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 WHIDBEY ISLAND’S PLR PROGRAM MISSION STATEMENT:

     Personnel Support Activity Detachment Whidbey Island provides pay and personnel support to over 8,000 customers throughout 82 tenant commands.  This is not an easy task to accomplish and requires cooperation from many external components.  This is why the Pass Liaison Representative program was created and is strongly supported, not only by PSD, but by all tenant commands.  The PLR representative is a vital link between their command and PSD and is a job not to be taken lightly.  Your responsibilities as a PLR representative most likely will not be related to your rating, which will make your job all that much more difficult to accomplish.   It can be a very rewarding duty for you and your command will benefit from your hard work and dedication.  Since most representatives are not from the administrative ratings, we have created this handbook to help you in becoming an outstanding PLR representative.  We have included a brief description of every service that PSD provides in this handbook; you may use it as a reference for many questions and concerns that you and your customers may have.  It is highly recommended that you read through this handbook and become familiar with it, because it was created exclusively for you and is an irreplaceable tool for the PLR representative.  Since PSD is divided into four teams (silver, gold, blue and red), some teams may have somewhat different processes from others, but the basics in the handbook are the same for all of the teams.  Once you get familiar with the team that services your command, you will feel very comfortable in doing business with them.  As mentioned before, PSD and you need to work closely with one another, so it is very important that you make yourself known and keep in contact with your team as much as possible. This will enhance your command’s customer service and keep everyone informed on new processes and changes.  

     Since there is a constant changing of procedures and instructions concerning pay and personnel in the Navy, PSD conducts monthly PLR  meetings on every third Thursday unless otherwise specified due to scheduling conflicts.  These meetings are not optional for you and it is highly recommended for your Command Master Chief’s and Career Counselors as well.  The meetings provide the most updated pay and personnel issues, and anything else that may help you accomplish your job as a PLR . The PLR Program at Whidbey Island is headed by a PLR Coordinator that is strongly supported by the PSD Chain of Command.  The PLR Coordinator is the point of contact for any and all issues that you may encounter during your tenure as a PLR representative.  The coordinator will always be available for any questions and concerns that you have, and also, always looking for ways to improve the program. Feel free to make suggestions; it is our goal to make the PLR Program at Whidbey Island one of the best in the Navy and a model for all to follow.

     PSD Whidbey Island is a unique organization, and is much different than most other PSD’s throughout the Navy.  As mentioned before, it is divided into four different teams, which have designated commands assigned to them.  This helps us accomplish our mission more efficiently and accurately.  That is not the only benefit though, it also creates a unique relationship between PSD and our tenant commands.  You may be asking yourself, how does that help?  Well, it helps in the fact that you and your customers always have the same people helping them every day, which not only creates a more comfortable atmosphere but a more personable service.  As, we all know, if a person is more comfortable and relaxed, then their experience will most likely be a rewarding one for them and us, and everyone benefits.

      I am DK2 Parsons, PSD Whidbey Island’s PLR Coordinator.  I would like to personally welcome you to our team of outstanding representatives.  I would like to take this opportunity to remind you that you are not alone in this endeavor, help is always just a phone call or an email away.  If I don’t have the answer or the information you are looking for, I will do my best to get it for you.   I know that this is a collateral duty for most of you, but I urge you to take this responsibility as serious as I do, because the importance of this program is vital to your command and mine.   I can be contacted by phone at 257-5150 or by email: dparsons@whidbey.psasd.navy.mil; I look forward to working with you and hope that you enjoy your experience as a PLR representative. Good luck!

