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NEWS-PAYPERS

Personnel Support Activity Detachment, Pearl Harbor Newsletter



WWW.PSDPH.NAVY.MIL 
        August 2003
This newsletter update is designed to keep our customers informed of news affecting pay and personnel policies and procedures.  We hope you find it informative and useful.

Questions regarding this newsletter may be addressed at the next PLR meeting on Wednesday, 6 August 2003 at 1030 in the PSD Conference Room.
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PSD HOURS OF OPERATIONS

Monday, Tuesday, Thursday, Friday

0730-1600

Wednesday

1000-1600

Telephone Number - 471-2405

                                  (Plus Extension)  

Fax Number            - 471-3354

For Emergencies, please contact PSD OOD Cell 306-8992

JOOD Cell 306-8993
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ACDUTRA

In order to ensure reservists are paid on time, we recommend the following:  

PLRs turn in reservist’s travel and pay packages (including EFT form) to PSD Pearl Harbor no later than three days after reporting or checking in for annual training. If you do not have a complete package on an individual, just hold on to that one claim until member brings in the required documents. If reservists are late turning in documents to complete their travel package, please do not hold up submission of group claims due to a few incomplete packages. For individuals turning in late travel claims due to incomplete packages inform members their travel and pay may not be processed prior to detachment date. 

Inform reservists submitting supplemental travel claim (DD1351-2) that all final receipts are required for Lodging, Rental car etc.  Original orders are not required for supplemental claim. 

ACDUTRA TRAVEL AND PER DIEM CLAIMS

Effective 14 August 2003, the following procedures will be implemented for settlements paid on travel and per diem claims:      

All personnel performing Active Duty for Training with an issued Government Travel Charge Card (GTTC): The Travel and Transportation Reform Act [TTRA] of 1998 stipulates that the Government sponsored contractor issued Travel Card shall be used by all U. S. Government Personnel [Military and Civilian] to pay for costs incident to official travel unless specifically exempted by authority of the administrator of general services or the head of the agency.  GTCC Cardholders are not exempt from the mandatory   provisions of the TTRA. Advances are authorized from an ATM using your GTCC.  All charge card users will file a completed a travel claims after returning to their home upon completion of duty.  Claims will now be mailed to PSD Pearl Harbor with all original receipts, completed travel voucher 1351-2 with signature and copy of orders (do not submit original orders). All claims mailed to PSD Pearl Harbor will be processed not later than 10 working days after receipt. 

Personnel performing Active Duty for Training with a GTCC exemption:  Orders which authorize an exemption to the Government Travel Card policy will be authorized a payment for Advance Per Diem, if entitled, not to exceed 80% of estimated earned per diem and reimbursable expense.  The process to receive Active Duty for Training advanced per diem includes submitting a copy of travel orders, exemption letter, car and/or lodging estimates.  Advances should be paid within one week of receipt by PSD Pearl Harbor. Final settlement of travel claim will be the same as previous situation; member will file a completed travel claim after returning to their home upon completion of duty.  Claim will be submitted with all original receipts, completed Travel voucher 1351-2 with signature, and copy of orders (do not submit original orders). All claims mailed to PSD Pearl Harbor will be processed not later than 10 working days after receipt. 

In short, effective 14 August, all Active Duty for Training claims will be submitted for final settlement after the member returns home upon completion of duty per Joint Federal Travel Regulation (JFTR). 

MOBEX

When mobilized reservists file their monthly travel claim, make sure to include a copy of the orders with every claim package. 

Reimbursement claims for ATM fees need to be itemized i.e. 6/13-$3.00, 6/20 $4.00, etc, per JFTR instructions.

Thank you for your continued support with processing mobilized reservists claims. 

FISCAL

PLRs are reminded that mail, besides Admin, they have boxes in the Fiscal Cage area and drawers in the Travel Section. The more often your out-going box and drawers are checked, the better. Timely notification to a member of financial matters such as travel and pay account debts is an important aspect of good customer service and service member’s moral. 

TRAVEL

Transmittal sheets are required on all incoming travel claims.  All transmittals require the travelers email address or if the traveler does not have an email, then an alternate must be provided on the traveler’s behalf.  If a command does not have email capabilities, then a minimum of two telephone numbers must be provided so we can contact that command for any questions or concerns.

