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NEWS-PAYPERS

Personnel Support Activity Detachment, Pearl Harbor Newsletter



WWW.PSDPH.NAVY.MIL 
                 March 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 

In recent times the Travel Section has been responsible for trying to track TAD travel entitlements as well as pay entitlements for commands. Some of the extra work is very time consuming, which takes time away from processing travel claims. With the changes from the last PLR meeting come some additional changes. The Travel Section has been receiving requests for Combat Zone Tax Exclusion, Career Sea Pay and other pay entitlements. Effective immediately, commands will be submitting a memorandum/letter concerning  periods of entitlement to Career Sea Pay, Hostile Fire Pay, and Combat Zone Tax Exclusion, per DJMS Procedure Training Guide. The documentation will be submitted directly to Customer Service. They will ensure that the pay entitlements are processed and paid in a timely manner. 

 
When turning in travel claims, the packages should consist of the following items:

- One copy of original orders.

- EFT information.

- Original final itemized lodging, rental car and conference fee   receipts.

- Original 1351-2 with original signatures.

- Any receipt for items claimed costing $75.00 and over.

ANNUAL TRAINING AND ACTIVE DUTY FOR TRAINING INFORMATION FOR PLR'S

When turning AT/ADT in travel claims, the packages should consist of the following items:

- Copy of orders

- Page-2

- Original 1351-2 (signed)

- Lodging/Rental Car Receipts

Ensure member's orders are endorsed for arrival and departing, as well as what type of quarters and messing is assigned.

MYPAY Pin Request

When requesting MYPAY pins for your command, please make sure the member does not already have a pin.  If the member already has a pin PSD cannot issue them a new one. This may cause their account to become suspended. PSD Pearl Harbor is not a MYPAY administrator. We only issue pins and cannot make changes to a members MYPAY account once they have already maintained a pin.

MILITARY PAY WEB SITES OF INTEREST FOR THE PLR

For PLRs interested in pay rates and charts, they will be found here from 1949 to present.  Savings Bond information, LES Description (block-by-block), Thrift Savings Plans policies, Military Pay Information Line Frequently Asked Questions and many more items pertaining to Pay and Finances will also be found here.  The website is: http://www.dfas.mil. Click Money Matters, then Military Pay.

If looking for Travel and Per Diem information, Mileage Rates, Conus Cola, Overseas Cola, Dislocation Allowance, Defense Table of Distance, BAH rates, and locality Per Diem rates, visit this website:  http://www.dtic.mil/perdiem/rateinfo.html.  For Military Pay Policy and Procedures Manual  Volume 7a  information, visit this website: http://www.dod.mil/comptroller/fmr/07a/index.html.  For The Joint Federal Travel Regulations Volume 1 information, visit this website: http://www.dtic.mil/perdiem/trvlregs.html.  Click on Travel regulations, then JFTR, volume 1.  For Defense Joint Military Pay System (DJMS) Procedures Training Guide, visit this website:

https://dfas4dod.dfas.mil/system/djms/djms2/logo.pdf.  Click on DJMS logo, then on any index item for the subject.  For DFAS for Department of Defense Library, visit this website:  https://dfas4dod.dfas.mil/library
MY PAY Q&A

Q. What information do I need to be able to use MYPAY?

A. In order to use MYPAY, you need your Social Security Number (SSN) and MYPAY Personal Identification Number (PIN). Depending on what you want to do in MYPAY, additional information might be necessary.

Q. What happens if I do not know or have suspended my PIN?

A. If you do not know or have suspended your customized PIN, you may re-activate your PIN online in MYPAY. First, you must suspend your PIN by entering any four to eight numeric digit PIN three times. The screen instructions will tell you how to establish a new customized PIN on line. You must enter the desired new PIN twice and correctly respond to the identity validation questions.

If your customized PIN is currently suspended, enter your SSN and any four to eight numeric digits 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 validation questions.  You may also customize your PIN following the same procedures using the MYPAY IVR toll-free hotline at (877) 363-3677, commercial:  (478) 757-3119, or visit this website:  

 https://emss.dfas.mil
PAPER PRODUCT DELIVERY

Effective since 1 January 2003, PSD Pearl Harbor has ceased providing LES and Net Pay Advisory information to customers who have access to telephone services or the internet, via the MYPAY website. MYPAY provides immediate access to view or print LES’s, travel voucher summaries, W2 statements with a five year history availability effective  27 January, and view or change state and federal tax withholdings, direct deposits and thrift savings plans. 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:  1-800-346-3374. PSD Pearl Harbor will continue to provide service to deployed units. In order to use MYPAY or the Military Pay Information line, PIN access is required. Commands may utilize the PIN request worksheet provided at the PLR meetings from November - January or may request a worksheet from PSD at 471-2405, Ext. 316.  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 the above number.

