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NEWS-PAYPERS

Personnel Support Activity Detachment, Pearl Harbor Newsletter



WWW.PSDPH.NAVY.MIL 
             September 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.

There will be a 1 day PLR training on Wednesday, 6 October 04 from 0730 - 1600 in the PSD Conference Room.  There are 50 available seats available.  Submit your request for a quota to DKC(SW) Abellada at 471-2405 ext 239 or E-mail at 

AbellaAM@psdph.navy.mil. Please limit quota request to one seat per command.
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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 

RESERVISTS PERFORMING ANNUAL TRAINING (AT)

Effective February 2004, mandatory participation in MYPAY is required for all Drilling and Active Duty Reservists.   Hard-Copy LES will no longer be issued at the AT/ADT pay processing site.  Personnel will be required to access MYPAY to obtain their LES. Supporting Navy Reserve Activities (NRAs) are expected to provide appropriate support especially to personnel without ready access to a computer.  For questions regarding the mail, fax process or the MYPAY website, contact the Customer Contact Center at 1-800-390-2348 from 0700 - 1930 eastern standard time, Monday through Friday. 


FINANCIAL MANAGEMENT 

EXPIRATION OF SPECIAL LEAVE ACCRUAL FOR FISCAL YEAR 04

Due to the emergency operational commitments resulting from the 11 September 2001 attacks on the United States, all active duty members of the United States Navy were authorized to carry over as many as 90 days of leave at the end of fiscal year 01.  The leave is considered to be Special Leave Accrual (SLA) and any amount in excess of 60 days must be used before the end of the third fiscal year after the year in which it is earned.

Effective 30 September 2004, the three fiscal years authorized to carry over leave in excess of 60 days under this special authorization will expire.  Members who did not have SLA qualifying duty since this special authorization will lose leave in excess of 60 days on 30 September 2004.

Members who have served on SLA qualifying duty in fiscal years 02, 03, and 04 will have their leave in excess of 60 days carried over for up to three fiscal years after the year in which the duty was served or until the leave in excess of 60 days is used.

START AND STOP DATES OF ENTITLEMENTS

ASSOCIATED WITH TAD ORDERS

In order to prevent overpayments, Customer Commands are required to monitor service members who are TAD or deployed and receiving allowances such as Family Separation Allowance (FSA), Career Sea Pay (CSP), Hardship Duty Pay (HDP), and/or Hostile Fire Pay/Combat Zone Tax Exclusion (HFP/CZTE) for the period of TAD or deployment.  Members are being overpaid when PSD receives a memorandum to start an entitlement for the TAD period or during deployment, but a follow up memorandum to stop the same entitlement is not submitted when the service member returns.  

Timeliness in submitting the memorandum authorizing such pay adjustments also precludes members from being under and/or overpaid.

TIMELINESS IN SUBMITTING

LEAVE DOCUMENTS

All PLRs are reminded to deliver all pay and personnel documents directly to the clerk assigned to their Unit Identification Code in order to process documents in a timely manner.  Leave papers should be processed within 10 days after termination of leave.  Recently, we have been receiving leave papers that are one to three months old.  If leave papers are not processed on time, it affects the member's pay and allowances especially those who are separating from the service or those who are authorized to carry over leave in excess of 60 days.  PLR Transmittal letters must be utilized in order to account for all pay and personnel documents delivered to Customer Service.

OVERPAYMENT LETTERS OF NOTIFICATION

Current policy is if no response is received from the service member within 30 days from the date of the letter, collection of the overpayment will commence.  Collections will be processed and scheduled at a reasonable monthly deduction rate, depending on member's End of Active Obligated Service (EAOS) and regulations governing disposable income.  Service members are encouraged to either come in or call 471-2405 ext. 408 to make arrangements on how overpayment/collection will be liquidated.  
ID CARD SECTION

ID Card Supervisor Ext. 421 

ID CARD SECTION FREQUENTLY ASKED QUESTIONS

Why does it take so long to get an ID card?

