[image: image1.png]


NEWS-PAYPERS

Personnel Support Activity Detachment, Pearl Harbor Newsletter



WWW.PSDPH.NAVY.MIL 
             February 2004
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, 4 February 2004 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 306-8993

JOOD Cell 306-8992

[image: image2.png]



TRAVEL SECTION

POC MILEAGE RATE CHANGE

Effective 1 January 2004, the mileage rates for TDY have increased for the following modes of transportation:

a.  Privately owned automobile from 36 to 37.5 cents per mile.

b.  Privately owned airplane from 95.5 to 99.5 cents per mile.

c.  Privately owned motorcycle from 27.5 to 28.5 cents per mile.         

FOR CIVILIAN EMPLOYEES ONLY

a.  The rate of reimbursement for the use of a privately owned conveyance (POC), instead of a government vehicle, has decreased from 28.5 to 27 cents per mile. 

b.  The reimbursement for use of a POC when a government vehicle is available and not used (not advantageous to the government) remains at 10.5 cents per mile.    

These changes are for TDY only.  The mileage rates for permanent change of station  (PCS) did not change.                                                                                   
FINANCIAL

This is a reminder about the Navy’s policy to have unaccompanied baggage shipped by express services to new duty stations in three-to-seven days in the continental United States and in 10-to-14 days overseas.

To qualify, Sailors must be on permanent change of station (PCS) or temporary duty orders and must have a legitimate need, such as a short reporting date, to a deploying ship or a PCS without authorized leave in between.

This program covers items of necessity such as clothing, cooking and eating utensils, small appliances, etc.  Furniture is not included in this program.

Sailors who want more information about express shipment of unaccompanied baggage should contact their local Personal Property Office, check NAVSUP’s website at www.navsup.navy.mil, or contact the NAVSUP Household Goods Help line at 1-800-444-7789.

COLA ENTITLEMENT VERIFICATION

Throughout a Sailor's tour of duty, changes take place affecting the number of dependents he or she may have on station in Hawaii.  The most common being the birth of a child, if not reported member would be underpaid.   To make sure all hands are receiving the correct entitlement to COLA with dependents, area commands should verify annually the Units Commanders Financial Report (UCFR) with service members to determine if COLA entitlement is being paid for the correct number of command sponsored dependents located in Hawaii.  

TRAVEL CLAIMS FOR RESERVISTS PERFORMING ANNUAL TRAINING (AT)

Effective 1 March 2004, all Travel Claims presented for liquidation and payment for Reservists performing AT, Additional Duty for Training (ADT), Inactive Duty for Training (IDT) or Inactive Duty for Technical Training (IDTT) with travel will be required to have an Authorizing Official's (AO) signature on the claim. Travel claims presented without the AO’s signature must be returned to the member or command for the AO's review and signature. The travel coordinator, at the command whom the reservists are working with, can assist in establishing who in the command is an authorized official. 

PSD will require a DD Form 577 (signature card) for the AO's signature or a memorandum to the Disbursing Officer establishing the AO's identification at PSD with an AO's sample signature.  

Reservist should also be told travel claims for settlement may be submitted to the closest PERSUPPDET or CUSERVDESK, in CONUS which supports the reservist's activity upon their return from duty.

TRAVEL CLAIM SUBMISSION FOR RESERVISTS PERFORMING ANNUAL TRAINING

To prevent confusion when processing AT pay claims, and AT travel claims, please do not submit a travel voucher 1351-2 when submitting claims for AT pay. 

The following guideline is provided for claim submission:  

Pay Package 
Copy Orders

Copy Itinerary

Copy NAVPERS 1070/602R 

  (Page   2)

Lodging Statement

Travel Package
Original DD1351-2

Copy Orders and documents

Original Receipts

Copy Flight Itinerary

Copy of NAVPERS 1070/602R 

  (Page 2)

When submitting ACDUTRA claims, please conform to the listed requirements to avoid confusion.  It should be noted that all package received with DD1351-2 will be processed as travel settlements.

TRANSPORTATION

NAVPTO Department Head

473-4482

PASSPORT MATTERS

Effective 1 February 2004, the Department of State requires all minor applicants appear in person to execute their passport application.  Minors under the age 14 will still not sign their application or present their own identification.  However, the acceptance agent must verify that the child appearing in front of them is the same child in the passport photos.  If the child is physically elsewhere (i.e. another island, state or country), the application must be executed wherever the child is.

The DD-1056 (Authorization To Apply For A “No-Fee” Passport And/Or Request For Visa) must now be signed in blue ink.  

TRAVELER INSURANCE

Traveler insurance information is now available on the SATO Travel Website: http://www.satotravel.com.  This important information may be accessed by selecting “Military Insurance” after clicking on the Products and Services frame located at the top of the website.

	RECEIPTS

Receipts Division Officer

    Ext. 244




When reporting to a new duty station, one of the allowances members will want to start is Basic Allowance for Housing (BAH) if entitled.  Receipts Division will process member’s request on their appointment day or after Arrival TLA is finalized, whichever is later.  Customer Service Division will service members thereafter.

