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NEWS-PAYPERS

Personnel Support Activity Detachment, Pearl Harbor Newsletter



WWW.PSDPH.NAVY.MIL 
             March 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, 3 March 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
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TRAVEL SECTION

BANK OF AMERICA ATM CASH WITHDRAWALS

To the maximum extent possible, travelers must use the Bank of America ATM Network to obtain cash for miscellaneous travel expenses. Bank of America will bill the individual government credit card account for all cash withdrawals plus a 3% administrative fee.

a. Travelers may be reimbursed for the administrative fees on the amount up to and including that which otherwise would have been advanced for the travel concerned.  Claim the administrative fees as a reimbursable expense on the DD 1351-2, Travel Voucher or Sub voucher in Block 18.

b. Bank of America imposes a minimum ATM cash withdrawal administrative fee of $2.00 for  cash advances.  If you take a cash withdrawal of less than $67.00, Bank of America will charge a cash advance  administrative fee of $2.00 per transaction. For example, if you withdraw three cash advances of $40.00 each, the administrative fee will be $6.00 ($2 X 3 transaction) versus $3.60 ($40X3 = $120 X 3%).

c. If an ATM advance is obtained and the TDY is canceled, the administrative fee can be claimed on an SF 1164 with a copy of the TDY travel order and the TDY revocation order.

FINANCIAL

Warning to all government charge card holders:

This message came from Bank of America regarding Government Card customers that are receiving fraudulent e-mails.
RESOLUTION
The below referenced email was sent to a Government Card customer.

Dear valued Bank of America Customer!

As part of our continuing commitment to protect your account and to reduce the instance of fraud on our website, we are undertaking a period review of our member accounts.  You are requested to visit our site by following the link given below.  This is required for us to continue to offer you a safe and risk free environment to send and receive money online, and maintain the Bank of America Experience. After verification you will be redirected to the Bank of America home page.  Thank you.

Bank of America Corporate Security has verified that this is a scam.  

In the event customers inquire about the fraudulent e-mails the following information is known:

Bank of America would not use a link to verify or request information.  

Bank of America would not “offer you a safe and risk free environment to send and receive money online”. 

Proper security is a multi-party effort.  The bank is responsible for safeguarding accounts to the greatest extent possible. The consumer needs to know how to properly safeguard his or her information and how to verify the authenticity of those asking for private information.

In the event customers call concerning the above referenced email associates are encouraged to advise the customer to delete the email and not respond.

TRAVEL CLAIMS FOR RESERVISTS PERFORMING ANNUAL TRAINING (AT)

Effective 1 March 2004, all Travel Claims presented for liquidation and payment for Reservists performing Annual Training (AT), Additional Duty for Training (ADT) or Inactive Duty for Training (IDT) will be required to have an Authorizing Official's (AO) Signature on the claim. Travel claims presented without the (AO) 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 Pearl Harbor will require a DD Form 577 (signature card) for the AO's signature or a memo to the Disbursing Officer establishing the Authorizing Official'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.

TRANSPORTATION

NAVPTO Department Head

473-4482

VISA FEES FOR UNITED KINGDOM REIMBURSABLE

Military family members accompanying their sponsor to the United Kingdom on PCS orders, and staying for more than six months, require UK entry visas.  Presently, a fee of $131.00 is charged for each visa plus a $16.00 handling fee.  These fees are payable to the British Consulate-General by the applicant(s) in the form of a money order and it has now been determined that they are reimbursable.

The Fiscal Management Branch at Navy Personnel Command (PERS-454) has confirmed that the set of PCS orders which places the service member and family at their UK duty station, should be appropriately charged, using the PCS line of accounting.  This also applies to members who have signed extensions.  The Per Diem and Allowance Committee concurred that this is an authorized reimbursable expense (JFTR U4520-A3 applies).  To minimize future claims for visa fee reimbursement, PERS 451 will be ensuring that UK PCS orders are issued with an administrative statement something to the effect:

A no-fee passport and visa are required for eligible family members remaining in the UK longer than 6 months and must be obtained prior to traveling to the UK.  Check with your servicing PSD/NAVPTO for passport, visa and permit to stay requirements immediately.  Information and forms are on the UK visa website at HTTP://WWW.UKVISAS.GOV.UK.  Information may also be found in the Department of Defense Foreign Clearance Guide at HTTP://WWW.FCG.PENTAGON.MIL/."

