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NEWS-PAYPERS

Personnel Support Activity Detachment, Pearl Harbor Newsletter



WWW.PSDPH.NAVY.MIL 
                 January 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.
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TRAVEL CLAIMS NOTE

In the last two months, there have been continuous problems with incoming travel claims. PLRs are requested to please verify travel claims prior to dropping them off at PSD Pearl Harbor. The most common mistakes with travel claims are as follows:

- Missing EFT information.

- Unsigned 1351-2. 

- AO did not sign 1351-2.

- Estimated receipt turned in.

- Travel claim not completed   

   properly, in accordance with 

   orders. 

- Travel claims completed in pencil.

- Incorrect or incomplete line of 

  accounting.

- Incorrect SDN.

- Meals not stated when registration   

  fees include meals.

- Conflicting statements on orders.

Verifying travel claims prior to dropping them off at PSD Pearl Harbor will save time needed to process and expedite them.  Claims must be returned to commands for proper documentation as well completeness of travel claims. This process delays the travel claims from being processed in a timely manner. 

Effective 1 January 2003 travel claims will be submitted by PLRs only. Individuals wanting to submit claims will be referred to their PLRs for appropriate submission.  PSD Pearl Harbor will not accept faxed travel claims unless they are from OCONUS commands. 

2002 W2 INFO

Beginning with the 2002 tax season, active duty Navy personnel will have two venues to receive their initial 2002 W2s and any corrected 2002 W2s. Members will be able to access their initial W2s and/or corrected W2s (W2-C) via MYPAY or from PSD. W2s cannot be mailed to PSD Pearl Harbor prior to 17 January 2003.  W2s will be available on MYPAY effective 27 January 2003.  Members will be able to print up to four years of their W2 and W2-C. The MYPAY website is https://emss.dfas.mil/. 

PAPER PRODUCT DELIVERY

Effective 1 January 2003, PSD Pearl Harbor will cease providing LES and Net Pay Advisory information to customers who have access to the internet or telephone service. This information can be obtained directly from DFAS Cleveland’s MYPAY website (https://emss.dfas.mil/mypay.asp) or via telephone, on the Military Pay Information Line (PIN access is required). Commands may utilize the PIN Request Worksheet on PSD’s web site or may request a worksheet from MYPAY Coordinator at 471-2405 x316. Additionally, PSD Pearl Harbor staff members are available to provide general training at the command level on these systems to interested commands. Questions or requests for training assistance should be addressed to MYPAY Coordinator at the 471-2405 x316.
NEW TRAVEL CLAIM TRANSMITTAL SHEET

There is a new Travel Claim Transmittal Sheet being used in the Travel Section. Currently, we have identified JICPAC and PACOM to participate on this new change, but it is highly recommended that all commands begin to utilize this form. It will be used as a tracking tool for both the submitting command as well as PSD Pearl Harbor.   For further information, please contact 471-2405 x305.

TRANSPORTATION

NAVPTO Department Head

473-4482

GSA CONTRACT CITY PAIR PROGRAM

There still seems to be a misunderstanding of the airlines city pair contracts, which government travelers are required to use for official trips. 

WHAT ARE THE BENEFITS OF CONTRACT AIR?

- No advance purchase required.

- Tickets are fully refundable.

- No minimum or maximum         

  length stay required.

- No charge for cancellations or  

  changes.

- Last seat availability (coach 

  class).

- One-way fares for planning 

  multiple destinations/stops.

- No blackout periods.

- Non-stop service awarded in 

  95% of non-stop service 

  markets.

- Annual savings of over two 

  billion dollars.

WHO CAN USE IT?

The program is so attractive that usage is strictly limited to Federal or military employees on official travel.  Form of payment accepted is Government travel charge account or Government Transportation Request (GTR) only. 

WHY CAN’T CONTRACTORS USE IT? IT WOULD SAVE THE GOVERNMENT A LOT OF MONEY!

Contractors are not Federal employees.  The major airlines have made it clear that because the contract fares are so low and the terms so favorable, the airlines would drop out of the program rather than extend the rates to contractors. The purchase of contract fare tickets on behalf of cost reimbursable contractors is a misuse of the city pair program and could jeopardize its future success.

WHICH AIRLINES ARE WE REQUIRED TO USE IN FY03?

This depends on the city pair traveled.  Here are some of the most frequently traveled CONUS destinations from Honolulu and contract carriers:

San Diego/Seattle/Portland Hawaiian (HA)
San Francisco/Los Angeles/Las Vegas/Newark

United (UA)
Boston/Chicago/Dallas/San Jose/St Louis/Wash Dulles/Tampa  American (AA)
Detroit/Minneapolis

Northwest (NW)
Atlanta/Salt Lake City

Delta (DL)
Houston/Orlando

Continental (CO)
RECEIPTS

Receipts Supervisor    Ext. 231



To avoid unnecessary delays in processing, remind newly reporting personnel to ensure all receipts and travel itineraries are available when checking-in at PSD Pearl Harbor. 