Document(s) Required:

Member with Dependents:

1.    NAVPERS 1070/602

2. Termination of Government Quarters if formerly occupying
Member without Dependents E7 and above stationed ashore and E6 and above stationed afloat:

 NAVPERS 1070/613, which records the election to draw BAH in lieu of assignment to government quarters.

This applies to Members without Dependents E6 and below on shore duty.  E5 and E4 (over four years of service) stationed afloat  (note this includes military married to military).

a.  Special Request Chit, NAVERS  1336/3

b. BAH Endorsement Letter, HI Region CBH Form 01-003

c.  CBH Guest Information Form – Check out or Non Residence Certificate OR

d. Housing Statement to              Substantiate payment of Temporary Lodging Allowances upon Initial Assignment

	TRANSFERS

Transfers Division Officer 

Ext.  251


Remind your personnel to meet the required obligated service within 30 days upon receipt of the PCS orders. For SRB eligible Sailors, please consult with your Command Career Counselor guidance regarding the Obligated service requirements.

	SEPARATIONS
Separations Division Officer  

Ext. 205




LEAVE SUBMISSION
Reminder to all commands: Completed leave chits must be forwarded as quickly as possible (five working days) to PSD Pearl Harbor to ensure that all leave taken is charged.  For personnel pending separation or retirement, this procedure is strongly being reemphasized.  Forwarding the leave chits to PSD Pearl Harbor in timely manner will ensure that members will not be overpaid upon their separation or retirement date.  

COMMUNICATION
Good communication between the command personnel, the PLR and each Separation Clerk at PSD is essential for a smooth transition.  PLRs are tasked with reminding all personnel about the mandatory separations and Retirements Briefs held at PSD Pearl Harbor, ensuring that all paperwork forwarded to PSD is completed properly, and also making sure that personnel report to PSD in a timely manner.  Frequently, personnel have been reporting for separation processing without any knowledge of the procedures such as the checkout procedure.  Please take time to go over these areas with all your command career counselors or equivalent personnel

	REENLISTMENTS

Reenlistment Division Officer

Ext.  225


Reenlistment requests must be submitted to Reenlistment Section at least 30 days in advance of actual reenlistment date, not 30 days from the date of request.  Command Retention Teams are requested to ensure that our Sailors submit their requests early.  These requests have direct bearing on pay and personnel issues such as Selective Reenlistment Bonus or obligated service requirements for PCS orders.  Recently, there has been a rush of last-minute requests and our Reenlistment Clerks were hard pressed to service these requests.  It is not fair for commands who followed submission schedule to have their requests set aside to accommodate last minute reenlistment requests from other commands.   Cooperation from Command PLR, Retention Team and our Sailors are appreciated.

SRM

Service Record Maintenance Division Officer

Ext.  245

The "HAPPY HOLIDAYS" season is over.  Request expedited submission of leave papers from customer commands for timely posting of leave days.  Ensure all the required blocks are properly filled up to prevent under- or over-charging of leave.  Attached supporting documents to justify adjustment or correction of leave taken. REMINDER: Start planning to use leave in excess of 60 days to preclude last-minute leave periods before the end of this fiscal year.  Lost leave days means lost wages and allowances.

ESO

Educational Service Department Head

Ext.  250

JANUARY 2004 (CYCLE 182) SUBSTITUTE EXAM ORDERING.
E-7/CPO substitute examinations will be administered on 26 February 2004 at NAVSTA TRNG COMPLEX Bldg 679.  Proctors will muster 0600 for briefing and preparation of examination rooms.  Candidates will muster 0630 in the Uniform of the Day and with a valid military ID Card.

MARCH 2004 PROCTOR ORIENTATION BRIEFING.
Submission of proctors is due to PSD Education Services Office on 4 February 2004.  The briefing is scheduled on 26 February 2004 at 1330 in the PSD classroom.  The meeting will cover proctor exam site assignments; outline testing procedures and brief new proctors on their duties and responsibilities.

CYCLE 074 FEB 2004 NAVY-WIDE ADVANCEMENT EXAMS FOR ADVANCEMENT IN RATE OF NAVAL RESERVE PERSONNEL TO PAYGRADES E4 THROUGH E7.

All Selective Reservists personnel who are on active duty i. e. special work /one year recall (ADSW/OYR), ADT or active duty under Presidential Recall Authority, will be tested with regular active duty navy candidates at the Silver Dolphin Bistro galley on the following exam schedules dates:

PAYGRADE
DATE


E6
        04 MAR 2004

        (LTC REQUIRED 

                      BY 1 JAN 2004)

E5
        11 MAR 2004

E4
        18 MAR 2004

E3 through E5 Selective Reservist personnel on active duty must have met basic eligibility requirements to include Leadership Training Continuum course completion (E6 candidates only) by 1 January 2004.  