PASSPORT 

UPDATES
Effective 1 February 2004, all passport applicants must appear in person including minors under age 14 to apply for a passport.  This requirement is another important step in preventing international parental child abduction and trafficking.  The application form, DS-11 has been revised to include this new requirement.

Also effective 1 February 2004, only color photos are acceptable when applying for passports.  Black and white photos are no longer acceptable.  

AIRLINE TICKETS

Effective 1 March 2004, email notifications will be sent by the Commercial Travel Office (CTO) to advise that the traveler's airline tickets either electronic (e-ticket) or hard copy have been issued.  The email will also contain a hyperlink to the traveler's E-invoice which can be accessed and printed and is to be attached to the traveler's original orders.

NOTE:  Although the E-invoice can be accessed and printed, hard copy tickets must still be picked up.      

E-TICKETS REMINDER 

When a change in reservations is necessary for a traveler who has been issued an e-ticket, it is important to make the change with the CTO or the Sato Travel Navy Help Desk at 1-800-359-9999 instead of the airlines.  Using the CTO or the Help Desk ensures that an e-ticket will be available to the traveler and eliminates the e-ticket from being reported as unused/open by the airlines.  Unused e-tickets can pile up, resulting in loss of monies that could be refunded back to the commands.  It is strongly recommended that commands advise the CTO of any/all unused e-tickets as soon as possible.  If e-tickets are not utilized, the flight coupons will be processed for a refund if applicable, 30 days from the last date of travel vice the current 48 hours after scheduled departure.

TRAVEL ORDERS

Customer commands are reminded that airline tickets cannot be issued without travel orders.  In too many cases travelers check in for their flight only to be told that no ticket was issued because the command failed to forward a copy of the orders to NAVPTO.

GOVERNMENT CHARGE CARD

The attached memo from Asst SECNAV addresses the Navy's policy on improper use of the purchase and travel cards.  This also pertains to charges on the Centrally Billed Accounts (CBA’s), resulting from unauthorized use by travelers.  

	RECEIPTS

Receipts Division Officer

    Ext. 244




RECEIPTS

Members are reminded that when they are processed through the Receipts Division prior to payment of arrival TLA, it will eliminate pay problems. To accomplish this, 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.  But most importantly, the gain is processed accurately on their Master Military Pay Account, in order to ensure arrival TLA payments are paid without problems.
	TRANSFERS

Transfers Division Officer 

Ext.  251


CONSECUTIVE OVERSEAS TOUR (COT) LEAVE TRAVEL ENTITLEMENTS
 

A service member must execute two full DOD overseas tours in order to be authorized for COT.    Eligible members and their family members are authorized travel and transportation allowances from their last duty station to the member's Home of Record. 

A waiver must be requested and approved from BUPERS before COT travel is initiated, if PCS travel includes traversing CONUS.

 

An officer's entitlement to COT must be included in the orders. If not, the officer must contact the detailer requesting modification of PCS orders to reflect COT entitlement. 

 

For more information on COT, refer to MILPERSMAN 1050-410 and JFTR 7200.

	REENLISTMENTS

Reenlistment Division Officer

Ext.  225


REENLISTMENT

When checking your Leave and Earning Statements, please read the remarks section which states:   
 "All pay and allowances will be suspended upon your ETS date of ( member's EAOS date).  To avoid pay problems, make your career decision early! "   This remark starts reflecting on the LES at least two months prior to member’s EAOS. If there is no pending extension, member's DDS and allotment will automatically be suspended.   For personnel who have extended their enlistment, extension package that contains coversheet memorandum, lump sum leave page 13, I.D. 

Card memorandum and medical certification (if necessary) will be sent through guard mail a month prior to member's EAOS/ETS date.  Timely submission or return of extension packages with the required signature (and completed medical certification as required) can help expedite in updating members' EAOS/ETS date on their Master Military Pay Account at DFAS Cleveland OH and Enlisted Service Record at BUPERS Millington, TN. 

Command Retention Team/ Command PLR/Admin Offices should review their command Enlisted Distribution Verification Report (EDVR) for Sailors whose Expiration of Obligated Service (EAOS) or Projected Rotation Date (PRD) is fast approaching.  This will preclude last minute scramble by the chain of command and the detachment to take care of our Sailors and their families.  

