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NEWS-PAYPERS

Personnel Support Activity Detachment, Pearl Harbor Newsletter



WWW.PSDPH.NAVY.MIL 
             May 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, 5 May 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 306-8992

JOOD Cell 306-8993
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FINANCIAL MANAGEMENT SERVICE MEMBERS RESPONSIBILITY

Servicemembers are not responsible for calculating their own pay.  They are responsible for questioning anything that is not normal.  If you do not question something that is not normal with your pay, you could be at risk of being charged with larceny. Computerized systems, equal pay periods and Leave and Earnings Statements (LES) have made budgeting your pay easy.  You should be getting the same amount every payday.  Computers are only as smart as their operators and the electricity they run on.  When you notice a large difference in your pay from last payday and you are not due for a longevity raise, promotion or annual pay raise, there may be an error in your pay. 

Sailors who have not reported the difference to their disbursing offices have found themselves charged with theft.  Even if you do notice and report a questionable payday and nothing changes, you are still liable for the overpayment.  Regular disbursing audits balance payments made with those amounts due. Eventually you will have to reimburse that overpayment.  You should rush in to your disbursing office and insist on knowing why you were paid too little or too much. 

BANK OF AMERICA NOW OFFERS ONLINE BILL PAYMENT FOR GOVERNMENT TRAVEL CREDIT CARDS (GTCC)

Effective April 2004, Bank of America has offered online bill payment of GTCC.  There is no fee involved.  For access servicemembers are required to enter their GTCC account information, bank routing and account numbers to the secured website.  It will take 2-3 business days for payment to post.  It is quick and easy and a great tool to pay any remaining balances not paid by split pay disbursement or to get those cumbersome 30-day past due cases cleared quickly.  For more information, see the Bank of America websites as follows: 

https://www.gcsuthd.bankofamerica.com/newsblast/defalt.asp  (Note: This is a secure site [https]).

http://www.myeasypay.com  (Note: Use this website for making payments).

SERVICE GROUP LIFE INSURANCE (SGLI) PREMIUM NOTICE 

When a reservist is ordered to active duty for special works (ADSW) for more than 30 days, an active duty pay account is established at DFAS Cleveland.  SGLI premium payments will commence with deductions made from the service member’s active duty account unless a reduced amount or none is claimed by the member. Establishment of an active duty pay account will stop SGLI deduction to reserve pay.

Due to a system problem, the reserve pay department knows the service member has not terminated service and will continue to charge for SGLI premium and attempt to collect for unpaid premiums.  Reservists on ADSW over 30 days should disregard SGLI premium payment notices received for collection of back premiums.  SGLI premiums are deducted from a member’s active duty ADSW account.  SGLI coverage will not terminate for non-payment as indicated on the system generated premium notification letters. 

Upon completion of ADSW, reservists should submit a copy of their DD214 or active duty LES to DFAS-CL (Code FMB) via fax or letter. Upon receipt of documentation, DFAS-CL will update the non-pay SGLI Direct Remittance System and eliminate the SGLI debt or issue a credit for duplicate payments. 

HOUSEHOLD GOODS SHIPMENT AND MOVEMENT OF DEPENDENTS

Household goods allowance for reservists ordered to ADSW are restricted to the prescribed TDY weight allowance as shown in the Joint Federal Travel Regulation (JFTR) paragraph U5345-B2 not to exceed 1,000 lbs.  Shipments of household goods for dependents are not authorized at government expense under ADSW orders. 

TRAVEL SECTION
In the past, tickets purchased via Government Charge Card contained the entire sequence of credit card numbers, which gave airline personnel access to charge unauthorized fees, such as excess baggage on government accounts.  To prevent this, airline personnel and travelers are given access to only the last four numbers of the Government Credit Card.
 

Accordingly, now that the account number is no longer on tickets or travel itineraries, it is difficult for travel voucher examiners to determine the type of payment used to pay for a ticket, which has resulted in travelers being reimbursed for tickets purchased by the Government. 
 