SUPPLEMENTAL EXAM ORDERING ONLINE FOR CYCLE 183 MARCH 2004 FOR ADVANCEMENT TO PAYGRADES E4 THROUGH E6

The E-4, E-5 and E-6 Time in Rate Eligibility List ONLINE supplemental exam ordering is now open for verification on dates as indicated below.  After 22 February 2004, command will submit substitute exam via a message not later than 9 April 2004 and administered by 13 May 2004.

PAYGRADE
DATE


E-6
       12 JAN -   8 FEB 2004 

E-5: 
       20 JAN - 15 FEB 2004

E-4:  
       27 JAN - 22 FEB 2004

To ensure correct exam rates were ordered, special attention is required for submarine and aviation specialty ratings, lateral conversion or exam rates for non-designated (striker) personnel.  Commands who did not review the list will receive exams with known exam rate only.  

MARCH 2004 E-4 THROUGH E-6 EXAMINATION DATES

PAYGRADE
DATE


E-6

 4 March 2004 

E-5 

11 March 2004

E-4      

18 March 2004

Incumbents are required to meet all Basic Eligibility Requirements by 1 February 2004.  Completion of Leadership Training Continuum (LTC) for E-6 candidates must be completed prior to administration of exam.  Personnel completing LTC or receiving a Flag Waiver after the regular scheduled exam are not eligible for substitute examination.

EXAMINATION WORKSHEETS VERIFICATION SCHEDULE
Per PERSUPPDETNOTE 1418 of 6 January 2004, E-6 examination worksheets will be provided to PLRs by 21 January 2004 and returned to PSD ESO on 4 February 2004.  E-5 and E-4 worksheets will be distributed by 28 January 2004 and returned to PSD ESO by 11 February 2004.

.
CUSTOMER SERVICE

Customer Service LCPO

  Ext.  516 

W2 INFORMATION FOR TAX YEAR 2003

Active Duty Navy members who receive pay support from ashore commands and who have customized MYPAY personal identification number (PIN) will receive their W2 electronically via MYPAY account, unless they elected hardcopy delivery.  Members supported by PSD Pearl Harbor who did not establish a MYPAY account by customizing their MYPAY PIN prior to              1 December 2003 will receive a hardcopy W2.  Effective 16 January 2004, members were able to view and print their 2003 W2 and W2-C (W2-Corrected) from their MYPAY account.  MYPAY will display the Treasury Department W2/W2-C tax statement in the proper Internal Revenue Service (IRS) format.  MYPAY will allow the member to print the current or prior tax year W2/W2-C in the proper IRS format.  The W2/W2-C view and print option is now available on the MYPAY Internet site, HTTPS//MYPAY.DAFS.MIL.  This option is not offered on the Interactive Voice Response System (IVRS).  

Procedures for accessing W2/W2-C tax form via MYPAY:  

1.  Enter SSN in login box and enter pin number in pin box.

2.  Click “GO” button.

3. Under the “TAXES” section, click on “TAX STATEMENT (W-2)”.

To display of W2/W2-C:  

1. After W2 form option was selected, and if there is a current tax year W2 on file in the five-year tax history system (5YTHS), MYPAY will display two copies of the W2 copy 2 on one page.  One copy of the W2, copy B front and copy C front will be displayed on one page.  One copy of B back and copy C back instructions will be displayed on one page.    On the initial W2 screen, MYPAY will display radio buttons labeled W2 copy 2, W2 copy B and copy C front, W2 copy B and copy C back and text version.  The member will use these buttons to select which option they want to view or print.

2.  MYPAY will only display the W2-C information that is transmitted from the 5YTHS.  When the member has more than one W2-Cs within a tax year, MYPAY will display the date of each W2-C in the order that they are received from the 5YTHS.  The message displayed will be as follows:  “W2-C as of XXXXXXXX”.  The XXXXXXXX will contain the MMDDYYYY of the W2-C.  The member will use the radio buttons to select which W2-C they want to view or print.  If the member does not have a W2-C within a tax year, MYPAY will not display a W2-C option for the member.

3.  If the number of state tax entries on a W2 exceeds the available two entries, MYPAY will display additional W2s to display the additional state tax entries.  If the number of state tax entries on a W2C exceeds the available one entry, MYPAY will display additional W2-Cs to display the additional state tax entries.  The maximum state tax entries from DJMS, (DFAS computer system), is five. 

To screen messages:  

1.  After the member selects the W2 option, MYPAY will go to the 5YTHS to retrieve the most current W2 and W2-C tax information.  If there is no W2 or W2-C tax information found in the DJMS for the member’s SSN, MYPAY will display the following message:  “W2/W2-C tax record not found for SSN and year.  Please contact your local Pay Office”. 

2.  When MYPAY makes the call to DJMS and the 5YTHS is not available, MYPAY will display the following message:  “Your file is not currently available.  Please try again later.”

To contact the MYPAY customer support for assistance, call 1-800-390-2348, Monday through Friday between the hours of 0700 and 1930 Eastern Standard Time.   

The March PLR meeting is scheduled for Wednesday,

 3 March 2004 at 1030 in the PSD Pearl Harbor Conference Room.
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