
tax year.

MED WG YTD

Total Medicare wages paid
during the current tax year
and reported to the JSS-RC
tax system.

MED TX YTD

Total Medicare taxes withheld
during the current tax year.

STATE TAXES
ST

State claimed for State
Income Tax withholding
purposes (based on DD Form
2058) .

WG PERIOD

Total state wages paid
subject to state income tax
during this pay period.
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WAGE YTD Total state tax withheld
during the current tax year
and reported to the JSS-RC
tax system.

MS Married/Single for tax
withholding purposes. Same
as Fed MS.

EX Number of exemptions claimed
for tax purposes. Same as
Fed Ex.

TAX YTD Year-to-Date state income tax
withheld for state claimed in
block “ST”.

PAY DATA Type of BAQ Status
BAQ TYPE W/O DEP = without

Dependents

W DEP = with dependents

WDAGQT = with dependents/
Assigned govt
Quarters

PARTL = partial
BAQ DEPN Primary dependent for BAQ
NO DEP = No dependents
SPOUSE = spouse
CHILD = child
PARENT = parent
MBRTMBR = soldier married
to soldier, own
right

DEPCHLD = soldier married
to soldier,
dependent child

VHA ZIP The Postal Zip Code of the
VBA area.

RENT AMT Not used.

SHARE Not used.

STA Not used.

JEFTR Location code from the Joint

Federal Travel Regulation for
payment of Cost of Living
Allowance for certain
overseas areas.
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DEPNS Not used.

2D JFTR Not used.

BAS TYPE BAS for the period of the
active duty.

CHARITY Not used.

TPC The Pay Group (A = Army, F =
Air Force)

PACIDN Not Used

TSP YTD DEDUCTIONS Contributions Year-to-date

DEFERRED TSP YTD Contributions that
are tax deferred

EXEMPT TSP YTD Contributions that
are tax exempt

The following are the remarks that may be displayed on the
LES:

The year to date gross earnings:

YTD GROSS EARNINGS: (earnings)
(e.g., YTD GROSS EARNINGS: $540.00)

Displays each LES

The year to date total deductions:

YTD TOTAL DEDUCTIONS: (deductions)
(e.g., YTD TOTAL DEDUCTIONS: $ 75.00)

Displays each LES

For soldiers with direct deposit pay option:

YOUR CHECK WAS SENT TO (bank name) (routing indicator)

(city) (st) (zip) AMOUNT:

ACCOUNT NUMBER: ACCOUNT TYPE: (checking/saving)
(e.g., YOUR CHECK WAS SENT 15 NATIONAL BANK 0945362
Indianapolis, IN 46249-0008 AMOUNT: $124.56
ACCOUNT NUMBER: 223344 ACCOUNT TYPE: CHECKING)

Displays each LES

For soldiers with checks to mailing address:
CHECK AMOUNT (amount) TO: (street address) (city) (state)
(zip)
(e.g., CHECK AMOUNT: $97.50 TO: 1111 MAIN STREET
INDIANAPOLIS IN 46150-0000
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Displays each LES

Entitlements (when there are more A thru L in entitlement
portion of the top of LES):

ENTITLEMENTS: (entitlement type) (amount)
(e.g., ENTITLEMENTS: FLPP - TYPE I S 75.00)

Displays as required

Unpaid debts on inventory:

CODE DESCRIPTION (type of debt) DEBT BAL (balance of debt)
(debt start date) (debt stop date)
(e.g., ACTIVE DUTY DEBT BAL $100.00 10JANO2 10JANO0Z2)
*A separate remark for each debt on file
Displays when debts are on file

The total debt balance:

UNPAID DEBT BALANCE *TOTAL*: (amount)
(e.g., UNPAID DEBT BALANCE *TOTAL* : $100.00)

Displays when debts are on file

Detail of entitlements and amounts:

ENTITL DESC: (the entitlement type) (amount)
(e.g., ENTITL DESC: SPECIAL PAY HOSTILE FIRE $60.00)

Displays for each type of entitlement paid this LES

Total fiscal year to date performance:

TOTAL PERFORMANCE FY (fy): UTA (#) AFTP (#) ET (#)
(e.g., TOTAL PERFORMANCE FY 92: UTA 6 AFTP 4 ET 2)

Displays each LES

Anniversary bonus due:

ANNIVERSARY BONUS DUE: (date)
(e.g., ANNIVERSARY BONUS DUE 01 FEB 02)

Displays when applicable
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Cancel bonus suspension:

BONUS SUSPENSION CANCELLED (date)
(e.g., BONUS SUSPENSION CANCELLED 01 JAN 02)

Displays when applicable

Bonus is stopped:

BONUS STOP: (reason) (date)
(e.g., BONUS STOP: UNSAT PARTICIPATION 10 JAN 02)

Displays when applicable

Bonus is recouped:

BONUS RECOUPMENT DUE: (date) AMOUNT : (amount)
(e.g., BONUS RECOUPMENT DUE: 03 MAR 92 AMOUNT: $1000.00)

Displays when applicable

Bonus is suspended:

BONUS SUSPENDED: (date)
(e.g., BONUS SUSPENDED 05 APR 92)

Displays when applicable

Promotion:

PROMOTED: (date) GRADE: (new grade)
(e.g., PROMOTED: 10 FEB 92 GRADE : E7)

Displays when applicable

Demotion:

DEMOTED: (date) GRADE: (new grade)
(e.g., DEMOTE: 01 JAN 02 GRADE: E2)

Displays when applicable

Forfeiture/Fine Unpaid Balance:

FOREITURE/FINE UNPAID BALANCE TOTAL: (amount)
(e.g., FORFEITURE/FINE UNPAID BALANCE TOTAL: $ 175.00)
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Displays when applicable

Drill performance:

(Drill type): (date) (period) (date) (period) (date) (period)
(e.g., UNIT TRAINING ASSEMBLY: 02 FEB 02 1 02 FEB 02 2)