Effective immediately, to avoid such duplicate payments if a traveler claims an airfare as a reimbursable expense, block 22 of the Travel Voucher or Subvoucher (DD Form 1351-2) should contain the following remarks:
 

"I certify that the airfare claimed under reimbursable expenses was purchased using personal funds."
 

If this statement is not present on the DD Form 1351-2, the cost of the airfare will not be reimbursed.
TRANSPORTATION

NAVPTO Department Head

473-4482

PREMIUM CLASS AUTHORIZATION
The Navy has not yet completed the designation process for authorizing the use of premium (first/business) class travel.  Therefore, until further notice, the Secretary of the Navy (SECNAV) is the only authority that may approve premium class travel.  Navy commands/activities must submit all requests for premium class travel to SECNAV, via N41, point of contact:

     Cheryl Stevens

     OPNAV N413B1

     Chief of Naval Operations

     2000 Navy Pentagon

     Washington, DC 20350-2000

     703-604-9949

     DSN 664-9949

     FAX 703-604-0033 (DSN 664)

     cheryl.stevens@navy.mil
Premium class request forms may be obtained from Navy Passenger Transportation Office (NAVPTO) Pearl Harbor, by calling the Traffic Division Officer at 473-2317.  The form will be emailed as an attachment.  The completed request form must be emailed to Ms. Stevens with the subject line reading “REQUEST FOR PREMIUM TRAVEL,” and a scanned copy of travel orders.  It is important that the request form appear in the electronic file so that the data can be exported.

Without prior approval, the Commercial Travel Office will not make premium class reservations.

THE FOREIGN CLEARANCE GUIDE

The Department of Defense Foreign Clearance Guide is a directive published to provide the necessary information regarding entry requirements for official international travel of all Department of Defense personnel.  It may be accessed on the web at www.fcg.pentagon.mil.

If a traveler lacks the appropriate documentation to enter a particular country, NAVPTO Pearl Harbor will not authorize issuance of airline tickets unless clearance from the Defense Attaché Officer assigned to the United States Embassy in the host country approves entry.  When granted, the command/activity must submit a memorandum along with a set of travel orders stating that entry approval was granted and by whom.

EXPEDITED PROCESSING OF PASSPORTS

The United States Army Service Center for the Armed Forces (USASCAF) has advised all Department of Defense passport acceptance facilities that the influx of expedite requests has created a severe backlog of passport applications.  Therefore, effective immediately, all requests for expedited processing of no-fee passports must include copies of travel orders or airline tickets and a memorandum justifying the request.

Cases requesting expedited service, but submitted without proper documentation will be processed within the normal time frame (8-10 weeks).  If the required documentation is provided at the time of application, the Department of Defense Passport Office will take every measure to coordinate with the Department of State to ensure that expedite requests for passports are processed and returned promptly to meet the applicant’s departure date.        
THE E-INVOICE

It is mandatory that the traveler or Travel Coordinator provides a copy of the printed E-Invoice (electronic invoice) before travel commences, ensuring the flight itinerary has been ticketed alleviating problems at check-in for the passenger.  The E-Invoice is an endorsement to the travel orders, which may be accessed on line at www.virtuallythere.com.  Also, as stated in the March issue of “NEWSPAYPERS,” paper tickets must still be picked up at NAVPTO Pearl Harbor even though an E-Invoice has been printed.   

UNITED AIRLINES’ SERVICE CHARGE FOR PAPER TICKETS

Effective 1 April 2004, United Airlines has discontinued its paper ticket waiver for government travelers.  United Airlines is now charging $20.00 for all issued paper tickets.  If a traveler requests a paper ticket on an E-ticketed itinerary, the traveler must deal directly with United Airlines by presenting the E-Invoice, and paying the carrier the $20.00 service charge.

	RECEIPTS

Receipts Division Officer
    Ext. 244




Military Pay Advisory (MPA) 33/04 repealed the grade limitation requirement for Basic Allowance Housing (BAH) entitlements while in a travel status for members who are E4 under four years of service or lower.  Travel status between permanent duty station includes travel under permissive orders, TDY en route, leave en route and proceed time.  Therefore, BAH accrues to all members, regardless of pay grade.  The effective date of this change is 1 January 2003.  DFAS Cleveland will be identifying members who fell into this category and make pay adjustment to their accounts.