                                                   PERSUPPDET WHIDBEY ISLAND

PHONE LISTING

17 FEBRUARY 2002

OFFICER IN CHARGE -        257-3200     LT. W. B. HINSON

ASST OFFICER IN CHARGE -   257-2353     PNC(AW) M. MINER

DET TEAM CHIEF -           257-2350     PNC(SW/AW)SABLAN

MILPAY DISBOFF -           257-2421     C. D. DAVIS

SILVER TEAM SUPV -         257-5150     PN1(AW) S. BIRD

BLUE TEAM SUPV -           257-2355     PN1 M. SIMPSON

GOLD TEAM SUPV -           257-6050     PN1 P. MOORE

TRAVEL SUPV -              257-1176     MRS. GREEN

TRANSPORTATION SUPV -      257-4500     MR. B. BROWN

ESO SUPV -                 257-1149     PN2 (SW/AW) SMITH

RECORD VAULT SUPV -        257-1173     PN2 T. THOMAS

ADMIN/ID CARD SUPV -       257-1140     MRS. J. MORTON

LIMDU COORDINATOR -        257-1161     MRS. K. MERRILL

PLR COORDINATOR -          257-5150     DK2 D. PARSONS

ASST PLR COORDINATOR-      257-1173     PN2(SW/AW) SMITH

PSD Duty Section can be reached during off duty hours by calling 257-1131 or the Duty Cell Phone at 202-2343

All email addresses are first initial, last name @ whidbey.psasd.navy.mil (example: dparsons@whidbey.psasd.navy.mil)

All forms and publications mentioned herein can be located at the following web sites:

www.dfas.mil  Contains DODFMR Volumes 7a and 5, MPA’S, EMSS 

www.bupers.navy.mil Contains all messages and publications (ie: Navadmins, Allnavs, Milpersman and Transman)   www.psasd.navy.mil Contains all PSA West forms used at PSD                                                                Whidbey Island (ie: TIS’s, Advance pay, Allotments, DDS etc.)
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NAVY PASSENGER TRANSPORTATION OFFICE (NAVPTO)

Definitions

1. Navy Passenger Transportation Office (NAVPTO)  – NAVPTO is the transportation office headed by a Transportation Officer (TO) appointed by the Commanding Officer, Personnel Support Activity West (PERSUPPACT).  The NAVPTO provides technical expertise, transportation advice, and assistance to all Navy Commands and activities in their area of responsibility.  The NAVPTO provides complete passenger travel services to all Navy-sponsored travelers (military, civilian and their dependents) in connection with official travel.  PSD Transportation is the NAVPTO’s assistant in the field, and provides assistance to customers at the local/PSD level.  A professional Commercial Travel Office (CTO) under contract complements the NAVPTO/PSD Transportation.  Other functions of the NAVPTO include: 

a. Issuance of Government Transportation Requests

b. Processing of No-Fee/Official Passport Applications

c. Recovery and processing of unused airline tickets

d. Processing of port calls for military, civilian and family members

e. Arrangement of group movement worldwide

f. Provide advice regarding travel entitlements and eligibility

2. Commercial Travel Office – PSD Transportation is complemented by a Commercial Travel Office,  (CTO).  A CTO is an agency that holds an exclusive contract with the Navy to provide all official travel services within a specific geographical area.  Services provided by CTO’s include: 

a. Commercial air, bus and rail reservations and ticketing

b. Boarding passes and seat assignments

c. Commercial and Government (BQ) reservations

d. Car rental vehicles

e. Flight Insurance

f. Airfare discounts for each ticket issued

g. 24-hour traveler assistance via a 1-800 number. 

Processes

1. Passenger Reservation Request (PRR) - A port call request is an official notification sent to the NAVPTO, via PSD Transportation, requesting flight arrangements for either shore commands or afloat units at overseas locations.  Port calls are submitted for unaccompanied military members or for members traveling with family members.  Upon receipt of the PRR, PSD Transportation will forward the PRR to the NAVPTO to book an Air Mobility Command (AMC) flight or to provide PSD Transportation with a control number to book commercial flights.  For personnel traveling with family members, PSD Transportation will also process no-fee passports (if required), and prepare a complete travel package for travel. 

PLR responsibilities are as follows:
a. Provide necessary documents to PSD Transfer Clerk to begin transfer process including a complete PCS transfer request accompanied by a port call request.

b. Ensure member completes a DD Form 884 (only for members traveling with family members)

c. Provide member/family member with passport application procedures if travel is to a destination that requires a passport.

d. Complete overseas screening for members/family members if required.