Recently, there have been many inquiries regarding the long wait for the issuance or renewal of military dependent and retired ID cards.  When PSD Pearl Harbor made the transition from Teslin to CAC, the process time for active duty military cards increased from 5 to 20 minutes each, thus increasing an overall waiting time for each type of card.  As mentioned above, the same machine produces both cards and only one card can be made at a time.  We strongly recommend that eligible personnel make an appointment for their next ID card.

How do I make an appointment to get an ID card?

There are three ways to make an appointment for an ID card.  Your first option is to make an appointment by accessing the PSD Pearl Harbor website at http://www.psdph.navy.mil  If you are in the Pearl Harbor area, you may use one of the two Kiosks to make appointments for various sections at PSD Pearl Harbor.  Other functions such as accessing Leave and Earnings Statements are also available on the Kiosk.  The Kiosks are located at PSD Pearl Harbor (Building 284) and the Navy Learning Center (Building 679).  We plan on installing a third Kiosk at the Navy Exchange.  Your third option is to simply call PSD Pearl Harbor at (808) 471-2405, and follow the automated response to set up an appointment.
TRAVEL SECTION

Travel Supervisor Ext 709

MANDATORY SPLIT DISBURSEMENT 

FOR CIVILIAN PERSONNEL

 
Effective 10 August 2004, all Department of the Navy (DON) civilian personnel using the government-sponsored, contractor-issued travel card are mandated to use split disbursement.

 
The split disbursement process allows travel cardholders to designate an amount to be sent directly to the travel card contractor when filing their travel vouchers with any balance being sent to the traveler.  This process benefits travelers, as there should be no need to make additional payments by check to clear any outstanding balance and also significantly reduces the likelihood of delinquent balances.

 
Mandatory split disbursement for civilians, as with the military personnel, shall be accomplished through the travel voucher process.  All DON travelers required to use the individually billed travel card are responsible for designating an amount equal to the charges on the travel card to be sent to the card issuing bank.  Regardless of the method of payment used by the traveler, Approving Officials (AO) must review, approve, sign, and date all travel vouchers prior to submission to the settlement office.  Approving Officials will return (for correction) all vouchers submitted by travel cardholders that do not, at a minimum, accurately reflect the reimbursable charges for which travel card use is mandatory.

 
TRANSPORTATION

NAVPTO Department Head

473-4484

VISA REQUIREMENT FOR DEPARTMENT OF THE DEFENSE (DOD) CIVILIANS TRAVELING TO KOREA
In addition to having a no-fee passport, the DOD Foreign Clearance Guide (FCG) now states that DOD civilians traveling on official business to the Republic of Korea require a visa regardless of their length of stay.

A visa application, color photo, and no-fee passport must be submitted to the visa section of the Consulate General of the Republic of Korea, located at 2756 Pali Highway; telephone number 595-6109 or 595-6274.

Military personnel may still enter the Republic of Korea using their official travel orders and valid military ID card.

FOREIGN CLEARANCE GUIDE 

The DOD FCG is directive in nature for all DOD travel abroad.  Customer commands/customers must ensure they comply with this guide and have all the necessary clearances, proper identification and entry credentials, i.e., passport and visa.  Transportation will not be provided unless travelers are in receipt of the appropriate passport and/or visa if applicable, or an exception is authorized by the Defense Attach Office (DAO), U.S. Embassy/Consulate at the country to be visited.  The FCG can be accessed at http://www.fcg.pentagon.mil/ 

Information on documents required when applying for No-Fee/Official Passports can be obtained on the NAVPTO Department of the PSD Pearl Harbor website at www.psdph.navy.mil.  

EMERGENCY LEAVE TRAVEL TO CONTINENTAL UNITED STATES (CONUS)

Customer commands are reminded that the provision contained in JFTR U7205 permits the cost of emergency leave transportation from Honolulu to the nearest CONUS international airport (San Francisco) to be used as a ceiling for transportation to any other airport that is closer to the traveler's destination.  The cost to the other airport cannot exceed this cost limit.

PASSENGER ASSISTANCE WHILE ENROUTE

Passengers in a travel status, who need to make changes (official only) to itineraries/tickets due to order modifications, should report to the PSD/NAVPTO servicing the traveler's location.  If a PSD/NAVPTO is not reasonably available, call the SatoTravel Navy Help Desk 1-800-359-9999.  Travelers may be instructed to use their government travel card on a reimbursable basis to pay for additional expenses for official changes.