TRAVEL NOTE

In the near future the travel section will no longer print out travel vouchers. They will only be  available through “MYPAY” for all travelers. Military, DOD, and other services will be able view and print travel vouchers. It is very important that all members receive and maintain their MYPAY accounts. This should help speed up the process of processing travel claims as well as eliminating the time used to breakdown travel claims and print or reprint travel vouchers.  Mileage rate update:  Effective since 1 January 2003, the  mileage rate was raised to 36 cents per mile.

TRANSPORTATION

NAVPTO Department Head

473-4482

SATOTRAVEL AND “VIRTUALLY THERE”

“Your Opinion Counts” forms are now available online at WWW.SATOTRAVEL.COM “Virtually There.”  To access the forms from the home page, click on Military, then Department of the Navy.

Also available on the website are the following:

The traveler’s invoice/itinerary which includes significant information on E-tickets, travel assistance while en route, insurance, traveler information, travel advisory, and how to access “Your Opinion Counts. ”

 Each traveler should review the invoice/itinerary for important travel information.

The original invoice/itinerary must be attached to the travel orders (or provided to the traveler) as an official endorsement, and becomes a part of the travel orders.

AMC BOOKING REQUIREMENT

When submitting requests for travel on Air Mobility Command (AMC) flights, commands must include the 15-digit Customer Identification Code (CIC).  Some destinations serviced by AMC are Diego Garcia, Bahrain, Italy, and Spain. 

TRAVEL TO DIEGO GARCIA

TAD/TDY travelers assigned to Diego Garcia must present travel orders and copy of the Area Clearance, as required by the DOD Foreign Clearance Guide www.fcg.pentagon.mil , when checking in for the AMC flight.  Those travelers who do not have a copy of the entry approval will be denied boarding.  Travelers on PCS orders and/or reporting to deployed units transiting Diego Garcia do not require Area Clearances.

APPLYING FOR NO-FEE OFFICIAL PASSPORTS

The requirement to submit travel orders or letter of exception in lieu of travel orders when applying for official passports has been rescinded.

CHANGES TO MAJOR AIRLINES’ BAGGAGE WEIGHT AND FEES

The following U.S. airlines have changed their policy on free check-in baggage allowances for travel within the United States (domestic travel).

The free weight allowance for checked luggage has been lowered to 50 pounds (vice 70 pounds) per piece.  Any bag weighing more than 50 pounds will be assessed excess baggage charges:

- Copy of original orders.

- Luggage weighing between 50 and 70 pounds will be charged $25.00 per piece.

- Luggage weighing between 70 and 

100 pounds will be charged $50.00 per piece.

- Luggage weighing over 100 pounds will not be accepted as checked luggage.

Military members are exempt from the new weight allowance in consideration of packed sea/duffel bags.  Military personnel on travel orders (excluding civilian employees and military family members) may continue to check in bags up to 70 pounds; fees are chargeable for more than two bags or for any bag exceeding 70 pounds.

For international flights (including Puerto Rico, U.S. Virgin Islands, and Canada), the free checked luggage weight remains unchanged at 70 pounds.  A fee will be charged for each bag exceeding 70 pounds; no bag over 100 pounds will be accepted as accompanied checked luggage.

OPERATION ENDURING FREEDOM/NOBLE EAGLE DEPLOYMENT CANCELLATION PENALTY WAIVERS/REFUNDS

On 30 December 2002, HQ AMC/LGT-O, Scott AFB, sent an official request to all airlines requesting relief from all fees and penalties associated with cancelled air travel in association with OPERATION ENDURING FREEDOM/NOBLE EAGLE.  The requested waiver dates were from   1 December 2002 - 28 February 2003.  NAVPTO Pearl Harbor will provide updates as necessary.

AMERICAN AIRLINES

American Airlines will waive the fees and penalties usually incurred by cancelled or revised travel plans.  American Airlines will provide guidance on what documents they want active duty and reservists to provide.  More information is forthcoming.

CONTINENTAL AIRLINES

Continental Airlines will grant a waiver of all fees for military personnel.  Military members must present official orders showing involvement with OPERATION ENDURING FREEDOM/NOBLE EAGLE.

DELTA AIRLINES

Delta Airlines will allow refunds/reissues of any penalty type fare for a military member and any accompanying family member for no charge.  The military member must present military orders or letter from their commanding officer.

HAWAIIAN AIR

Hawaiian Air allows date changes without charge on restricted fares when military orders require the passenger to make the date change.  Military members should have a copy of deployment orders to show the carrier representative if asked.