Active Duty Performance

ACTIVE DUTY (AD) FOR TRAINING: (date) TO (date)
(e.g., ACTIVE DUTY (AD) FOR TRAINING 02 MARO2 TO 02 MAR 02)

Displays for each tour of active duty paid when applicable

State of Legal Residence Verification

PLEASE VERIFY YOUR STATE OF LEGAL RESIDENCE FOR STATE
INCOME TAX PURPOSE. CONTACT YOUR PAYROLL OFFICE TO FILE A
NEW DD FORM 2058 TO CHANGE/ESTABLISH CORRECT STATE
IMMEDIATELY. YOUR CURRENT STATE CLAIMED IS (state)

Displays on each LES

Adjustment remarks:

ADJUSTMENT WAS MADE TO: (entitlement)
(e.g., ADJUSTMENT WAS MADE TO: FOREIGN DUTY PAY)

Displays for each entitlement adjustment made this LES.
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APPENDIX D

References and
Glossary of Terms and Abbreviations

PART I - REFERENCES

The following 1s a partial list of reference applicable to
DJIJMS-RC.

a. Department of Defense (DoD) Directives.

(1) DoD Standard 7953A, DoD Automated Information
Systems (AIS) Documentation Standards

(2) DoD Financial Management Regulation (DoDFMR)

(3) DoD Joint Federal Travel Regulations (JFTR),
Volume 1.

(4) DFAS JUMPS DJMS-RC Automated Data Systems
Manual (ADSM) Book I (central system & output) and Book IT
(RCIS for USAR and AC FAOs).

b. Department of Army (DA) Regulations.

(1) AR 25-1, The Army Information Management
System.

(2) AR 25-5, Information Management for the
Sustaining Base.

(3) AR 37-104-4, Military Pay and Allowance
Procedures for JUMPS DJMS-AC.

(4) AR 37-104-10, Military Pay and Allowance
Procedures for Reserve Components of the Army (not

applicable to the ARNG at State or unit level operations).

(5) AR 340-17, Release of Information and Records
from Army files.

(6) AR 340-21 series, The Army Privacy Program,
Privacy Act of 1974.

(7) AR 380-5, DA Information Security.

(8) AR 380-19, Automation System Security.
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(9) AR 630-5, Leave and Pass Policy.
(10) DA Pam 25-51, The Army Privacy Program.

c. Department of the Air Force Manuals (AFM).

AFM 177-373, Volume III, Accounting and Finance,
Air Reserve Forces Pay and Allowance System.

d. Department Guard Bureau (NGB).

(1) NGR (AR) 37-104-3, Military Pay and
Allowances, Army National Guard.

(2) ARNG Unit Level Finance Procedures Manual.
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PART II - TERMS

Following is a partial list of terms used in DJMS-RC and
JUSTIS-DJMS.

ACCESSION

Establishment of a Master Military Pay Account on DJMS-RC
in order to make payments for performance of active and
inactive duty.

ACCOUNTING AND FINANCE OFFICE (AFO) (Also see Finance and
Accounting Office {FAO}]

The AFO is the primary Air Force finance office responsible
in specifically designed instances for accounting and
disbursing of funds in support of Army and ARNG activities.

ACCOUNTING PROCESSING CODE (APC)

DJIJMS-RC code that identifies the soldier’s performance by
type, personnel category and input location for budget and
fund control purposes. Information required can vary by
type of input transaction.

ACCRUED LEAVE PAYMENT

Payment for leave due a soldier at the end of a period of
active duty of 30 days or more. Leave accrues at the rate
of 2.5 days per month. Payment consists of basic pay only.
Effective 10 February 1976, Federal law prohibits payment
of more than a total of 60 days accrued leave within a
soldier’s career unless specifically authorized by DOD in
special provisions of directives (e.g., Contingency
Operations) .

ACTIVE DUTY (AD)

All full-time duty, with or without pay, in the active
service of a uniformed service, other than extended active
duty (EAD), by a Reserve Component soldier. This includes
AT; ADWS; ADT; AGR; and attendance in an active status at a
designated unit, area, or service school.

ACTIVE DUTY AND PAY STATUS CODES

Codes that identify the IDT or AD status of Reserve
Component soldiers (e.g., long or short AD tours, IDT,
IADT/IET) .
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ACTIVE DUTY SPECIAL WORK (ADSW)

Active military service for short tours (less than 180
days) of active duty for special projects by a Reserve
Component soldier.

ACTIVE DUTY TRAINING (ADT)

Active military service, with or without pay, for training
purposes. This includes Army service schools, USAR
schools, and conferences.

ACTIVE GUARD/RESERVE (AGR)

ARNG soldiers performing full-time active military duty in
support of the ARNG. Duty can be in either a Title 10 or
32, U.S.C. status.

ADDITIONAL FLIGHT TRAINING PERIOD (AFTP)

An additional IDT assembly authorized rated aviators, air
crew members, and selected aviation ground support
personnel to maintain flight proficiency.

ADDITIONAL TRAINING ASSEMBLY (ATA)
Additional IDT assemblies authorized for specific readiness
and training purposes. An AFTP is one type of an ATA.

ALLOWANCES

Amounts paid to an office or enlisted solider performing
active duty in lieu of, or to supplement, quarters and
subsistence (e.g., BAS, BAH, OHA), or for uniforms.

ANNUAL TRAINING (AT)

A period of active duty for ARNG soldiers. Normally 15
days (TDC 101) which is required to be performed each
fiscal year/training year (1 October — 30 September).

ARMY NATIONAL GUARD (ARNG)

Federally recognized Army National Guard units of the
United States and Territories. The ARNG is one of the
reserve components of the Army.

AUTOMATED FUND CONTROL ORDERS SYSTEM (AFCOS)

Automated system designed to publish military and travel
orders. This system interfaces with SABERS, SIDPERS, SABS,
and the funds reservation system.

AVIATION SERVICE DATE (ASD)

Used to compute flight pay for commissioned and warrant
officers entitled to Aviation Career Incentive Pay (ACIP).
(This is the ASED - aviation service entry date - in the
DODPM and SIDPERS.)
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AVIATION CAREER INCENTIVE PAY (ACIP)
Incentive pay authorized for commissioned and warrant
officers qualified for aviation service.