2. Passenger Reservation Confirmation (PRC):  A PRC is an official notification prepared by the NAVPTO of flight arrangements made to overseas locations for an unaccompanied member or member with family members, and is forwarded to PSD Transportation for appropriate action.  For the military member, a port call constitutes a valid modification of orders.  Failure to report as directed by the port call or arriving late will be considered the same as “missing movement”.   In addition to PSD Transportation making the flight arrangements, the NAVPTO will prepare a Travel Advice Message to the gaining command.  

PLR responsibilities are as follows:  

a. Ensure member is properly briefed on all flight arrangements.

b. Ensure member has airline itinerary, passports, and all necessary documents prior to boarding flights.

c. Advise Transfer Clerk of any changes in required travel dates or modification of travel orders.

3. Official/No-Fee Passports – PSD Transportation has one Passport Agent designated by the Department of State, Washington, D.C. to accept passport applications.  PSD Transportation  also assists applicants with the completion of various visa forms as required. The Department of Defense Foreign Clearance Guide contains passport/visa requirements for all countries of the world and may be accessed at www.fcg.pentagon.mil.  In order to apply for passports,  the following documents are required: 

a. DD Form 1056 – Authorization to Apply for No-Fee Passport
b. Previous U.S. Passport or Birth Certificate from the State or County of birth.  Birth certificates must have the seal of the State Registrar.  Hospital birth certificates are not acceptable.  People born in California must submit the long form birth certificate, not an abstract of birth.  Naturalized citizens must submit the original Naturalization Certificate. 
c. Passport Photographs – Normally, two identical photographs, 2x2 in size must be submitted.

d. Additional photographs may be needed if visas are required.
e. DSP 11 – Application for Passport.  This form can be obtained from PSD Transportation and must be completed by all applicants.

f. Visa Applications – Some countries require visas.  A visa is permission granted by the government of a foreign country to an alien to enter the country and remain for a specified period of time.  

PLR responsibilities are as follows:  
a. Prepare the Authorization to Apply for a No-Fee Passport Form DD 1056.   This form must be typed and signed by the member’s command.

b. Direct member to PSD Transportation to obtain complete passport/visa  information. 

4. Emergency Leave Travel – Funded emergency leave can be granted when the member’s Home of Record is in the Philippines.  Extreme care must be taken to ensure that an emergency exists within the member’s household or immediate family, which will be solved or alleviated by the member’s presence.  Funded Emergency Leave is normally authorized when one of the following circumstances exists:   

a. Member’s domicile is OUTCONUS. 

b. When the return of the service member will contribute to the welfare of a dying member of the service member’s or spouse’s immediate family (spouse, mother, father, person standing in loco parentis (grandparents, step-parents), children, brother, sister, or only living relative). 

c. Upon death of a service member’s or spouse’s immediate family. 

d. When an accident to or serious illness of a member or spouse’s immediate family results in a serious family problem and imposes important responsibilities on the member which must be met immediately and which cannot be accomplished from the member’s duty station or by any other individual means. 

e. or outside the U.S. or for members assigned to a ship or unit operating away from its designated home port. 

f. Emergency leave shall not be denied to a member solely because of the lack of TAD funds.  Per diem and other incidental expenses are not payable from appropriated funds and leave will be charged. Commanding Officers may also authorize funded emergency leave travel for members performing temporary duty away from the permanent duty station .  Members should be reminded of their responsibility to have enough money to reach the leave address and return to their duty station. 

PLR Responsibilities are as follows:

a. Issue appropriate emergency leave travel orders for the members or dependent’s travel, citing the complete appropriation data (chargeable to the appropriated funds which support the TDY/TAD travel of the unit to which the member is assigned), Tango or standard document number and total cost of travel. Orders must also include the member’s domicile.  
b. Submit Passenger Reservation Request (PRR) to PSD Transportation.

c. After normal working hours, contact the PSD Duty Section at 257-1131 or call the Duty Cell phone at 202-2343. 