	SEPARATIONS
Separations Division Officer  

Ext. 210




LAST MINUTE CUSTOMERS

All customers and Command PLRs are advised that the detachment needs to see the member no later than three months prior to their planned departure date (i. e. terminal leave/house hunting or job hunting leave).  Too many customers are showing up with a week or two before their planned departure date.  We need time to properly process all the paperwork in a timely manner.  Please help us out and get the word to your people.  

PLRS VS. WALK-INS

The Separations Section requires customers to have an appointment to see a clerk.  Call or email your clerk to schedule an appointment.  Walk-in customers will be asked if they have seen their PLR for any general questions.  PLRs are strongly encouraged to attend the Separations and Retirements briefings held at PSD Pearl Harbor so they can assist their personnel with easy questions.  

BRIEFINGS

The Separations Briefs are now held on the 1st and 3rd Thursday of each month in the PSD Pearl Harbor Classroom at 0830.  This change was distributed in January, but the customers are still not getting this information.  Please inform your people of this important change.

SUBMITTING SEPARATIONS DOCUMENTS

All customers are advised to turn in their paperwork to their Command PLRs.  We have received comments from customers who had waited for half an hour to an hour just to turn in documents not knowing that their Command PLR can help them in that area.  This is a waste of their time and effort and frustrates everyone.  Command PLRs should forward all required documents to the Separations Section Leading Petty Officer in a timely manner.

	REENLISTMENTS

Reenlistment Division Officer

Ext.  225


We are currently experiencing a large workload on short-fused reenlistments and extensions.  All enlisted personnel in receipt of PCS orders with obligated service requirements and the desired extension of enlistment must report to the Transfer Section within 30 days from the receipt of their orders to comply with the requirements.  Personnel who desire to reenlist must visit their command career counselor to discuss their options and benefits.  Reenlistment requests should be submitted within 30 days from date PCS orders were issued or received.  As stated on your orders, "Failure to comply within 30 days may result in cancellation or modification of these orders."

Your attention is also invited in the REMARKS section of your LES.  To avoid pay and allotment suspension, the following statement is printed at least three months prior to the member's EAOS: "All pay and allowances will be suspended upon your ETS date of xxxxxx."  Compliance with the requirements and attention to detail can prevent financial problems, confusion and late reenlistments and execution of extensions.

SRM

Service Record Maintenance Division Officer

Ext.  245

SERVICE RECORD MAINTENANCE

When a member plans to take leave in conjunction with the completion of Additional Temporary Duty, it is not required to put in a regular leave request as it may generate an error (overlapping entry).  The Travel Section will account the leave used when the member goes to liquidate their travel claim.  The Travel Section will then forward a copy of the claim and Service Record Maintenance will charge the leave used by the member(s).  

ESO

Educational Service Division Officer

Ext.  250

COURIER AUTHORIZATION LETTER

Per BUPERSINST 1430.16E and SECNAVINST 5510.36, effective immediately, all command Security Managers must submit a Courier Authorization Letter to Personnel Support Activity Detachment Pearl Harbor  Education Services Office division designating two names (primary and alternate).  This designation letter will allow personnel to pick-up or deliver classified Navy-wide exams within commands.

Command Security Managers must ensure that personnel designated as couriers are E7 and above and have secret security clearances.  Proper training in transporting classified materials, such as “materials must be properly stamped and double enveloped and must have a custody letter inside, should be given to the couriers prior to assuming duty.”

A sample letter of designation is attached to the newsletter.  Click here:  sample.doc
CHANGES IN THE LEADERSHIP TRAINING CONTINUUM REQUIREMENT

Effective August 2004 (Cycle 075) for Naval Reserve Personnel and September 2004 (Cycle 184) for active duty personnel, successful completion of the previous PO2 Leadership Training Continuum (or new First Line Leadership Development Program) will no longer be required to participate in the E6 advancement exam or advancement to PO1. 