BASIC ALLOWANCE FOR HOUSING (BAH)

The amount of money prescribed by law which an officer or
enlisted soldier performing active duty receives to pay for
quarters. The amount paid is based on rank, dependency
status, and availability of Government quarters. The
amount due is computed on the daily rate as outlined in
basic pay, below.

BASIC ALLOWANCE FOR SUBSISTENCE (BAS)

Officers - An amount of money prescribed by law to be paid
to officers performing active duty as reimbursement for the
cost of Government meals. The amount due is computed on
the daily rate as outlined in basic pay, below. Officer
BAS is only payable on days for which the officer is
entitled to basic pay regardless of the number of calendar
days in a month.

Enlisted - All enlisted soldiers receive separate rations
effective 01 January 2002 except soldiers attending IADT.
Government meals provided will be deducted from the
soldiers’ pay. Enlisted BAS is now based on a 30-day month.
The 31°° will not be paid unless the duty is less than 30
days.

BASIC PAY (BP)

The rate of pay prescribed by law for an officer or
enlisted soldier, according to rank (pay grade) and service
longevity. The daily pay rate for Reserve Component
soldiers paid through DJMS-RC is computed by taking one
thirtieth of the monthly rate, with partial cents rounded
to the nearest whole cent, and multiplied by the number of
days of duty, not to exceed 30 days in a calendar month.

CERTIFICATE OF PERFORMANCE
The statement certifying the completed performance of a
period of active duty for a soldier or group of soldiers.

CERTIFYING OFFICER

The official certifying to the correctness of pay and
performance data. This individual is usually the
detachment/unit commander or the senior member present for
the period of duty.
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CODED UPDATE

A paying update on DJMS-RC. Updates are coded 1 - pays all
input for IDT and completed AD tours of less than 30 days;
2 — pays all code 1 entitlements plus mid-month payments
for AD tours of 30 days or more; 3 — pays all code 1
entitlements plus end-of-month payments for AD tours of 30
days or more. Various accounting and retirement point data
is created by each coded update.

COMMISSIONED OFFICER

Commissioned officer as used in this manual means all
commissioned officers in grades 0-1 through 0-8. It does
not include warrant officers, whether commissioned or not.

COMPANY CODE (CO-CODE)

The DJMS code identifying financial institutions and other
allotees for routing of electronic fund transfer payments.
These codes are shown in DJIJMS-RC table 50. Company codes
should NOT be confused with financial institution routing
ID numbers issued by the Federal Reserve Bank. These are
two different codes. Only a valid company code will be
accepted by DJMS-RC.

CONSOLIDATED BASE PERSONNEL OFFICE, USAR (CBPO)

The USAF (active, ANG, and AFRes) office responsible for
all personnel and finance functions on an USAF
installation. As pertains to DJMS-RC, its functions are
equivalent to the MPMO and USPFO. This term will appear in
some of the DJMS-RC output reports.

CONTINENTAL U.S. (CONUS)
The term refers to the 48 contiguous States and the
District of Columbia.

COST OF LIVING ALLOWANCE (COLA)
An allowance authorized to assist a soldier in defraying
excess costs incident to a high cost area.

DEFENSE FINANCE AND ACCOUNTING SERVICE — INDIANAPOLIS
CENTER (DFAS-IN)

DFAS-IN maintains the Army soldier’s accounts on DJMS-RC
and DJMS-AC; and furnishes accounting, management, and
budgetary data to the States and NGB. DFAS-IN issues all
payments for ARNG duty performance, SRIP and loan repayment
program entitlements; and furnishes the soldier with leave
and earnings statements and Forms W-2.
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DATA OF GAIN (DOG)
This is the date shown in DJMS-RC that a soldier is
initially accessed.

DEFENSE JOINT MILITARY PAY SYSTEM - RESERVE COMPONENTS
(DJMS-RC)

The DoD joint pay system for Reserve components. It
replaces JUMPS-RC, and JTELS. For the ARNG, it also
replaces ADAPS, and is used with the revised JUSTIS-DJMS.

DEFENSE JOINT MILITARY PAY SYSTEM - ACTIVE COMPONENT (DJMS-
AC)

The DOD joint pay system for the active components. It
replaces JUMPS-AA, JACS, and JTELS.

EQUIVALENT TRAINING (ET)

Individual training authorized to be performed by soldier
after the scheduled unit assembly. This type of training
is limited by law to no more than four training periods per
fiscal year.

EXPIRATION TERM OF SERVICE (ETS)
The end of an enlisted soldier’s contractual period of
service shown in the enlistment form (DD Form 4).

EXTENDED ACTIVE DUTY (EAD)

Active military service when strength accountability passes
to the active Army. (AGR, ADT, and ADSW soldiers are not
on EAD - they are still strength assets of the respective
states.)

EXTENSION OF ENLISTMENT

Contracted agreement, which extended an enlisted soldier’s
current enlistment for a stated period beyond the original
expiration of that enlistment.

FEDERAL INCOME TAX WITHHOLDING (FITW)

Amount withheld from a soldier’s IDT or AD basic pay;
incentive pay; special pay; separation, readjustment, or
severance pays (except certain disability severance pay)
for Federal income tax withholding. Withholding is based
on marital status and number of exemptions claimed by the
soldier on his/her TD Form W-4. Federal withholding tax
(FWT) in SIDPERS.
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FEDERAL INSURANCE CONTRIBUTION ACT (FICA)

Amount withheld from IDT and AD basic pay to satisfy the
soldier’s statutory “employee share” of Social Security Act
(FICA) contributions. The Federal government contributes
the “employer’s share” of the FICA tax based on the
soldier’s earned wages.

FEDERAL RECOGNITION

Action under the provisions of 32 U.S.C. 307 by the Chief,
National Guard Bureau extending Federal recognition as a
Reserve officer of the Army to the appointment of an
officer in a State.