NORTHWEST AIRLINES

Northwest Airlines will allow full refunds without penalty or fees for the military member.  The military member must provide a copy of their official orders or a directive advising leave has been cancelled.

UNITED AIRLINES

United Airlines is unable to provide any waivers of change fees or provide any refunds of tickets regardless of the military member's situation.

For information on other airlines’ policies, please contact the carrier directly.

RECEIPTS

Receipts Supervisor    Ext. 231



RECEIPTS CHECK-IN

Receipt processing is conducted only on Tuesdays and Thursdays, commencing at 0830.  Reservations for group check-in sessions must be scheduled 48 hours prior to the desired group check in session by calling 471-2405 Exts. 244, 278, 231, 223 or by email: ReceiptsDivision@psdph.navy.mil.  Receipt packages [pick up packages from Pass Liaison Representatives (PLR) or print from PSD’s website] containing information on travel claims, TLA, TLE, miscellaneous pay and personnel entitlements must be completed prior to group check in processing.  Those reporting to PSD Pearl Harbor without an appointment or an incomplete Receipts package (including required copies of documents) will be rescheduled on the next available day.  This new process has no effect on TLA incremental payments or the actual reporting date, which is based on date of command endorsement of orders rather than the processing date at PSD Pearl Harbor. Insufficient copies of orders, travel claims, etc. is considered an incomplete package and subject to rescheduling.

.


TRANSFER BRIEFS    

The weekly PCS Transfer briefings have been successful so far.  Thank you for spreading the word and ensuring that personnel attend the Tuesday session at their earliest convenience.  The PCS Transfer briefing covers the transfer cycle in detail from the day a Sailor gets orders to his/her transfer date.  Please remind your personnel that at this time, the briefings are for active duty members only.  Thank you for making – and keeping - this new change a major success.
 

WEEKEND/HOLIDAY TRANSFERS    MANAGEABLE, BUT HIGHLY DISCOURAGED.

Administration Officers and PLRs are reminded that transfers on weekends and holidays are highly discouraged.  Since transfer packages are not given to members until the date of transfer, weekend and holiday transfers can present a problem.  Accordingly, PLRs will be contacted to pick up the transferring member’s original orders, service record, and plane tickets.   Commands can then disperse the transfer package to the member as they see fit, but they must do so with caution.  The reason PSD Pearl Harbor now delivers transfer packages to members on the date of transfer only is in the event of a casualty.  The service record must be readily available.  For example, if a member’s transfer date is a Sunday, but he is given his records on Friday and a casualty occurs later that evening, PSD Pearl Harbor would be held accountable for improperly delivering the records to the member.  Without the service record, the casualty message would be difficult to prepare and would most likely be delayed, that would be unacceptable.

Again, please ensure that Sailors under your cognizance are aware of this procedure.  The Transfers Section spreading the word at the weekly transfer briefing, but your help is still requested and greatly appreciated.

LIMITED DUTY

LIMDU Div Officer    Ext. 280



REEVALUATION APPOINTMENTS
Members on limited duty must have their status reevaluated every two months by a Navy provider.  If not previously found fit for duty, a final reevaluation appointment will be made 60 days prior to the expiration of their respective limited duty assignment.  During the final reevaluation appointment, medical authorities will determine the member’s fitness for duty.  This is the only appointment that will be made for the member by the PSD Limited Duty Coordinator and therefore may not be cancelled by the member.    

SEPARATIONS

Separations Supervisor    Ext. 205



SEPARATION REMINDER

All personnel separating at EAOS, must notify the Separations Section at least 30 days prior to EAOS or 30 days prior to the start of separation leave.  This will ensure all requirements are completed prior to departure. 

SEPARATION EVALS

Prior to separation leave, a separation evaluation is required.  The  period of report end date will be EAOS.  If it will be less than 90 days from last periodic evaluation to EAOS, a letter of extension will suffice.  A separation evaluation is also required for service members being administratively discharged.  The period of report end date will be the date of discharge.  Please contact the Separation Clerk for the date. 

 

MEDICAL/DENTAL REQUIREMENTS
Medical and Dental must also be completed prior to departure.  If a service member has a physical examination for any purpose within the past five years, a physical might not be necessary.  However, Medical must still document “fit for separation” on the appropriate form.  If a physical has not been completed, one will be required.  Since the physical may take more than one appointment to complete, ensure the appointment is scheduled well in advance of departure.  Please contact Medical for an appointment.