SRM

Service Record Maintenance Division Officer

Ext.  245

Any PLRs who have existing service records checked out under their badge code and are about to transfer or separate from active duty must clear with their respective command and get a memorandum authorizing transfer of custody of service records to the next PLR.  The transfer memo must be forwarded to the service record vault to update the database before the member departs.  This initiative should be able to help achieve full accountability of service records 

checked out by previous command PLR's.

ESO

Educational Service Department Head

Ext.  250

MARCH 2004 CYCLE 179 EXAMINATION SCHEDULE:

 Eligibility List by paygrade will be posted at PSD web site: www@psdph.navy.mil.  Exam site for E6 and E5 candidates will be held at Club Pearl (CP) and Silver Dolphin Bistro Galley (SG).  Exam site for E-4 exam will be Silver Dolphin Bistro Galley only…

EXAM PAYGRADE AND DATE

E-6

04 MAR 2004

E-5

11 MAR 2004

E-4

18 MAR 2004  

MARCH 2003 SUBSTITUTE EXAMINATION

Per NAVADMIN 011/04, request for E4 through E6 Substitute Examination must be submitted by 02 APR 2004 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 substitute exam.  Sample MSG can be access at www@psdph.navy.mil.   Substitute exam will be administered 22 APR 2004 at Bldg 679, NAVSTA TRNG COMPLEX.

.
CUSTOMER SERVICE

Customer Service LCPO

  Ext.  516 

DEATH GRATUITY INCREASE.
The amount of the death gratuity payable to eligible beneficiaries has been increased from $6,000 to $12,000.  This lump-sum payment is made in the event of death while a member of the Armed Forces is on Active Duty or Inactive Duty for Training.  The gratuity is also payable if a member or former member dies within 120 days after discharge or release from active duty.  This increase is retroactive for all deaths as of 11 September 2001, and the entire amount is tax-free.  Questions regarding the death gratuity can be addressed via the Navy Casualty Hotline at 1-800-368-3202 or email ASCM Stambaugh at scott.staumbaugh  @navy.mil.

ADVANCE HOUSING ALLOWANCE PROCEDURE.

Advance payment of BAH may be authorized to pay advance rent, security deposits, and other initial expenses incident to occupying other than Government Housing.  The advance may be made at any time during a member’s tour at the station concerned.  It may also be authorized when a member has relocated housing incident to PCS orders.  Normally, the advance shall not be disbursed more than 3 working days before the date of payment under the lease or rental agreement.  However, in extenuating circumstances, payment more than 3 working days may be authorized by the commanding officers or designated representatives.  The member must request the advance payment within 30 days after signing the Rental/Lease Agreement.  Expenses identified by a member that will be used in the purchase of any real state or living accommodation shall not be considered as a basis for authorizing or determining the amount of advance. 

 NOTE:  Per COMNAVREGHIINST 11103.3, E6 and below shore duty, and E5 and below sea duty (afloat) personnel without dependents are required to submit a special request chit through their chain of command, and upon approval, obtain the authorization from CO, NAVSTA PH via the CBH Officer prior to signing any lease agreement.  

The member’ s ability to repay the advance should be considered.  The advance will not exceed the anticipated housing expenses, or the total of three months BAH expected to be accrued by the member.  If sharers are involved the amount allowable will be prorated by the number of sharers.

 A written request (special request chit) to the unit commanding officer for advance payment should be made.  A member’s commanding officer, the commanding officer’s designated representatives, or another designated official may authorize an advance payment of BAH.  The request will contain reason for the advance, amount of the advance requested, the repayment period  (not to exceed member’s tour of duty at the station concerned), repayment start date if other than the month following payment, copy of Rental/Lease Agreement is required along with approved request chit from the command and the BEQ Manager BAH endorsement letter.

Action to recoup any advance in lump sum will be taken immediately upon receipt of information that the member has vacated the housing for which the advance BAH was made.  The member may elect to repay the entire amount of advance housing by cash or check. 

The April PLR meeting is scheduled for Wednesday,

 7 April 2004 at 1030 in the PSD Pearl Harbor Conference Room.
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DISBURSING


MILPAY LPO           Ext. 301
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