To avoid delays in receiving PCS travel entitlements, remind personnel to complete their Transfer Information Sheet (TIS) immediately upon receipt and submit it through the chain of command.  Please ensure PSD Pearl Harbor gets the TIS back with the approved transfer date.

SEPARATIONS

Separations Supervisor    Ext. 205



Advise personnel who intend to take regular leave 10 days or less prior to their EAOS or separation date that their final payment might be delayed or they may be overpaid if the last leave period is not posted on time.  All separating personnel are required to have a separation physical within 90 days of separation.

REENLISTMENTS

Reenlistment Supervisor

Ext.  225

Reenlistment requests are required to be submitted 30 days prior to the reenlistment date.  If this condition cannot be met, a memorandum explaining the delay, signed by the XO is required. A physical exam is required for an extension 24 months or more to be made operative.


Checked-out records will be returned to PSD Pearl Harbor within five working days unless prior arrangements have been made.  Please get the word out that personnel on the access list are the only ones authorized to check-out service records.   Recently, there have been numerous calls received from personnel asking for information from their own service records.  Further, requests have been made to fax documents with personal information.  Such requests are greatly discouraged because of the Privacy Act.

ESO

Educational Service Department Head

Ext.  250

FY-04 CYCLE 177 NAVYWIDE SELECTION BOARD FOR ADVANCEMENT TO SENIOR AND MASTER CHIEF PETTY OFFICER (USN- USNR-ACTIVE).  

The Enlisted Status Verification Report (ESVR) copy can be downloaded online.  Paper Copies are available at ESO.

- Convening Dates: E-9: 17 March 2003.  E-8:  31 March 2003.

- Meet All Eligibility Requirements by 1 November 2002.

- Do not validate anyone who does   not have a current recommendation for advancement on their most recent FITREP.  If a recommendation for advancement is withdrawn after the validation process, notify PERS-811 and NETPDTC (N321).

- You must invalidate personnel in pay-grade E-7 who have not attended the Leadership Training Course (LTC) in their current grade or do not have a flag waiver by 1 November 2002.

- The terminal eligibility date for cycle 177 is 1 October 2003.  Time in rate for E-8 and E-9 is 36 months.  Personnel with a time in rate date of 1 October 2000 or earlier will be eligible.

- Personnel who submit a request for transfer to the fleet reserve render themselves ineligible for the selection board consideration and advancement.  A final approval from the fleet reserve is not required.  Personnel who have an approved or pending fleet reserve application and desire consideration by the selection board must have the fleet reserve application cancelled no later than 1 Febuary 2003.

- Candidates may send correspondence postmarked 10 January 2003 and address to COMNAVPERSCOM (PERS-811), president FY-04 E-8/9 selection board (Active), 5720 Integrity Drive, Millington, TN 38055-8520.

JANUARY 03 (CYCLE 178) NAVY-WIDE SELECTION BOARD FOR ADVANCEMENT TO CHIEF PETTY OFFICER 

- Exam administration date: Thursday, 16 January 2003.

- Exam Site: Club Pearl and Silver Dolphin Galley.

- Candidates muster at 0630 in the uniform of the day. 

JANUARY 2003(CYCLE 178) SUBMISSION OF SUBSTITUTE EXAM DEADLINE

Effective this exam cycle customer commands will submit requests for substitute exams.  Requests for substitute exams will be submitted via message to NETPDTC (N321) PENSACOLA, FL, with NAVMILPERSCOM (PERS-811) and PERSUPP DET PEARL HARBOR HI//70// as INFO addressee.  Use the sample message format Table 4-3 of ADVMAN.   All requests for substitute exams must include the member’s name, rate, SSN and a justification for missing the regular exam.  No action will be taken on requests without required information and justification.  Ensure “ADMIN ERROR” and “OPERATIONAL COMMITMENT” are clarified when used as justification.

All requests for substitute exams will be submitted to NETPDTC Pensacola, FL by 31 January 2003.  All substitute examinations will be administered by 28 February 2003.

NEW PROCEDURES FOR EXAM ORDERING ONLINE

NAVADMIN 324/02 provides new mandatory procedures for ordering Navy-Wide examinations online.  The time-in-rate eligibility list will be posted 90 days prior to the exam date to each customer command to verify exam rates and accuracy of the listing.  It is imperative that each command verifies this list and submits changes to PSD ESO five days before the close date.  Experience during the January 2003 exam cycle reveals the importance of verifying the exam rate for submarine and aviation ratings.  For example, ETR or ETV vice ET and ATO or ATI ratings.  For March 2003 ONLINE verification, ensure non-designated E-3 personnel are assigned the correct exam rate to allow participation in the March 2003 Navy-wide exam.

