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NEWS-PAYPERS

Personnel Support Activity Detachment, Pearl Harbor Newsletter



WWW.PSDPH.NAVY.MIL 
         September 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, 3 September 2003 at 1030 in the PSD Conference Room.
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ACDUTRA

At the August PLR meeting, information was put out that estimated lodging and rental car receipts are no longer acceptable for reimbursement. Only the final lodging and rental car receipts are acceptable.  Members must submit   complete travel packages with final receipts before claims can be liquidated. 

All regular travel claims requesting   travel advances, must be accompanied by a transmittal listing of the travel advances requested. Travel/per diem  advances for ACDUTRA personnel must not be included with the regular travel advance transmittal.  Mixing the regular travel advances with the ACDUTRA travel/per diem advances delays processing.  Please contact the ACDUTRA section supervisor at extension 248 for the best way to expedite ACDUTRA advances.  

ACDUTRA personnel  must check-in with their commands first.   PLRs will assemble and submit appropriate travel packages to PSD PH.  The ACDUTRA section continues to receive reservists attempting to check into the ACDUTRA section prior to checking in to their commands.     

FISCAL

Customers making check payments  are advised that checks are now processed electronically.  

When a check payment is made, the check will be converted into an electronic funds transfer.  The signed, completed check will be copied. The account information from the check will be used to make an electronic funds transfer from your account in the amount of the check immediately.  The cashier will void the check and return it to you. 

The electronic funds transfer from an account occurs faster than a regularly processed check. Do not present a check to the cashier unless there are sufficient funds available in the checking account. If the electronic funds transfer cannot be completed because of insufficient funds, a one-time fee will be also collected from a member’s account  by electronic funds transfer.

When checks are submitted for payment, in essence,  authorization to convert the check into an electronic funds transfer is presumed.  Even if the electronic funds transfer cannot be processed, for technical reasons, every effort will be made to process the payment through other means.

A pamphlet with more information about this process, including information about individual rights under Federal law, is available by calling 1-800-624-1373 or visiting  the Internet site at http://www.pcc.gov/
for more detailed  information.

TRAVEL

 PLRs and authorized representatives are the only personnel allowed to submit travel claims. When submitting travel claims, a transmittal sheet, furnished by PSD, must accompany them. Each block on the transmittal sheet must be filled out correctly. The travel claim and transmittal sheet should be submitted to the designated Log In Clerk located at the first desk in the Travel Section. At no time should travel claims be left on a desk, counter or box without a signature.

Emergency leave travel vouchers are used by service record maintenance for leave accounting.  To avoid delay, Emergency leave travel vouchers should be clearly identified on top of the form.

TRANSPORTATION

NAVPTO Department Head

473-4482

TRAVELER’S NAME ON THE AIRLINE TICKET

There have been situations where issued airline tickets reflected only the initial or shortened form of the traveler’s first name.  Citing security, the airlines reissued the tickets, and charged the traveler a fee of $35.00. It is very  important when making airline reservations, and subsequently submitting travel orders for ticketing, that the name of the traveler matches his/her ID (military ID card, driver’s license, passport, etc.). 

HONG KONG IMMIGRATION REQUIREMENTS

Although the DOD Foreign Clearance Guide still maintains that military personnel require passports when arriving Hong Kong via commercial air to board U.S. naval vessels in port, procedures are now in place to allow personnel to enter Hong Kong with official travel orders and valid ID cards.  The same holds true for those disembarking ships and departing Hong Kong via commercial air.  DOD civilians still require passports with at least 4 months validity remaining to enter Hong Kong.

EXCESS BAGGAGE CHARGES

Excess baggage charges, when authorized on official travel orders, are reimbursable.  The traveler must pay the carrier at check in, either by using cash, or his/her government credit card (Individually Billed Account).  Reimbursement for excess baggage is accomplished when the final travel claim is settled.

TSA TRAVEL TIPS

The Transportation Security Agency (TSA) has a website: http://www.tsa.gov/ that provides helpful travel tips.  The following are examples:

TIPS BEFORE YOU REACH THE AIRPORT

Please allow yourself and your family extra time to get through security - especially when traveling with younger children. 

Call your airline or travel agent for information on recommended check-in times for your departure airport. 

Talk to your children before coming to the airport and let them know that it's against the law to make threats such as, "I have a bomb in my bag." Threats made jokingly, even by a child, can result in the entire family being delayed and could result in fines. 

TIPS AT THE AIRPORT
Speak to your children about the screening process so that they will not be frightened or surprised. Remind them to not joke about threats such as bombs or explosives. 

Advise your children that their bags (backpack, dolls, etc.) will be put in the X-ray machine and will come out at the other end and be returned to them. 

Let your children know that a screener may ask to see Mom or Dad's shoes, but that these too will be returned after the inspection. 

You may want to consider asking for a private screening if you are traveling with more than one child. 