Unofficial/personal changes are to be handled directly with the airlines and not through a PSD/NAVPTO or the SatoTravel Navy Help Desk.

	RECEIPTS

Receipts Division Officer

    Ext. 255




All command personnel and Personnel Liaison Representatives are reminded that customer service hours for the following processes are in place to avoid long lines at the counter and minimize the waiting time:

Receipts package (PLRs):

0800-1130

Temporary Lodging Allowance (TLA)(arrival) Claims (Customers): 1300-1500 

Receipts packages must be submitted within 72 hours after reporting.   Timely processing of a member’s gain will ensure proper establishment of pay and personnel entitlements.

	SEPARATIONS
Separations Division Officer  

Ext. 210




The following items are required to process a member’s separation from the U.S. Naval Service:

SEPARATION EVALUATION

All personnel must have a separation EVAL prior to departure.  This requirement is not waiverable.  Personnel are reminded to ensure that the EVAL ending date is the member's actual EAOS and not the member's departure date from their command.  

MEDICAL/DENTAL RECORDS

All personnel must turn in their full medical and dental record prior to departure.  Included in the medical/dental records should be the original separation physical and latest dental examination.  PSD does not require member to turn in family members’ records.  

CHECKOUT SHEET

All personnel must complete a command’s checkout sheet.  Without completing the checkout sheet, flight itinerary, orders, and DD 214 may be delayed.  

SECURITY TERMINATION

All personnel must obtain a Security Termination statement from their Command Security Manager/ Officer and turn it in to PSD.  Again, not fulfilling this requirement may delay their paperwork.  Having all these items and following the checklist given at the PSD Separations Brief will help in ensuring that all paperwork is in order.  

For any questions, contact Separation Section LPO at ext. 205 or 210.
LIMDU

LIMDU SUPERVISOR

473-0681

DEPARTMENTAL REVIEW PROCESS

The Departmental Review Process is an administrative examination of the recommended disposition of the medical board report conducted by PERS-821 for active duty Navy personnel.  This review is based on the clinical presentation with additional information submitted by the active duty member and other involved parties.  This review may approve the recommended disposition or forward the case to Physical Evaluation Board (PEB).  If the case is forwarded to PEB, a message of notification will be sent to all concerned by PERS-821.        

PROCEDURES FOR OPERATIONAL SCREENING

An operational Screening must be completed on all LIMDU personnel who have been found fit for duty prior to submission of the YJ availability.  Operational Screening determines suitability of the service member for worldwide operational duty and assists in maintaining force readiness at optimum manning levels by preventing gapped operational billets.  

For more information, please contact PSD LIMDU Section at 473-0681 or 473-0066.

	REENLISTMENTS

Reenlistment Division Officer

Ext.  225


We are still experiencing numerous short-fused reenlistment requests from personnel with PCS transfer orders.  As stated on PCS orders, member must meet the required obligated service within 30 days of receipt of orders.  For members extending for orders, it must be done immediately.  For members intending to reenlist, a Reenlistment Request Form must be completed immediately to meet the obligated service requirement.  Reenlistment can be dated as close as three workdays prior to detaching date; but the Reenlistment Request Form must be delivered to PSD Reenlistment Section at least 30 days prior.  Numerous complaints were received from customers about appointment requirement for ID card renewals.  Request that all retention team members consider including a reminder on the Reenlistment Request Fact Sheet, a note that states: “ I understand that I am required to make an ID card appointment for the day of reenlistment or later, whichever day is convenient for me and /or my family.”  Ensure that reenlistment package, which includes original reenlistment contract and page 13s, are returned to Reenlistment Section upon completion of reenlistment ceremony.  This may prevent suspension of member’s DDS payment and stoppage of all allotments.      