Travelers themselves, should not be visiting PSD Pearl Harbor to handle travel issues.  Travelers are required to use their PLRs for any travel issues, including calling in for status’ on their travel claims.

Authorizing Official (AO) signature is required for all travel claims effective 1 July 2003.

EFT

Many claims are still being submitted without EFT information, which delays the process of liquidating the claims.  PLRs are asked to ensure all travelers have EFT accounts established.  If travelers are not sure, ask them to fill one out anyway.

Please update your AO signature file with the Travel and Fiscal Section for approving Civilian Travel, Military Travel, Reimbursable expense and Public Voucher Claims.

TRANSPORTATION

NAVPTO Department Head

473-4482

PROCEDURES FOR ARRANGING AFTER-HOURS EMERGENT TRANSPORTATION

When faced with emergent travel requirements after business hours, an authorized representative of the command or activity should contact the PSD Duty Officer to arrange transportation at 306-8993.  

A signed copy of the travel orders should be faxed to NAVPTO at 473-2318 or delivered by the start of the next business day to complete the ticket invoice process.

PASSPORT INFORMATION WHEN MAKING TRAVEL ARRANGEMENTS

The Department of Defense 1000.21-R Form states that personnel traveling abroad on official business, must possess the proper no-fee passport (diplomatic, official or no-fee regular) and visa as required by the host country.  Passport and visa requirements for overseas travel are available on the web in the Department of Defense Foreign Clearance Guide at 

www.fcg.pentagon.mil
Requests for overseas TAD/TDY travel arrangements should include the traveler’s passport information to ensure that he/she is properly documented for the overseas destination.
RECEIPTS

Receipts Division Officer

    Ext. 244



CHECK-IN APPOINTMENT

The process in obtaining a check-in appointment for newly gained personnel, in which the PLR submits a completed Receipts Package to the Receipts Division, has been working successfully.

The two most common questions asked about the Receipts Package are:

What do you do if a member does not have a copy of their Page 2 or SGLI certificate?  Answer: This will occur mostly with the officers.  Have member complete a blank Page 2 and/or SGLI certificate as part of the Receipts Package.

Is it necessary to file a travel claim if member did not travel?  Answer: This will mainly occur with local transfers not involving intermediate commands.  In these cases, no travel claim is required since travel appropriation was not used.

For any further questions, please feel free to contact Receipts Division at ReceiptsDivision@psdph.navy.mil
TRANSFERS

(OUT-BOUND PCS)

Transfers Division Officer Supervisor

Ext.  251

THE TRANSFERS PROCESS IN A NUTSHELL

The PCS transfers process is a relatively simple one, but can be complicated quickly when an item is overlooked.

The process begins when a set of PCS orders is received via message traffic.  The appropriate Transfers Clerk will review the orders to determine if a member needs a complete transfer package or any other forms such as screenings.  An “electronic” transfer package is then e-mailed to the PLR for further delivery to the member.

To reiterate, the PLR must play a vital role in the PSD/Customer relationship.  Future manning shortages may mandate limited customer service hours and/or may restrict them to PLRs only.  Making maximum use of the PLR will save the customer command and PSD Pearl Harbor countless man-hours.

When the member receives his/her transfer package, he/she will review and complete each form carefully.  PCS transfer packages are due to PSD Pearl Harbor within 30 days after receipt, but it is understood that the member may need more time to plan his/her travel, etc.  The member will submit the completed transfer package up his/her chain of command via the PLR who will monitor the package and deliver it to PSD Pearl Harbor when the chain of command has “bottom-lined” (approved) it.

Upon receipt, PSD Pearl Harbor will “break down” the package and prepare (if applicable) separate packages for travel plans, travel advances and advance pay.  PSD Pearl Harbor will usually contact the member prior to the transfer date to complete the obligated service (OBLISERV) requirement.  Afterwards, the member may not even see his/her Transfer Clerk until the final week (when TLA is processed, the transfer EVAL/FITREP is delivered, and records are picked up).

Naturally, each transfer is different, so the process may not flow as smoothly.  PSD Pearl Harbor offers maximum flexibility within the limits of Navy law and policy and will work closely with the PLR and command.