FINANCE AND ACCOUNTING OFFICE (FAO) (ALSO SEE ACCOUNTING
AND FINANCE OFFICER [AFO])

The servicing FAO is the primary Army finance office
responsible for accounting, disbursing of funds, and input
of entitlement data to DJIJMS-RC for soldiers performing
active duty for 8 days or more at a site serviced by them.

FISCAL YEAR (FY)
The Federal government’s accounting year. The fiscal year
covers the period from 1 October through 30 September.

FOREIGN LANGUAGE PROFICIENCY PAY (FLPP)
Special pay due a soldier, when authorized in orders based
on selected language proficiency.

HAZARDOUS DUTY INCENTIVE PAY (HDIP)

Incentive pay due a soldier, when authorized by appropriate
orders, for the performance of certain hazardous duties
orders, for the performance of certain hazardous duties
(e.g., aerial flight non-crew members, parachute, HALO).

HARDSHIP DUTY PAY - LOCATION

Paid to all soldiers performing active duty for more than
30 days in a foreign area designated as being authorized
the HDP-L.

HOSTILE FIRE/IMMINENT DANGER PAY (HF/IDP)

Special pay authorized all soldiers assigned to areas
designated as danger zones and authorized this pay by the
Secretary of Defense.
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HUMAN RESOURCES OFFICE (HRO)

The office of each State designated to manager the full-
time military and civilian support force. Some States
manage the pay accounts of AGR soldiers on duty from this
office in coordination with the designated servicing FAO.

IMMEDIATE ACCESS STORAGE (IAS)

This is the record of all transactions affecting a
soldier’s pay retained by DJIJMS-RC in the MMPA previous 12-
month history master file. This was formerly referred to
as the “record span” in JUMPS-RC.

INCAPACITATION PAY (INCAP PAY)

Military pay and allowances authorized in certain instances
to soldiers who are injured or have contracted a disease,
determined to be in the line of duty (LOD), while traveling
to/from or performing a scheduled period of active or
inactive duty training.

INCENTIVE PROGRAM MANAGER (IM)

The individual in the State MPMO responsible for the
management and supervision of the Selected Reserve
Incentive Program (SRIP) in the State.

INITIAL ACTIVE DUTY TRAINING OR INITIAL ENTRY TRAINING
(IADT OR IET)

Initial active duty for basic and advanced individual
training performed by all ARNG soldiers upon enlistment.
Training is performed under the provisions of Title 10,
U.S.C.

INACTIVE DUTY TRAINING (IDT)

Training assemblies performed by ARNG soldiers under
provisions of 32 U.S.C. 502a. This is normally 48 training
assembly periods per fiscal year.

JUMPS STANDARD TERMINAL INPUT SUBSYSTEM - JOINT SERVICE
SOFTWARE (JUSTIS-DJMS)

The ARNG data entry and edit subsystem at the USPFO level
for submitting data to DJMS-RC.

MASTER MILITARY PAY ACCOUNT (MMPA)

A soldier’s master pay account on the DJMS-RC file at DFAS-
IN. This reflects pay-related personnel data, entitlement
data and performance data within the IAS (computer history
span) .
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MILITARY PAY SECTION (MPS)

The section of the USPFO pay and examination branch
responsible for establishing and maintaining each soldier’s
pay account.

MILITARY PAY VOUCHER (MPV)

DA Form 2139 (Military Pay Voucher) listing pay,
allowances, and collections for a stated period of duty
performed by a soldier in those exceptional cases where
payment will be effected through a servicing FAO/AFO rather
than DJMS-RC. This form can be performed either
mechanically or manually.

MILITARY PERSONNEL MANAGEMENT OFFICE (MPMO)

The director of personnel in each State responsible for the
management and supervision of all military personnel
activities (e.g., recruiting, career management, incentive
programs). The incentive program manager is a part of this
office.

MILITARY PERSONNEL RECORDS FOLDER (MPRJ)

The field military personnel records jacket (DA Form 201)
containing field records relating to the soldier’s military
service.

MULTIPLE UNIT TRAINING ASSEMBLIES (MUTA)

Two regularly scheduled IDT training assemblies performed
on the same day. This becomes period 1 and period 2 on
DJMS-RC reporting. By law no more than two IDT periods, of
any type, can be performed on a single calendar day.

(NOTE: The performance of a UTA and another type of IDT
assembly [AFTP, ATA] count toward the limit of two IDT
periods per day.)

NATIONAL GUARD BUREAU (NGB)

Department of Defense agency charged with the policy
direction and management of the Federally recognized
National Guard of several states. The Army and Air Force
Directorates of NGB coordinate and establish policy and
management functions for their respective services.

NATIONAL GUARD REGULATION (ARMY) (NGR (AR))

Regulations published by the Chief, NGB providing policy
direction and management for the Army National Guard of
several states not in active Federal service. These
National Guard regulations identified as “NGR (AR)” have
the same force as Army Regulations (ARs) and are published
by the authority of the Secretary of the Army.
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OFFICER
Officer as used in this manual applies to commissioned and
warrant officers in grades W-1 through 0-8.

OFFICER SERVICE DATE (OSD)

This is the TFOS - Total Federal Officer Service - in the
DODFMR and SIDPERS. It is no longer used in conjunction
with ASED to determine the amount of ACIP to be paid.

OUTSIDE CONTINENTAL U.S. (OCONUS)

States and U.S. territories outside the boundaries of the
48 contiguous States and the District of Columbia, and all
foreign countries.

OVERSEAS HOUSING ALLOWANCE (OHA)

An allowance authorized to assist a soldier in defraying
housing costs incident to a permanent duty assignment
outside a State or D.C. (OHA is the overseas equivalent to
the VHA payable in the States and D.C.) OHA is derived
using the cost of the soldier’s housing at the OCONUS
permanent duty station in relationship to the soldier’s
monthly BAH and the authorized OHA rate.

PAY DATE
The data for purposes of basic pay computation from which a
soldier’s creditable service is computed. (Shown as Pay

Entry Basic Data [PEBD] in SIDPERS.)