RECEIPTS

Receipts Division Officer

    Ext. 244



ARRIVAL TLA

Members are reminded   that they have to be processed through the Receipts Division prior to payment of arrival TLA.  It is imperative that the receipt package   be turned into the Receipts Division and an appointment made within three days from the time a member reports to his/her  respective command.  Often, overpayments and other pay entitlements are adversely affected by untimely receipt processing.   Payment of arrival TLA is dependent on timely,  accurate receipt processing.  Members must be properly gained to their command as well as  DFAS in order ensure arrival TLA payments.   

TRANSFERS

(OUT-BOUND PCS)

Transfers Division Officer 

Ext.  251

FAMILY ENTRY APPROVALS
The following documents are required for preparing dependents entry approval message...

1.  Sponsor and dependents must complete an  overseas screening or suitability for overseas assignment.

2. Sponsor must execute the obligated service documents 

 i.e. extension or re-enlistment

Movement of household goods as well as  flight reservations may be delayed until family entry approvals are received. 

SEPARATIONS

Separations Supervisor

    Ext. 205



INDEBTEDNESS
Reminder to all separating personnel:  As stated in the Separation/Retirement briefs, all personnel are required to verify their LES on a monthly basis.  Personnel MUST make appropriate arrangements to settle any indebtedness prior to their separation dates.  If the indebtedness has not been settled, any monies still owed to the government will be deducted from the final separation pay. No one likes indebtedness surprises, so timely attention to this matter will ensure accurate pay accounts  on the date of separation. 

DEMOBILZATION PERSONNEL

All personnel demobilizing need to check in with the Navy Mobilization Processing Site (NMPS) prior to reporting to PSD for processing.  NMPS will inform you of all procedures required to get you demobed in a timely manner.  Contact QM1 Aaenseson at 473-0344 or GSM3 Carr at 473-2568 with questions. 

Suggestion:  Make an appointment for the demobilization process.  This  will ensure a smooth, timely  transition.  SEP/RET LPO at ext. 205 for information and questions.-  

REENLISTMENTS

Reenlistment Supervisor

Ext.  225

REENLISTMENT AND EXTENSION SECTION

Personnel in receipt of PCS orders MUST read their orders immediately.  In order to decrease chances of future pay problems, attention is invited to the "OBLIGATED SERVICE" requirements.  It must be satisfied upon receipt of orders by either a reenlistment request or extension of an enlistment.  An NAVPERS 1070/613 in lieu of a extension of enlistment is not authorized on any PCS orders unless modified by issuing authority.  Signing an extension of enlistment or reenlisting on the date of detachment increases the chances of MMPA not being updated, resulting in SUSPENSION OF DDS and ALLOTMENT STOPPAGE.  All Command Career Counselors and PLRs are requested to work together and get more involved with the process.   

SRM

Service Record Maintenance Division Officer

Ext.  245

SERVICE RECORD MAINTENANCE/SERVICE RECORD VAULT

SPECIAL LEAVE ACCRUAL

See attached NAVADMIN 222/03
SRV INVENTORY CLOSURE

The Service Record Vault will be closed for monthly inventory on 11 September 2003.  Please plan accordingly.


LIMITED DUTY COORDINATOR MEETING

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

To contact PSD Transient/LIMDU Supervisor call 473-0269,  Transient  Clerk at 473-0684 and the LIMDU Clerk at 473-0681 and 473-0066.  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 cover 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

NAVY-WIDE EXAMINATION UPDATE

Please contact the command PLR for the updated list of those who verified/signed the worksheets, examination site and assigned seating for E4-E6 candidates.  The listing can be accessed at the PSD website:  www.psdph.navy.mil
LEADERSHIP TRAINING CONTINUUM (LTC)

All 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 

CATCH –UP CONTRIBUTIONS FOR THE THRIFT SAVINGS PLAN                               NAVADMIN 223/03

Thrift Savings Plan participants who will be age 50 or older this calendar year, and are already contributing the maximum amount of regular TSP contributions, are now eligible to make a new type of tax-deferred contribution to the TSP called “CATCH-UP” Contributions.  You do not have to wait for the open season.  You can submit your election to make “Catch-Up” at anytime.  Election will be effective the first pay period PSD receives your request. “Catch–up” contributions will be taken as a payroll deduction from your pay, each pay period.  Contributions will automatically stop once it reaches the maximum dollar amount allowed for the year. You must make a new election each calendar year to continue the “Catch-up” contribution. To enroll, complete Form TSP-U-1-C, Catch-up contribution Election, and submit to PSD. The form is available  at the TSP WEB site, www.TSP.GOV election capability by using your  “MY PAY” account.

COMRATS NOTICE

Upon commencement or termination of COMRATS, each affected sailor’s CAC Card must be re-coded PRIOR to the completion of the transaction.  To alleviate time-delays and possible under/overpayments,  members should deliver to  PSD Customer Support Department written authorization to start/stop COMRATS.    

The October PLR meeting is cancelled, due to the one day training on 1 October 2003.    The next regular scheduled PLR Meeting will be Wednesday,

 5 November 2003 at 1030 in the PSD Pearl Harbor Conference Room.
� EMBED Word.Picture.8  ���








LIMITED DUTY


(LIMDU)


LIMDU TECH Ext.  261 








Supervisor        Ext. 245














DISBURSING


MILPAY LPO           Ext. 301
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