5. TAD/TDY Travel Arrangements - It is Navy policy for all official travelers to utilize the servicing CTO when arranging all travel related services, i.e. bus, rail, vehicle, air and government/commercial lodging.  Reservations should be made when travel requirements are known.  Methods for making reservations are via telephone, fax, walk-in, E-mail or through your travel coordinator.  A copy of your reservation will be forwarded by fax; guard mail, or may be picked up by the command’s PLR.  

PLR Responsibilities are as follows: 
a. Call the Commercial Travel Office to make appropriate reservations.

b. Prepare TAD/TDY travel orders (include complete accounting data).

c. Advise traveler of travel arrangements. 

d. Obtain airline or E tickets from PSD Transportation.

e. Contact either PSD Transportation or CTO to cancel reservations when trip is cancelled.

f. Return all unused airline tickets to PSD Transportation as soon as trip is cancelled.

6. After Hours Assistance: PSD Transportation and CTO hours of operation are 0730 to 1600, Mon-Fri.   While en route and during non-work hours travelers may call the Customer Service Desk at 1-360-257-1131.  Appropriate Navy personnel at PSD Transportation will be contacted to authorize the CTO to assist the traveler.  Travelers may also call the PSD Duty Section at 202-2343.
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STAFF SERVICES (SILVER, BLUE, AND GOLD TEAMS)

Processes

1. ENLISTED AND OFFICER GAINS (RECEIPTS)
a. The receiving command must stamp or endorse the original orders indicating the time and date of arrival of the member to the command prior to the member’s check-in at PSD.

b. The member is required to check-in at PSD Whidbey Island within 24 hours after arriving.  The member’s presence is required in order to verify/update page two’s, complete travel claims and certify occupancy/non occupancy of govt. quarters for BAH entitlement.  Please do not hold a member at your command for command check-in.  Failure to check-in could stop a reporting member’s BAH and result in a loss of his/her pay.

c. Once a member has checked into PSD, allow PSD 3 to 5 working days before checking out service records.  This is necessary to complete processing of all reporting endorsements, updating page twos, making pay adjustments and the forwarding of travel claims for processing.  If it is an emergency, PSD can check out the service record to the PLR sooner.   Allow 2 weeks for travel claim processing to be posted to the member’s pay account. 

2. SERVICE RECORD CHECK-OUT POLICY

a. Only authorized personnel can checkout records for the command.  The service record vault hours of operation are 0730-1530 and 0900-1530 on Wed.  Service record checkout will secure at 1530 each day in order to allow the PSD staff time to download the system and perform service record filing.

b. Each command must provide PSD with a consolidated listing of authorized personnel.   Any changes or updates to the listing must be done in consolidated form.   A memorandum for an addition or deletion to the authorized personnel listing is not acceptable.

c. Personnel are restricted to 10 records at a time (e.g. 10 records must be returned before an additional 10 records can be checked out).  Exceptions can be made for larger commands.  Please work with the Record Vault Leading Petty Officer in order to accommodate special requests.

d. All records are due back to PSD 5 working days after the checkout date.    PLRs who are delinquent in returning records may be asked to return overdue records first before any additional records are checked out.

3. SERVICE RECORD ENTRIES

a. All service record entries must have a cover sheet (available from the service record vault) prepared by the command administration department, command PLR will bring the sheet to PSD.  Service record entry requests will be accepted only from the PLRs and it is recommended each command, and their PLRs review and control these entries to preclude duplication of submissions.  

b. Cover sheets will be returned to the command endorsed verifying completion of service record entries.

4. BASIC ALLOWANCE FOR HOUSING (BAH) – When a member checks into your command, it is necessary to verify and start/restart  BAH.

a. For a married member:

(1) Occupancy or non-occupancy of govt. quarters (GQ) determines an entitlement for BAH.  The member is responsible for updating his/her record of emergency data and must certify the page two attesting he/she does not live in GQ to be eligible for BAH.  It normally takes 10 working days for the BAH to post in the member’s pay account.

b. Single member:

(1) Newly reporting single enlisted personnel E5 and below requires a request chit approved by NAS before BAH can be started or restarted.  Newly reporting single personnel E6 to E9 who do not plan to live in the BEQ are required to present a memorandum from NAS BEQ stating that they never checked into the BEQ before BAH can be started or restarted.  