PERSONNEL ELEMENT CODE (PEC)
Program code assigned to identify ARNG and USAR soldiers.
ARNG code is PANGOO; USAR code is PAPDO0O.

PROGRAM MANAGER CODE (PMC)

A three-digit code designated by each USPFO identifying the
State program manager of the funds being charged for a
period of duty. This code also interfaces with an NGB type
duty code (TDC).

PAY STATUS AND ACTIVE DUTY CODES

Codes that identify the IDT or AD status of Reserve
Component soldiers (e.g., long or short AD tours, IDT,
IADT/IET) .

RENT PLUS

Housing allowance authorized soldiers with or without
dependents assigned to certain overseas areas.
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RESERVE COMPONENT PAY SUPPORT OFFICE (RCPSO)

These are sites that can create or make input to a
soldier’s MMPA on DJMS-RC. RCPSOs are divided into three
categories: ARNG (each USPFO MPS is an ARNG RCPSO to
support soldiers assigned to that State); USAR (designated
FAOs are USAR RCPSOs to support USAR units in their area);
and active component (active FAOs designated as active
component RCPSOs to support reserve component soldiers
performing active duty at their installation).

RESERVE COMPONENT INPUT SUBSYSTEM (RCIS)/DEFENSE MILPAY
OFFICE (DMO)

Front-end entry and edit input subsystem to DJMS-RC used by
USAR and active component FAO RCPSOs. This is the USAR
equivalent to the ARNG JUSTIS-DJMS.

RESCHEDULED TRAINING ASSEMBLY (RST)

This identifies an individual soldier’s training assembly
that has been rescheduled from the original (unit) training
date. This is a split unit training assembly (SUTA) as
used in SIDPERS.

STANDARD INSTALLATION/DIVISION PERSONNEL SYSTEM (SIDPERS)
The automated personnel reporting system at State and NGB
levels. SIDPERS provides the pay-related personnel data
items through automated interface for JUSTIS-DJMS and DJMS-
RC.

STATE

As used in this manual, State includes all states,
commonwealths, the Commonwealth of Puerto Rico, the
territories of Guam and the U.S. Virgin Islands, the
District of Columbia, and other territories for which the
Congress may subsequently authorized a National Guard.

STATE ADJUTANT GENERAL

As used in this manual, this title refers to the designated
commanding officer of the National Guard of the State,
regardless of title such as commanding general or chief of
staff.

STATE/PAY GROUP/MOBILIZATION AUGMENTEE (ST-PGMA)

DJIJMS-RC two-character data element that identifies an ARNG
soldier’s State of assigned, or a USAR soldier’s pay group
(number of IDT assemblies authorized each fiscal year) or

mobilization augmentee status.
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STUDENT LOAN REPAYMENT PROGRAM (SLRP)

The SLRP is an incentive program that repays qualified
portions of student loans incurred by a soldier prior to
entry into the ARNG.

SUBSTANTIATING DOCUMENT

Written evidence to support an entitlement or collection
entry (e.g., orders, DD Forms 114, DA Forms 5960,
performance certificates).

SURE-PAY

The program which pays a soldier through the Direct Deposit
(DD) /Electronic Funds Transfer (EFT) system of the
Treasury/Federal Reserve.

TOTAL FEDERAL OFFICER SERVICE (TFOS)
This is the 0OSD - Officer Service Data — in DJMS-RC).

TRANSACTION IDENTIFICATION NUMBER (TIN)

DJIJMS-RC identification number assigned for each type of pay
transaction processed through the system. The same TIN is
used for JUSTIS-DJMS formats.

TRANSMITTAL LETTER (TL)

A cover document that controls, lists, and transmits other
documents to a desired location. TLs for pay entitlements
and performance submitted to the MPS are sequentially
numbered to assist in identifying missing TLs.

TYPE DUTY CODE (TDC)

A code identifying the specific purpose of a soldier’s
active duty period. Each TDC relates to a specific project
(accounting classification) within the accounting system.
Fach code interfaces with a locally established PMC. For
current actual codes, refer to the NGB “All States
Memorandum” published each fiscal year.

UNIT IDENTIFICATION CODE (UIC)
Six-digit code assigned by DA which, along with the PRN, is
used to identify a unit.

UNIT TRAINING ASSEMBLY (UTA)

A single inactive duty training period. A UTA is performed
on a day when no other regularly scheduled IDT period is
performed. (See MUTA for multiple IDT assemblies on the
same day) .
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U.S. ARMY RESERVE (USAR)

The USAR 1s a reserve component of the Army. It is under
the general policy direction of the Chief, Army Reserve who
is a member of the Army General Staff.

U.S. PROPERTY AND FISCAL OFFICER (USPFO)

The USPFO is a Title 10 officer ordered to active duty in
the State and designated by the U.S. Government as the
person responsible for all Federal property and funds
allocated to the State Army and Air National Guard. The
financial manager, the pay and examination branch, and the
military pay section are part of the office of the USPFO.

WARRANT OFFICER
Warrant officer as used in this manual means all warrant
officers, whether commissioned or not.
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PART III - ABBREVIATIONS
Detailed definitions are shown in part II.
ACIP - Aviation Career Incentive Pay
AD - Active Duty
ADSW - Active Duty for Special Work
ADT - Active Duty for Training
AFCOS - Automated Fund Control and Order System
AFTP - Additional Flight Training Period
AGR - Active Guard/Reserve
APC - Accounting processing code
ARNG - Army National Guard
ASD - Aviation Service Data (ASED in SIDPERS)
ASED - Aviation Service Entry Date (ASD in DJMS-RC)
AT - Annual Training
ATA - Additional Training Assembly
BAH - Basic Allowance for Housing
BAS - Basic Allowance for Subsistence
BP - Basic pay
CBPO - USAF Consolidated Base Personnel Office
CO-CODE - Company code
COLA - Cost of Living Allowance
CONUS - Continental U.S. (48 states and D.C.)