COMPLETION OF TRANSPORTATION REQUESTS

The Transfers Section has noticed that some members have not been providing required information on the Transportation Request Forms, the Passenger Reservation Request and the DD Form 884 (Application for Transportation of Dependents).  Some of the more critical information that has been omitted is pet information (kennel dimensions, weight of pet, etc.).  PLRs delivering transfer packages to PSD Pearl Harbor should have either the supervisor, or one of the clerks review the package for completion and accuracy.

Incompletion or inaccuracy of the transportation requests will result in delays while the Transfer Clerk attempts to resolve the discrepancies.

Additionally, PLRs are requested to direct the members to save the forms to a diskette, complete them on their computer and print.  The information, needless to say, will be much clearer and legible.

SEPARATIONS

Separations Supervisor    Ext. 205



SEPARATION/DISCHARGE SECTION

Retirees desiring a copy of their discharge certificate, DD 214, personnel records or medical/dental records should write to:

 

National Personnel Records Center

9700 Page Avenue

St. Louis, MO 63132-5100

 

All requests must be written, dated and signed.  Request should include full name, rate/rank, Social Security Number, dates of service and date of birth.  Requests for records are normally processed in four to six months.  You may want to visit their web site  at http://www.nara.gov.regional/mpr.html prior to making requests.

REENLISTMENTS

Reenlistment Supervisor

Ext.  225

REENLISTMENT AND EXTENSION SECTION

NAVADMIN 159/03 is effective 23 June 2003 for SRB award level increasing and 23 July 2003 for SRB award level decreasing.  

We are still experiencing numerous late-fused reenlistment requests from personnel with PCS transfer orders.  As stated on PCS orders, member must meet the required obligated service within 30 days of receipt of orders.  For members extending for orders, it must be done immediately.  For members intending to reenlist, a Reenlistment Request Form must be completed immediately to meet the obligated service requirement.  Reenlistment can be dated as close as three workdays prior to detaching date but it must be delivered to PSD Reenlistment Section as soon as possible.  Numerous complaints were received from customers about appointment requirement for ID Card renewals.  Request that all retention team members consider, including a reminder on the Reenlistment Request Fact Sheet, a note that states: “ I understand that I am required to make an ID Card appointment for day of reenlistment or later whichever day is convenient for me and /or my family.”  Last but not least, ensure that reenlistment package, which includes original reenlistment contract and page 13s, are returned to Reenlistment Section upon completion of reenlistment ceremony.  This may prevent suspension of member’s DDS payment and stoppage of all allotments.      

SRM

Service Record Maintenance Division Officer

Ext.  245

SERVICE RECORD MAINTENANCE/SERVICE RECORD VAULT

As a friendly reminder, please forward E4 and below evaluation reports to enable us to update the NSIPS database.  Notification letters will be sent for missing E3 and below EVALS.

There are still service members  coming to Service Record Maintenance without using their  command PLR.  Please spread the word that  PLRs are their first point of contact if they need to update their service records.   For more information, call Ext. 245.   


LIMITED DUTY COORDINATOR MEETING

Due to PSD Pearl Harbor restructing services, LIMDU personnel’s service records has been transferred to the TPU building (Bldg. 1753) located in Pearl Harbor Naval Station complex.

Current and new information as follows:  PSD Transient/LIMDU Supervisor can be reached at 473-0269;  Transient  Clerk at 473-0684; LIMDU Clerk at 473-0681 and 473-0066.  Their fax number is 473-0270.

ESO

Educational Service Department Head

Ext.  250

SEPTEMBER 2003 EXAMINATION

Refer to NAVADMIN 147/03 and PSDPEARLHARBOR NOTE 1418 of 5 June 2003 for administrative details that covers the September 2003 examination cycle.  Candidates must meet all requirements for advancement by 1 August 2003.

E6 Exam -  4 September 2003                       

E5 Exam - 11 September 2003

E4 Exam - 18 September 2003

ONLINE EXAM ORDERING

Regular online exam ordering for all paygrades is now closed.  However, supplemental exam ordering is open for all paygrades for any additional candidates recommended by the command.  NETPDTC will determine the close out date for supplemental ordering.