5. COMRATS ENTITLEMENTS - As per NAS WHIDBEY INSTRUCTION 7431.1G, the authority to set policy regarding who may mess separately resides with the CO, Naval Air Station Whidbey Island.  In support of this instruction, PSD Team Services section will impose the following guidelines:
a. Military personnel with dependents living in the area are authorized COMRATS.

b. E7 and above are authorized COMRATS.

c. Single E6 personnel and below, and geographical bachelors E6 and below whose dependents are not living in the area will only be authorized COMRATS upon receipt of an approved request chit from the command and bottom lined by NAS Supply Officer.  RIK card (meal pass) must be surrendered with the request chit and COMRATS commencement date is based on date of approval.  Members are encouraged to submit the request chit early due to the fact that COMRATS is not a retroactive entitlement.

6. FAMILY MEMBER DENTAL PLAN (FMDP) COVERAGE

a. PSD is able to verify if premiums are being paid for Dental coverage via allotment, however United Concordia is responsible for the start and stop of the premiums.  United Concordia can be reached by phone at 1-800-866-8499, or on the web at  www.ucci.com  

b. It is important to remember that if a member’s EAOS expires the premium will be stopped.    
7. DEFENSE ENROLLMENT ELIGIBILITY REPORTING SYSTEM (DEERS)

a. UPDATE DEERS AND ID CARD APPLICATION (DD FORM 1172)

(1) Member must bring copy of marriage certificate, divorce papers, birth certificates, death certificate to update their page two with the appropriate Team, before DEERS can be updated.  ID card applications can be processed after updating page two and DEERS.

(2) Members who lost their ID card can bring an approved chit signed by their respective command directly to the ID Lab facility for issuance of a new ID card.  Picture ID is required, if no such ID is available, than that member must be accompanied by an E6 or above from their command.

(3) Members needing new ID cards due to expiration of current one need only provide a copy of their extension or reenlistment paperwork

(4) Members reporting to the ID Lab for ID card issuance are reminded that they are to be in the proper uniform of the day, which does not include coveralls or flight suits.  For those family members who are receiving an initial or lost their ID card a second picture ID is required i. e. driver’s license or a state identification card.

8. STATEMENT OF SERVICE

a. Member must come into to PSD to have a statement of service prepared.

9. GOOD CONDUCT MEDAL AWARDS

a. Monthly listing of GCM eligibility will be forwarded to each command for GCM certificate preparation and awarding.

b. PSD will complete page 4 service record entries prior to forwarding of the listing to the command.

10. ENLISTED EVALUATIONS

a. Copies of enlisted evaluations are to be submitted to PSD Service Record Vault for service record filing and updating of mini master.  Normally evaluations will be filed in the service records within 5 working days.  If evaluations are not received within 15 days after due date, an overdue listing will be forwarded to the command.
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STAFF TRANSFERS (SILVER, BLUE, AND GOLD TEAMS) 

Definitions

1. Transfer Information Sheet (TIS) – sheet prepared by PSD and sent to the member via the command PLR.  The TIS informs the member about their transfer, telling the amount of leave, travel and proceed days authorized (if any) to carry out the transfer and comply items required to be completed prior to their transfer from their command.  The member fills out the TIS and routes it through their chain of command, which then approves the requested transfer date.

2. Obligated Service (OBLISERV) – amount of time a member needs to either reenlist or extend to as required in the orders.  If a member is eligible for a Selective Reenlistment Bonus (SRB) and the orders authorize it they may sign a standard Page 13, stating that they will OBLISERV for the orders at a later date. If they do not they will be separated from the Naval Service receiving a reenlistment code of RE-4.  If a member is transferring overseas (OUTCONUS) a Page 13 to meet the OBLISERV is not authorized.  If a member refuses to OBLISERV for their orders the command career counselor (CCC) needs to contact the detailer and ask for advice.