 

TAP CLASS
Pre-separation transition assistance counseling is also required.  TAP class is either three days or a brief given by a Career Information Team (CARIT) member, depending on the nature of the separation.  Executive TAP class is also available for retirees and personnel transferring to the Fleet Reserve.  Please contact the Fleet and Family Support Center for more information regarding the dates of the classes.  Contact your Command Career Counselor for procedures to enroll in the classes. 

REENLISTMENTS

Reenlistment Supervisor

Ext.  225

NEW ID CARDS

All reenlisting personnel, who require new ID cards, must schedule an appointment through the PSD website anytime after the date of  their reenlistment.  Failure to make an appointment will result in a long  wait.

 
EXTENSION REMINDERS
For personnel with extensions that need  to be made operative, a memorandum with step-by-step procedures is included on the Page 13 as well as other requirements to make that extension operative.  Extension of Enlistment Page 13s must be returned to the Reen/Ext Division immediately after required signatures are obtained.   Personnel with 24 month extensions of enlistment on current contracts, Page 13s and medical certifications must be returned to Reen/Ext Division as soon as required signatures are  obtained.  All reenlistment documents must be returned to the Reen/Ext Division immediately upon completion of reenlistment ceremony for timely update of the Enlisted Master File in DFAS Cleveland, OH,  and COMNAVPERSCOM Millington, TN.  Timely actions will ensure  the expedient payment of reenlistment bonuses and proper crediting  of lump sum leave payments. 

SRM

Service Record Maintenance Division Officer

Ext.  245

EVALUATION REPORT AND COUNSELING RECORD
As a friendly reminder, E5 evaluations are due on 15 March 2003.   Please forward properly completed evaluations to update the NSIPS database in a timely manner.  It there are any questions regarding evaluations, please contact the Service Record Maintenance/Record Vault Division Officer at 471-2405 Ext 245.

 

SERVICE RECORD ACCOUNTABILITY
Commands are reminded that only designated personnel are authorized to check out service records.  In order to properly account  for service records, authorized personnel cannot check out additional records until overdue service records,  for more than 10 days, are returned.  If there are questions regarding the  service record check-out policy, please contact the Service Record Vault LPO, at 471-2405 Ext. 220, or the Service Record Maintenance/Record Vault Division Officer at 471-2405 Ext 245.


MONTHLY SRV INVENTORY.

The SRV will be closed for inventory on 13 March 2003. Service records are only available in emergency cases.  Please plan ahead.  
ESO

Educational Service Department Head

Ext.  250

MARCH 2003 CYCLE 179 EXAMINATION SCHEDULE:

Eligibility List by paygrade will be posted at the PSD website: www@psdph.navy.mil.  The exam site for E-6 and E-5 candidates will be held at Club Pearl (CP) and the Silver Dolphin Bistro Galley (SG).  The Exam site for E-4 exams will be Silver Dolphin Bistro Galley only.

EXAM PAYGRADE & EXAM DATE

E-6:
  6 March, Thursday

E-5:
13 March, Thursday

E-4:
20 March, Thursday  

MARCH 2003 SUBSTITUTE EXAMINATION:

Per NAVADMIN 012/03, request for E-4 through E-6 substitute examinations must be submitted by 10 APRIL 2003 to NETPDTC PENSACOLA FL (CODE 321) info COMNAVPERSCOM (811) and PERSUPP DET PEARL HARBOR HI//70//.  Customer commands must comply with ADVMAN prior to requesting the substitute exam.  A sample message can be accessed at: www@psdph.navy.mil. 

Customer Service

Customer Service LCPO

  Ext.  516 

ALLOTMENTS

Timing is a very important factor to consider when submitting an allotment.  The date of receipt of the allotment by the recipient depends on the cut-off date for the month.  

For example, if the cut-off date for the month of February is 23 February 2003, the allotment must be released by 22 February 2003.  Then the allotment will be received on or after 1 March 2003.  If the allotment is submitted after the cut-off date, expect the allotment to be received by 1 April 2003.  With this information, you should plan accordingly when establishing your allotments.

DEERS/ID CARDS

ID Card Supervisor        Ext. 421
STUDENTS OVER AGE 21

Students are eligible for an ID card if they meet the following criteria:

- Must be unmarried children of 21 or 22 years of age (have not attained the age of 23).

- Enrolled full time in an accreditated institution of higher learning.  Students in their final term, semester or quarter, may carry less than a full time load if that is the remainder needed for graduation.

- Students enrolled in less than full time classes in two institutions of higher learning may not combine hours to qualify them as a full time student.

- Unmarried children 21 years or older who are not enrolled full time in school but are performing missionary duties as part of the school’s requirement to obtain their degree are not entitled to ID cards.

- Students remain eligible for ID card benefits and privileges until age 23 or graduation, whichever comes first.
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