Once online exam supplemental ordering is closed, commands are responsible to order exam via message per BUPERSINST 1430.16E. 

NAVADMIN 147/03
Sailors who were unable to participate in the March 2003 Cycle 179 exam due to their involvement in the conflict in IRAQ or assignment to a remote location will take the September 2003, Cycle 180 exam. For those Sailors whose final multiple is as high or higher than the final multiple required for the March 2003 exam, a BCNR must be submitted to request backdating advancement to the increment corresponding with the exam that the Sailor would have been advanced.  Command will justify each Sailor’s eligibility for this option in detail.  Application must be submitted by the individual on DD 149. 

TIME-IN-RATE WAIVERS
Compute Time In Rate to the Terminal Eligibility Date (TED) of 1 January 2004.  The Commanding Officer may waive up to one year of the required Time in Rate for E5 personnel who received an “Early Promote” on their most recent periodic performance evaluation. For September 2003 exam cycle, waivers will be based on the periodic ending 15 March 2003.  Subsequent evaluations must maintain the “Early Promote” recommendation to maintain waiver eligibility.  Use of a special or transfer evaluation for the purpose of creating eligibility is not authorized.

EXAMINATION WORKSHEET DISTRIBUTION SCHEDULE

Pay grade
distribution date and PLRs return date to PSD Pearl Harbor Education Services Office are:

E6 

9 July 2003


23 July 2003

E5

25 July 2003


6 August 2003

E4

25 July 2003


 6 August 2003


LEADERSHIP TRAINING CONTINUUM (LTC)

E6 candidates must complete the LTC course before the regular administration of the exam.  Personnel receiving a flag waiver must have this waiver prior to the exam date.  Those personnel completing LTC or receiving a flag waiver after the regular scheduled exam are not eligible for a substitute exam.

CUSTOMER SERVICE

Customer Service LCPO

  Ext.  516 

THRIFT SAVINGS PLAN (TSP) CATCH-UP CONTRIBUTION

Military Pay Advisory 57/03 and 72/03 announced an opportunity for Navy members (age 50 and above) to make additional TSP contribution.  The TSP election period starts on 1 July with the first deduction coming from an active member’s 15 August pay.  For a Reserve member, the first deduction will be no earlier than the 6 August payday.

Navy members will complete the TSP-U-1-C Form to enroll, change or stop their TSP catch-up election and can be done anytime (Open season dates do not apply).  This form must be signed by the member and turned in to PSD Customer Service Division via PLR.  Catch-up elections will not be available via MYPAY.

Catch-up contributions are in addition to the member’s regular TSP contributions. For the year 2003, catch-up contribution limit is $2,000.00 so the total TSP maximum contribution for members age 50 and above will not exceed $14,000.00. For more information visit http://www.tsp.gov
ANNUAL RECETIFICATION OF SPECIAL DUTY ASSIGNMENT PAY (SDAP)
Commanding Officers must annually review and re-certify that individuals receiving SDAP are filling authorized SDAP billets.  This listing must be certified by the Commanding Officer and mailed or faxed (901-874-2623 or DSN 882-2623) to PERS-811 not later than 31 August 2003.  The SDAP program comes under close scrutiny from Congress and Auditors to ensure we are properly managing the program in order to avoid disruption in pay to our Sailors.  We need to comply with annual re-certification policy and continue to review each member’s eligibility within the specified time-frame.  Per NAVADMIN 129/03, SDAP re-certification will be completed this year by commands verifying Section Four of their EDVR by 31 August 2003.  Commands will annotate only sections with eligible SDAP NECs and/or rates by showing SDAP additions or deletions.  During this re-certification process, commands will be able to check on the status of their SDAP re-certification by accessing PERS-8 home page 

http://www.persnet.navy.mil/pers8/pers-81/pers-811/missing%20SDAP%20recerts.txt



The September PLR meeting is scheduled for Wednesday,

 3 September 2003 at 1030 in the PSD Pearl Harbor Conference Room.
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LIMITED DUTY


(LIMDU)


LIMDU TECH Ext.  261 








Supervisor        Ext. 245














DISBURSING


MILPAY LPO           Ext. 301
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