DFAS-IN - Defense Finance and Accounting Service -
Indianapolis Center
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DMO - Defense MILPAY Office (for USAR and active FAO input
to DJIJMS-RC)

DOG - Date of gain

DOV - Disbursing Office Voucher

ETS - Expiration Term of Service

FAO - Finance and Accounting Office (active Army)
FITW - Federal Income Tax Withholding (FWT in SIDPERS)

FICA - Federal Income Contributions Act (Social Security
Tax)

FLPP - Foreign Language Proficiency Pay
FY - Fiscal Year

HDIP - Hazardous Duty Incentive Pay
HF/IDP - Hostile Fire/Imminent Danger Pay
HRO - Human Resources Office (each State)

IADT/IET - Initial Active Duty Training/Initial Entry
Training

IAS - Immediate Access Storage (DJMS-RC)
IDT - Inactive Duty Training
IM - Incentive Manager

JUSTIS-DJMS - JUMPS Standard Terminal Input Subsystem -
Joint Service Software (ARNG)

LES - Leave and Earnings Statement
MMPA - Master Military Pay Account
MPMO - Military Personnel Management Officer (each state)

MPS - Military Pay Section
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MPV - Military Pay Voucher

MUTA - Multiple Unit Training Assembly

NGB - National Guard Bureau

NGB (AR) - National Guard Regulation (Army)

OCONUS - Outside Continental U.S. (outside the territorial
boundaries of the 48 contiguous States and DC)

OSD - Officer Service Date (TFOS in SIDPERS)
OHA - Overseas Housing Allowance

PAS - Personnel Accounting Symbol

PEBD - Pay Entry Basic Date

PEC - Program Element Code

PMC - Program Manager Code

RCIS - Reserve Component Input Subsystem (for USAR and
active FAO input to DJMS-RC)

RCPSO - Reserve Component Pay Support Office

RMA - Readiness Management Assembly

RST - Rescheduled Training Assembly (SUTA in SIDPERS)
SIDPERS - Standard Installation/Division Personnel System
SLRP - Student Loan Repayment Program

SUTA - Split Unit Training Assembly

TFOS - Total Federal Officer Service

TDC - Type Duty Code

TIN - Transaction Identification Number (DJIJMS-RC)

TL - Transmittal Letter

UIC - Unit Identification Code
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USAR - U.S. Army Reserve
USPFO - U.S. Property and Fiscal Officer (each state)

UTA - Unit Training Assembly
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APPENDIX E

State Taxing Authorities and Postal Service
and
State Abbreviations and Site Identification and Locations

PART I - STATE TAXING AUTHORITIES AND POSTAL SERVICE STATE
ABBREVIATIONS

Listed below is a listing of the authorized state tax codes
and two-letter state abbreviations used in DJMS-RC.

TAX POSTAL TAX POSTAL
STATE CODE | ABBR STATE CODE | ABBR
ALABAMA 01 AL NORTH DAKOTA 38 ND
ALASKA 02 AK OHIO 39 OH
ARIZONA 04 AZ OKLAHOMA 40 OK
ARKANSAS 05 AR OREGON 41 OR
CALIFORNIA 06 CA PENNSYLVANIA 42 PA
COLORDAO 08 CO RHODE ISLAND 44 RT
CONNECTICUT 09 CT SOUTH CAROLINA 45 SC
DELAWARE 10 DE SOUTH DAKOTA 46 SD
DISTRICT OF COLUMBIA 11 DC TENNESSEE 47 TN
FLORIDA 12 FL TEXAS 48 X
GEORGIA 13 GA UTAH 49 UT
HAWATT 15 HI VERMONT 50 VT
IDAHO 16 ID VIRGINIA 51 VA
ILLINOIS 17 IL WASHINGTON 53 WA
INDIANA 18 IN WEST VIRGINIA 54 WV
IOWA 19 IA WISCONSIN 55 WI
KANSAS 20 KS WYOMING 56 WY
KENTUCKY 21 KY
LOUISIANA 22 LA GUAM GU GU
MATINE 23 ME PUERTO RICO PR PR
MARYLAND 24 MD VIRGIN ISLANDS VI VI
MASSACHUSETTS 25 MA NOT DESIGNATED 98
MICHIGAN 26 MI TEMPORARY)
MINNESOTA 277 MN NOT LISTED/ 99
MISSISSIPPI 28 MS FOREIGN
MISSOURI 29 MO
MONTANA 30 MT
NEBRASKA 31 NE
NEVADA 32 NV
NEW HAMPSHIRE 33 NH
NEW JERSEY 34 NJ
NEW MEXICO 35 NM
NEW YORK 36 NY
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NORTH CAROLINA

137 | NC

PART II - STATE ABBREVIATIONS AND SITE IDENTIFICATIONS AND

LOCATIONS
SITE SITE
ID LOCATION ID LOCATION
Al USPFO Alabama D1 USPFO Montana
A2 USPFO Alaska D2 USPFO Nebraska
A3 USPFO Arizona D3 USPFO Nevada
A4 USPFO Arkansas D4 USPFO New Hampshire
A5 USPFO California D5 USPFO New Jersey
A6 USPFO Colorado D6 USPFO New Mexico
A7 USPFO Connecticut D7 USPFO New York
A8 USPFO Delaware D8 USPFO North Carolina
A9 USPFO District of Columbia D9 USPFO North Dakota
B1 USPFO Florida El USPFO Ohio
B2 USPFO Georgia E2 USPFO Oklahoma
B3 USPFO Guam E3 USPFO Oregon
B4 USPFO Hawaii E4 USPFO Pennsylvania
B5 USPFO Idaho ES USPFO Puerto Rico
B6 USPFO Illinois E6 USPFO Rhode Island
B7 USPFO Indiana E7 USPFO South Carolina
B8 USPFO Iowa E8 USPFO South Dakota
B9 USPFO Kansas E9 USPFO Tennessee
Cl USPFO Kentucky Fl USPFO Texas
C2 USPFO Louisiana F2 USPFO Utah
C3 USPFO Maine F3 USPFO Vermont
c4 USPFO Maryland F4 USPFO Virginia
Cb5 USPFO Massachusetts F5 USPFO Virgin Islands
C6 USPFO Michigan F6 USPFO Washington
C7 USPFO Minnesota F7 USPFO West Virginia
C8 USPFO Mississippi F8 USPFO Wisconsin
C9 USPFO Missouri F9 USPFO Wyoming
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APPENDIX F
Internal Control Review Checklist

TASK: Financial Management

SUBTASK: Reserve Component Pay Activities

THIS CHECKLIST: Pay Procedures at the Unit Level
ASSESSABLE UNIT:

IMPLEMENTATION:

ORGANIZATION:

ACTION OFFICER:

REVIEWER:

DATE COMPLETED:

EVENT CYCLE: Inactive Duty Training Pay

STEP # 1: The soldier’s DJMS-RC pay elections (SF 1199A) is
prepared to submit the soldier’s pay option to DJIMS-RC
through the Military Pay Section.