3. Minimum Activity Tour (MAT) – even when there is no required OBLISERV in their transfer orders members need to extend or reenlist for a minimum of 24 mos.  When a member transfers they need to be at the new command for a minimum of 24 mos, commonly known as MAT.  To ensure that members meet the MAT they are required to OBLISERV for the orders even if the orders do not give an exact required OBLISERV date.  One of the only times a member is not required to meet the MAT is when their Projected Rotation Date (PRD) is earlier then the MAT, in this case they will be required to extend out to the PRD.  Another time when MAT does not apply is for those members approaching high year tenure (HYT), if this occurs they are required to extend out their HYT.  The only other time MAT is waived when members’ detailers waive the OBLISERV requirement in the orders.  If the detailer does not waive the MAT then it must be met.  If members refuse, their CCCs need to contact the members’ detailer and request advice.

4. Navy Standard Integrated Personnel System (NSIPS) – is a Major Automated Information System under the combined functional sponsorship of the Deputy Chief of Naval Operations, Chief of Naval Personnel, Director Naval Reserve, Comptroller of the Navy, and the Defense Finance and Accounting Service.  NSIPS will deliver field-level pay and personnel data to update corporate databases in peacetime as well as during recalls, and during partial and full mobilization.  Most importantly, NSIPS will collect, pass, and report timely, accurate data on Active, Reserve, and retired Navy members in the Continental United states (CONUS), overseas, and aboard ships.  NSIPS has the capacity and flexibility to satisfy customer and user needs at all levels.  In addition, it will have the capability to support current and future business processes.

Processes

1. ENLISTED CONUS (WITHIN US CONTINENTAL BOUNDARIES)  TRANSFERS

a. PSD Team Transfers clerks receive transfer orders through the (NSIPS) in a text format.  The Team Transfer clerk will create PCS orders from there.  The orders will be sent to commands via E-mail or hardcopy (provided by the command) depending on the capability of their computer system. 

(1) Within five days from receipt of the transfer orders, Team Transfer clerks will prepare and submit a Transfer Information Sheet (TIS) to the command via E-mail or hardcopy (provided by the command) depending on the capability of their computer system.  To give to the member for routing through their chain of command.  Once the command receives the TIS, with the required forms that the TIS states are needed for the transfer.  The following are possible forms that would be attached to the TIS:

(a) Advance Travel Certificate  (if either the intermediate or ultimate command are outside the Whidbey Island area) 

(b) Advance Pay Form 

(c) Payment Method Election for Travel Claims Form

(d) Medical Screening Memorandum 

(e) Memorandum where member will elect their option for meeting the OBLISERV/MAT requirement contained in the transfer orders

(f) PCS Travel Sheet (NAVPERS 7041/1)

(g) Family Entry Approval Application

(h) No Fee Passport and/or request for visa application (DD Form 1056)

(2) Once the command receives the TIS and the transfer package, all items need to be completed and returned to the Team Transfers Clerk as requested on the TIS.  If, for whatever reason, the transfer package or screenings can not be completed, notify the Team Transfers clerk.

(3) On the TIS, the transfer clerk’s name and contact information will be included.  It is requested that all members make appropriate contact with the clerk for information.  Transfer clerks will be available to discuss in detail, member’s transfer orders, and all aspects related to transfer.  

(4) Once the Team Transfers clerk receives the transfer package and if the member requests advances, they will be processed 30 days prior to approved transfer date on the TIS.  This is as long as the TIS and advances paperwork is completely and properly filled out and approved by the command, and all comply items/screenings/OBLISERV/MAT required by the transfer orders are completed and turned into PSD.  If one of these requirements is not met the requested advances will not be processed.

(5) The following is the process used by Team Transfers sections to submit paperwork for advances:

(a) For advance travel-

1. Completed advance travel certificate that was completed by the member and turned in with the transfer package.

2. A completed payment election form, checks are no longer issued for advances, so they are paid through electronic funds transfer (EFT).  The money will be sent to the member’s DDS account or any other account they wish through EFT.

3. A copy of the orders along with a copy of the detaching endorsement prepared through the Defense Joint Military Pay System (DJMS).

4. Copy of the Page 2 for those members with family members, if requested.

(b) For advance Dislocation Allowance (DLA)-

1. The above documents are required as well as a  DD Form 2278 for do it yourself (dity) moves, which members will receive from household goods.