NETPDTC Pensacola will automatically ship exams for each time in rate eligible member.  Included will be an answer sheet with the candidate’s name, SSN, exam rate, exam series, and UIC information bar coded in the margin.  Time-in-rate eligibility list will be posted on the website: HTTPS://NEASOS.CNET.NAVY.MIL/CGI-BIN/LOGIN.EXE and will be open for verification.  A password will be required to access the site and may be obtained by email to: EXAM-ORDERING.N321@CNET.NAVY.MIL. Your command ESO will have a view and print access to the website and is responsible for ensuring correct exams are ordered. Corrected copies will be submitted as the command’s recommendation to PSD ESO.  PSD ESO will modify and make the changes submitted as required. 

Effective March 2003 exam cycle, all deployable units with FPO/APO address will be shipped directly to the unit for administration.  Deployable units will coordinate with PSD ESO regarding preparation of examination worksheets.  

MARCH 2003 CYCLE 179 TIME IN RATE ELIGIBILITY LIST
Time-in-Rate Eligibility List is due to PSD ESO on dates as indicated below:

Pay Grade: E-6

Month:  March

Cycle:  179

Opens:  9 December

Close:  5 January 2003

Due to PSD ESO:  14 January 2003

Pay Grade: E-5

Month:  March

Cycle:  179

Opens:  9 December

Close:  12 January 2003

Due to PSD ESO:  14 January 2003

Pay Grade:  E-4

Month:  March

Cycle: 179

Close: 19 January 2003

Due to PSD ESO:  14 January 2003

MARCH 2003 CYCLE 179 EXAMINATION WORKSHEETS VERIFICATION
Examination Worksheets will be available for pick up/verification on 24 January 2003.  All examination worksheets will be return to PSD ESO by 6 February 2003.

MARCH 2003 CYCLE 179 EXAMINATION SCHEDULE

E-6
Tuesday, 4 March 2003

E-5
Tuesday, 11 March 2003

E-4
Tuesday, 18 March 2003

Customer Service

Customer Service LCPO

  Ext.  516 

SUBMARINE PAY

Once a member has been designated for submarine duty, the CONSUBPAY will normally continue unless he transfers to shore duty and does not have 14 months of obligated service beyond his PRD or is disqualified from submarines.  

CRITERIA FOR LEGAL CUSTODY WARDS
 A ward is eligible for a family member ID card if the following criteria are met:

- The ward has not attained age 21.

- Has not attained age 23 and is enrolled full time in an institution of higher learning. 

- Is incapable of self-support due to mental or physical incapacity that occurred while the person was considered a dependent of the member or former member. 

- Is a dependent of the member or former member for over one-half of support.

- Resides with the member or former member unless separated by the necessity of military service or to receive institutional care as a result of disability or incapacitation.

- Is not a dependent of a member or former member under any category.

- Has been placed in legal custody of a member or former member as a result of an order of a court of competent jurisdiction in the United States, a territory or possession of the United States, for at least 12 consecutive months.

DEERS/ID CARDS

ID Card Supervisor        Ext. 421
PAGE 2 AND DEERS UPDATE
Members updating their Page 2s for a gain or loss of family members must update their DEERS information too.  To prevent a long wait from Customer Service and the ID Card section, the following procedure is in place:

- Member signs in at the Customer Service front counter to update their Page 2.  (Member will be notified to update DEERS also).

- If member has an appointment, they should remind their Customer Service Clerk about it.  If, during the Page 2 processing, the member’s appointment time is discussed, they will inform the Customer Service Clerk of that appointment.  The member will be allowed to report to the ID Card Section for DEERS enrollment/disenrollment or issuance of family ID card or any ID card transaction.  Upon completion of ID card activities, the member should notify their service clerk that they are ready to continue their Page 2 processing.  

- If the member does not have an ID card appointment, they will be issued a number for ID card transactions.  If during the Page 2 processing the number of the member is called, the member will be given head of the line privileges or will be accommodated by the first available ID Card Clerk.

The above procedures should alleviate the long waiting of customers from the Customer Service section and the ID Card Section to conduct business.  
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SERVICE RECORD VAULT


(SRV)


SRV LPO Ext. 220 








Supervisor        Ext. 245








TRANSFERS 


(OUT-BOUND PCS)


Transfer LPO              Ext. 211























DISBURSING


MILPAY LPO           Ext. 301
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