RISK: Establishment of erroneous mailing address and
noncompliance with NGB directive that all personnel
enlisted/appointed after 1 October 1987 will participate in
the SURE-PAY program.

CONTROL OBJECTIVE:

1. Establish designated mailing addresses on the DJMS-RC
Master Military Pay Account (MMPA).

2. Promote SURE PAY, Direct Deposit (DD)/Electronic Fund
Transfer System (EFT) among current soldiers and ensure all
personnel enlisted/appointed after 1 October 1987, and not
exempted from participation by the State Adjutant General,
are enrolled in SURE-PAY.

CONTROL TECHNIQUE:

1. Mailing addresses established on DJIJMS-RC are supported
by a DA Form 3685 on file in the unit training file. A
corrected mailing address, when necessitated by a change,
is forwarded to SIDPERS. All SURE-PAY elections are
supported by the required SF 1199A.
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2. Advantages of SURE-PAY (DD/EFT) are discussed with each
current soldier. It is mandatory that each soldier
enlisted/appointed after 1 October 1987 be enrolled in the
SURE-PAY program unless exempted in writing by the State
Adjutant General.

TEST QUESTION:

la. Are all mailing addresses supported by a DA Form 3685
signed by the soldier concerned?

RESPONSE : YES NO NA

REMARKS :

1b. Are all SURE-PAY (DD/EFT) elections supported by the
necessary SF 1199A completed by the soldier and associated
financial institution?

RESPONSE : YES NO NA

REMARKS:

lc. Are all current soldiers encouraged to participate in
the SURE-PAY program?

RESPONSE : YES NO NA

REMARKS :

1d. Are all soldiers that were enlisted/appointed after 1
October 1987, and not exempted from participation by the
State Adjutant General, enrolled in the SURE-PAY program?

RESPONSE : YES NO NA

REMARKS :

STEP # 2: Personnel accountability to eliminate unearned/
incorrect payments for IDT/AD and improper status codes on
the DA Forms 1379.

RISK: Soldiers will receive unearned/incorrect payments or
soldiers will be coded incorrectly on the unit’s DA Form
1379. The DAMPRE system will be provided erroneous drill
attendance data and cannot be used as the management tool
for which designed.
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CONTROL OBJECTIVE: To totally eliminate improper status
codes being placed on the unit’s DA Form 1379, which can be
accomplished by command emphasis on personnel
accountability at the unit level.

CONTROL TECHNIQUE:

1. Controls are established to ensure a complete review of
each soldier’s status prior to a submission of an AD or AT
payroll. ©No soldier may be authorized to perform IDT and
AD/AT on the same calendar day. There is also a limited
number/types of additional training periods that may be
performed on the same day during IDT performance. (See
ARNG Unit Level Finance Procedures Manual, table 3-3).

2. Controls are in place to ensure a final review of the
working copy of the DA Form 1379 after the final attendance
verification of the last period of the last day of IDT.
This review must be accomplished with the unit commander,
first sergeant, and the person responsible for typing the
payroll copy of the DA Form 1379. This method should
eliminate improper coding of personnel on the DA Form 1379.
The chain of command must be aware of their
responsibilities in the areas of personnel accountability.

3. Controls are established to ensure a rapid response to
corrections to the DA Form 1379. Administrative personnel
must know the proper procedure for submission of requests
to change a status code on the unit’s DA Form 1379. (See
ARNG Unit Level Finance Procedures Manual, paragraph 3-10.)

4. Controls are in place to ensure rapid identification of
the necessary collection actions required to adjust
accounts of soldiers who have received overpayments.

5. Each Major headquarters will ensure that all the above

are made routine items of review during each command
inspection and staff visit.

F-3



ARNG UNIT LEVEL FINANCE PROCEDURES MANUAL 01 May 2002

TEST QUESTIONS:

1. Are rescheduled training assembly (RST) and equivalent
training (ET) authorizations prepared prior to or during
the IDT assembly and on hand prior to the final review of
the working copy of the DA Form 137972 RST authorizations
for duty performed prior to the scheduled assembly must
have been prepared prior to the date of duty.

RESPONSE : YES NO NA

REMARKS :

2. Are the RST and ET authorizations, along with AD/ADSW/
AT orders reviewed prior to coding of the DA Form 13797

RESPONSE : YES NO NA

REMARKS :

3. Are IADT/IET orders reviewed prior to coding of the DA
Form 13797

RESPONSE : YES NO NA

REMARKS :

4. TIs table 3-3 of ARNG Unit Level Finance Procedures
Manual reviewed prior to authorizing the performance of an
ATA, RMA, or other additional IDT drills on the same
calendar day that other IDT training is scheduled?

RESPONSE: YES NO NA
REMARKS :
5. Are actual reviews made by the commander, first

sergeant, and unit clerk prior to the close of the last
training assembly of the month to verify all attendance
codes on the working copy of the DA Form 1379 and preclude
improper attendance status coding?

RESPONSE : YES NO NA

REMARKS :
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6. Is Master Military Pay Accounting History Report
reviewed to ensure correct payments for each soldier?
(NOTE: MPS/HRO should be reviewing DJMS-AC LESs for AGR
soldiers.)