2. If members are single and requesting advance DLA, a memo from the gaining command stating that they will not occupy government quarters (GQ) for a period of more then 60 days afterwards, if so the advance will be recouped from their pay.

(c) For advance pay-

1. A completed and signed advance pay certificate, one month’s advance pay is automatic for those members who are E4 and above.  For two or three month’s advance pay or advance requests of those members E3 and below need to be approved by the commanding officer.

2. A copy of the orders and detaching endorsement.

3. All of the above documents will be submitted to Disbursing no later than 30 days prior to detachment.

(6) For those members who have not requested any advances their loss documents will be prepared no earlier than 10 days prior to their detachment date.

(7) Once all documents have been created and signed by the Team Supervisor the transfer clerk will prepare the Page 5 entries for the transfer dates as well as prepare any applicable Page 13 entries.  The transfer clerk will also make a retain for each transfer which will include:

(a) Copy of the orders and original detaching endorsement.

(b) Copy of portcall and/or flight itinerary.

(c) Copy of any screening paperwork, Page 13s, or messages, if applicable i.e. (pre-commissioning) PRECOM or Flag Duty screenings.

2. ENLISTED OUTCONUS (OUTSIDE US CONTINENTAL BOUNDARIES) TRANSFERS

a. The above procedures apply for members transferring overseas along with the following steps:

(1) Members (and if the tour will be accompanied), members’ family members need to be screened for overseas duty, which includes a medical screening and a command review.  Family members need to be screened even if they are not accompanying a member to an overseas duty station.  In cases where dependents refuse to be screened a Page 13 (Administrative Remarks) will be made and entered in the member’s service record.  All screenings, are required to be completed within fifteen days of receipt of orders.

(a) For unaccompanied (single members) overseas tours the steps are as follows:

1. As stated above, a medical and command screening is required.

2. Once the overseas screening is completed by the command a message and Page 13 is generated by command stating the screening is completed.

3. Members are required to attend an anti-terrorism brief, which needs to be documented on a Page 13; it can be on the same one as the overseas screening.

4. The original Page 13 and copy of the message need to be placed in the member’s service record while a copy of the Page 13 and message are given to the transfer clerk for the retain.

5. Nothing else for unaccompanied overseas tours needs to be done except for requesting a flight for the member.

(b) For accompanied (members have family members) overseas tours the steps are the same as those listed above for unaccompanied except for the following: 

1. No fee passports for each family member and (if required) members are required to apply through NAVPTO (if required by the country they are transferring to).  It normally takes 6 – 8 weeks to receive the passport(s), so timeliness is a key factor to ensure a member is able to travel with their family member(s).  This step can be done during or before the overseas screening process, the sooner the better.  All that is needed is PCS orders.  The PSD transfer clerk will prepare the necessary documents.

2. Once the overseas screening is completed a family entry approval request must be submitted.  The transfer clerk will prepare the message from the data obtained from data on the application form.  The family entry approval message cannot be sent until the complete overseas screening (which would include the screening, Page 13(s), and message) are completed.  Without the family entry approval a member will not be able to request household goods shipment, receive the passports once they arrive at NAVPTO, nor pickup the plane tickets for their family member(s), and cause a member to travel unaccompanied while the family members arrive at a later date.  Obviously, this is a critical step to the process and timeliness is the key due to the request has to be approved by commands overseas and at times located in remote areas.  Also, there is no set timeframe when the overseas command needs to send an approval/disapproval out.

3. The member now needs to arrange transportation for themselves and their family member(s) with the assistance of the transfer clerk.  Members need to fill out the PCS accompanied portcall request form as well as the DD Form 884, transportation request for family member(s).   These two forms along with a copy of the PCS orders, extension or enlistment/reenlistment contract to show that the OBLISERV requirement, if any, has been met, will all be turned into NAVPTO, family transportation desk.  The member aided by the transfer clerk will decide upon a departure date, the clerk ensuring that the members and their family member(s) arrive to the ultimate duty station before or on the report no later then date of the detaching endorsement.