Commencing with the FY06 E8 Active Duty, Naval Reserve and Full Time Support (FTS) Selection Boards, successful completion of the previous Chief Petty Officer Leadership Training Continuum (or new Advanced Leadership Development Program) will no longer be required to participate in the selection boards or advancement to Senior Chief Petty Officer. 

Advancement eligibility requirements remain in effect for taking part in the advancement exam for CPO. 

Commencing with the FY06 Active Duty, Reserve and Full Time Support E7 selection boards, waivers for attendance requirements will no longer be authorized for board participation or taking part in advancement exams for CPO.  Commanding officers will ensure compliance through local exam procedures. 

Grandfather clauses: 

- Previous completion of the PO2 Leadership Training Continuum satisfies leadership development - requirements for First Line Leadership Development Program position assignments and advancement. 

- Previous completion of the PO1 Leadership Training Continuum satisfies leadership development requirements for Primary Leadership Development Program position assignments and advancement. 

- Previous completion of the CPO Leadership Training Continuum satisfies leadership development requirements for Advance Leadership Development Program position assignments and advancement. 

Curricula execution: 

- Effective immediately, Leadership Development Program curricula will be provided by Center for Naval Leadership learning sites (formerly Navy Leadership training sites and naval leadership training units) and mobile training team visits.  Current class convenings and master schedules for FY04 remain in effect for all Center for Naval Leadership learning sites. 

Commanders/commanding officers shall ensure timely Leadership Development Program completion as appropriate, and that personnel attending Leadership Development Program courses are released from all duties and tasking at their command.  

CUSTOMER SERVICE

Customer Service LCPO

  Ext.  516 

TRIFT SAVINGS PLAN (TSP) OPEN SEASON ENROLLMENT

Shipmates, another open season for TSP has arrived.   Enrollment begins on 15 April 2004 to 30 June 2004.   All Navy members are eligible to start or increase their TSP base pay contribution up to a maximum of nine percent, incentive pay, special pay and bonus up to 100%.   Members can enroll to TSP either by completing TSP-U-1 or log in to MYPAY.   It is imperative that the TSP-U-1 form be handled properly.  Navy offices authorized to receive TSP forms from their members must complete Part V of the TSP-U-1 form acknowledging receipt of such form.  Provide a completed copy of the form back to the member for their records.  The original TSP-U-1 form should be forwarded to Navy Personnel Command, PERS 313C, 5720 Integrity Drive, Millington TN 38055-3130.  Those members who use MYPAY for their TSP enrollments, stops and changes should request a screen-print of their election within the MYPAY windows screen.  Members should maintain a copy of the screen print for use as documentation if there is a need to file a TSP claim.  There is no requirement to forward a copy of the TSP-U-1 form to PERS 313C when using MYPAY.
       

Members who have not previously enrolled in TSP are eligible to join TSP in this open season.  Members who currently have a base pay election, can start TSP for any special or incentive pays they are currently receiving or will be eligible to receive in the future.  Line 18 of form TSP-U-1 will contain the data that PSD will use when keying the start date.  Line 21 of form TSP-U-1 is used for the effective date.  If line 21 falls within April or May, the start date will be on 1 June 2004.  If the TSP-U-1 form is received by the PSD in June the start date will be 1 July 2004. The effective date must be within the open season.


It is the member's responsibility to know which of the pays received are designated as special, incentive or bonus pay for TSP purposes.  It must be recognized that a pay entitlement received in one lump sum does not mean that the entitlement is considered a bonus for TSP purposes.  Do not rely only on the naming conventions used for these pays.  For example, Aviator Continuation Pay (also known as Aviator Retention Bonus) is considered a bonus for TSP but Continuation Pay for nuclear qualified officers is a special pay for TSP. Members should contact PSD for any clarification if necessary. 

For more information, contact PSD Customer Service at 471-2405 Ext. 711 or log in to www.tsp.gov.

The June PLR meeting is scheduled for Wednesday,

 2 June 2004 at 1030 in the PSD Pearl Harbor Conference Room.
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DISBURSING


MILPAY LCPO       Ext.  239
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