RESPONSE : YES NO NA

REMARKS:

7. Are unit administrative personnel knowledgeable of the
proper procedures to change attendance codes on the DA Form
13797

RESPONSE : YES NO NA
REMARKS :
8. Are these procedures reviewed by major headquarters

during each command inspection/staff visit?

RESPONSE : YES NO NA

REMARKS :

STEP # 3: The necessary actions and controls are
established to ensure that RST and ET are performed within
the established windows (NGR 350-1).

RISK: Soldiers will be permitted to perform RSTs and/or ET
outside the authorized window, which is in direct conflict
with NGB 350-1 and Title 32, U.S.C.

CONTROL OBJECTIVE: To prevent RST and/or ET from being
performed and paid outside the window.

CONTROL TECHNIQUE:

1. Each major command and unit will establish an adequate
plan to prevent payment and performance for RST and/or ET
performed outside the required windows.

2. Each command must be aware that the basic IDT assembly
and all RSTs for that assembly must be completed within 90
consecutive days from the date of the assembly or the date
the first element performs a RST, whichever is earlier.

3. FEFach command must also be aware that all ET must be

performed within 60 calendar days after the missed period
of duty.
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4. Fach command must also be aware that a RST is
authorized for the welfare of the unit and not for the
convenience of the soldier. ETs are scheduled due to
unforeseen emergency situations of a personal nature and
only four periods per training year may be authorized. A
cumulative total of both RST and ET periods performed is
listed on each soldier’s DJMS-RC LES and MMPA History
Report.

5. RSTs are always scheduled in advance, in writing, and
prior to or on the date of the scheduled assembly. ET is
also scheduled in advance, in writing, or during the
scheduled assembly, as the personal situation dictates.

TEST QUESTIONS:

1. Has an adequate plan to prevent payment and performance
outside the window been established?

RESPONSE : YES NO NA

REMARKS :

2. Do all personnel concerned understand the window on
RSTs?

RESPONSE : YES NO NA

REMARKS :

3. Do all personnel concerned understand the window on ET?
RESPONSE : YES NO NA

REMARKS :

4. Does the commander only authorize a RST for the welfare

of the unit?

RESPONSE : YES NO NA

REMARKS :
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5. Does the commander only authorize ET as intended by NGR
350-17

RESPONSE : YES NO NA

REMARKS :

6. Are RSTs scheduled in advance or during the drill and
in writing?

RESPONSE: YES NO NA
REMARKS :
7. 1Is ET scheduled in advance or during the assembly and

in writing?

RESPONSE : YES NO NA

REMARKS:

8. Is the scheduling of RSTs and ET an item of interest
during all command inspections and staff visits?

RESPONSE : YES NO NA
REMARKS :
STEP # 4: Plans and controls are in place to ensure proper

actions at the unit level to resolve pay inquiries and
claims.

RISK: Incomplete, inaccurate, or inadequate responses to
valid inquiries and claims will be made. Errors will not
be corrected as required.

CONTROL OBJECTIVE:

1. Necessary controls are established to ensure that LESs,
MMPAs and other documents available are reviewed to
determine if any inquiry can and should be resolved at the
unit level.

2. Existing procedures are followed in processing AD and
AT claims for separated members.
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TEST QUESTIONS:

1. Are all available resources utilized at the unit level
to resolve and respond to pay inquiries?

RESPONSE : YES NO NA

REMARKS:

2. Are claims/collections for AD and AT forwarded to the
MPS as soon as the discrepancy is identified?

RESPONSE : YES NO NA

REMARKS:

3. Do units receive a response from the MPS in regard to
their inquiry?

RESPONSE : YES NO NA

REMARKS :

EVENT CYCLE: Payment of Basic Allowance for Housing

STEP #1: The soldier’s DA Form 5960 is used to determine a
soldier’s dependents. A single soldier must have physical
custody of a child to claim the child as a dependent for
BAH purposes. A single soldier should receive BAH at the
without rate and may receive BAH-DIFF if the amount of
child support exceeds the BAH-DIFF rate.

RISK: Establishment of an erroneous dependency status can
result in an overpayment of pay and allowances when a
single soldier is performing active duty.

CONTROL OBJECTIVE:

1. Report the correct dependency status to DIJMS-RC for
single soldiers.

2. Ensure the correct rate of BAH is paid a single soldier
while performing active duty.
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CONTROL TECHNIQUE:

1. A soldier completes a DA Form 5960 to establish BAH
dependency. The DA Form 5960 is forwarded to SIDPERS for
input. DJMS-RC is updated through the SIDPERS interface
file. A soldier must update the DA Form 5960 upon change
of status. A soldier must re-certify his/her dependency
status every three years.

2. Controls are in place to ensure the single soldier
claiming support of a dependent is receiving the correct
rate of BAH.

TEST QUESTIONS:

1. Are single soldiers claiming physical custody of the
child on the DA Form 59607

RESPONSE : YES NO NA

REMARKS :

2. Are single soldiers providing documentation requiring
payment of support to the individual having physical
custody of the child?

RESPONSE : YES NO NA

REMARKS:

3. Has the unit notified the USPFO, MPS that the soldier
does not have physical custody of the child?

RESPONSE : YES NO NA
REMARKS :
4. Does the unit require soldiers to certify their

dependency status every three years?

RESPONSE : YES NO NA

REMARKS :

I attest that the above listed internal controls provide
reasonable assurance that Army National Guard resources are
adequately safeguarded. I am satisfied that if the above
controls are fully operational, the internal controls for
this subtask throughout the ARNG are adequate.
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/s/Larry R. Jones

LARRY R. JONES

Colonel, GS

Chief, Army Comptroller Division, NGB

I have reviewed this subfunction within my organization and
have supplemented the prescribed internal control checklist
when warranted by unique local operating conditions. The
controls prescribed in this checklist, as amended, are in
place and operational for my organization (except for the
weaknesses described in the attached plan which includes
schedules for correcting the weaknesses).*

(Operating manager’s name and signature block)

*Line through parenthetical phrase if no weaknesses have
been discovered.
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