SRM

Service Record Maintenance Division Officer

Ext.  245

The list of commands or units qualified for the Global War on Terrorism Expeditionary Medal is out.  Commands must ensure personnel meet the location and time criteria per NAVADMIN 090/04.  Service Record Maintenance will only accept lists of personnel endorsed by the command who are eligible for the Global War on Terrorism Expeditionary Medal.  Memorandum must include Full name, SSN, Date and Area of Eligibility.  The list will be updated periodically with any additional units approved for inclusion and can be viewed at https://awards.navy.mil.  
If you have any questions, please contact Service Record Maintenance Division Officer at (808) 471-2405 ext 245.     
	TRANSFERS

Transfers Officer

Ext.  251


The PLR serves a vital role as the point of contact for customers and PSD Pearl Harbor staff personnel alike.  Upon receipt of PCS Orders, members can obtain a Transfer Package through their PLR or pull forms from our website, www.psdph.navy.mil.  Members will then complete and route the transfer packages back to the PLR via their chain of command.  After annotating appropriate command tickler files (end-of-tour awards, transfer FITREPs and EVALS, Screening, etc.), the PLR will then return the completed package to the Transfer Section for action.  Members attempting to deliver their packages personally to PSD Pearl Harbor will be referred back to their command PLR.  Members must understand the importance of the PLR’s role in the transfer process.  This will eliminate any communication “breakdowns”.  Additionally, the Transfer Clerk can process a transfer almost in its entirety with an accurately completed transfer package, thus ensuring rapid and smooth out-processing.

ESO

Educational Service Division Officer Ext. 250

CYCLE 184 SEPTEMBER 2004 NAVY-WIDE ADVANCEMENT EXAMINATION FOR E-4, E-5 AND E-6 CANDIDATES

E-6, E-5, and E-4 exams for regular active duty and reservist recalled to active duty personnel will be administered on the same date.  The exam sites are Club Pearl and Silver Dolphin Bistro Galley. 

E-6 Exam
0630

Thursday, 2 September 2004

Club Pearl and SDB Galley

E-5 Exam
0630

Thursday, 9 September 2004

Club Pearl and SDB Galley

E-4 Exam
0630

Tuesday, 14 September 2004

Silver Dolphin Galley

Candidates muster at 0630 at the designated exam site and date in the proper uniform of the day. A valid military identification card is required for all candidates.

SPECIAL EVALUATION
Due to the six-month TIR requirement from E-3 to E-4, E-3 candidates with advancement date as late as 16 July 2004 are TIR eligible to participate in the E-4 Navy-wide exam.  E-3 personnel advanced on 16 July 2004, and personnel who have a "progressing/ significant problem" mark in the most recent evaluation will require a special evaluation in order to participate in the advancement examination.  The ending date for all special evaluations for this purpose is 31 August 2004.

CYCLE 184 SEP 2004 NAVY-WIDE SUBSTITUTE ADVANCEMENT EXAMINATIONS FOR PETTY OFFICER THIRD CLASS THROUGH FIRST CLASS

All requests for Active Duty and Recalled Reservists substitute E4 through E6 examinations must be submitted within five working days after the administration of the regular examination but no later than 30 September 2004 to NETPDTC Pensacola, Florida.  Emergency leave, operational commitments, illness or hospitalization are generally the only reasons for requesting substitute examinations.  “ADMIN ERROR” and “OPERATIONAL COMMITMENT” need clarification when used as justification.  No action will be taken on requests received without the required information or justification.

FROCKING PROCEDURES

Frocking is an administrative authorization to assume the title and wear the uniform of a higher pay grade without entitlement to the pay and allowances of that grade.  After verifying individual eligibility data, members may be frocked as follows:

    a.  Qualified E-8/9 selectees may be frocked upon receipt of selection board results.

    b.  Qualified E-7 selectees may be frocked no earlier than the first advancement increment and after completing the Chief Petty Officer Indoctrination Course.

    c.  Qualified E-5/6 selectees may be frocked upon notification of selection from NETPDTC or COMNAVPERSCOM.

    d.  Qualified E-4 selectees may be frocked upon receipt of the Enlisted Status Verification Report (ESVR)/Rating Change Authorization (RCA) and after completing the Petty Officer Indoctrination Course.
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ACDUTRA 


ACDUTRA LPO 


Ext. 316











CUSTOMER SERVICE 


Customer Service LCPO 


Ext. 239
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