3. OFFICER/ENLISTED CONUS/OUTCONUS TRANSFERS

a. Officer transfers are carried out the in the same manner as the enlisted are as stated above, however, there is no OBLISERV/MAT requirement, and no service record.

4. PROCEDURES FOR CHECKOUT ON THE TRANSFER DATE

a. Member reports to PSD, preferably no earlier than 0900 to pick up their transfer package.  

b. Transfer Clerk will verify all required documents were received (SRB, OBLISERVE, EVAL, ETC).  Request for advances will not be accepted at this time!

c. Review and pen and ink any needed changes on their Emergency Data Form.

d. The transfer package is then given to Team Transfers Supervisor where the record will be screened one last time to ensure all requirements have been met and that all required documentation is included in both the service record and retain.  They will sign the Page 5, loss entry and the Page 13 stating that DEERS is updated and that the OBLISERV requirement has been met.

e. The package will then be given to the member and they will sign the cover sheet attesting that they received their transfer package, which includes memebr’s service record and a copy of their last leave and earnings statement (LES).

5. MISCELLANEOUS INFORMATION

a. All screenings and comply items within the orders must be completed prior to transfer.

b. Enlisted personnel need to have met OBLISERV/MAT requirement as stated in the orders prior to transfer.

c. Enlisted personnel will not transfer until a transfer evaluation/letter of extension is received prior to the transfer.  Please ensure that the ending date of the evaluation matches the member’s transfer date.  If not, the member will be sent back to the command for a correction.

d. When requesting advances all required paperwork needs to be completely filled out and turned into Team Transfers no later then 14 days prior to the approved detachment date on the TIS.  This will help ensure that a member’s advance request will be processed and paid prior to their detachment.  

e. Approved transfer dates on TISs can not be changed after PSD receives the TIS unless a special request chit requesting a change in the date is routed through and approved by the Commanding Officer.  

f. If members reside in government quarters, proof of checkout has to be given to the Team Transfer clerk before a member can transfer.  If a member lives in housing and their move out date is after their transfer date they need to bring a statement from housing to attest to this.

g. Members must pick up their transfer package, which includes their service and pay records, original orders, and if applicable plane tickets on their transfer date.  It is against Navy regulations for a transferring member to have their transfer package on any date prior to their transfer date.  This policy is for both enlisted and officer personnel.  If the transfer date is on a holiday/weekend the command PLR needs to pickup and sign for the package on the workday prior to the holiday/weekend transfer date.  The member can then pickup their transfer packages from the command’s quarterdeck or admin office on the transfer date.  This practice is also applicable if the member wishes to pickup their package before the hour of 0730.

PASS LIAISON REPRESENTATIVE HANDBOOK

TRANSIENT SERVICES (GOLD TEAM)

Definitions
1. Transient – any member attached to a transient UIC for one of the following reasons:

a. awaiting transportation to a deployed unit (i.e. ship, squadron or EOD, etc.)   

b. awaiting the return of a deployed unit (i.e. ship, squadron or EOD, etc.)

c. awaiting completion of medical board

d. awaiting limited duty orders

e. awaiting pregnancy orders

f. went through a medical board, but was found fit for full duty and is now awaiting orders

g. Navy Veterans/Osvets awaiting orders

h. Humanitarian Requests/Assignments processing

i. Any special circumstance not covered by one of the above (i.e. members removed from a unit for just cause, and are awaiting new orders or when deemed necassary by both the Commanding Officer of NAS Whidbey Island and a unit)

j. Portcall – request for a flight or routing instruction initiated by PSD that is sent to NAVPTO.  A reply will either be in the form of a flight or authorization for the member to await the unit’s return.  

2. Routing Instruction – detailed instructions on how and where to route a member to return them to a deployed command.

3. NAVPTO (Navy Passenger Transportation Office) – where all travel arrangements for military members, their dependents, and Department of Defense personnel are made. 
4. Pass Liaison Representative (PLR) – a command representative who takes care of all matters regarding a member’s pay and personnel issues. 

5. Limited Duty (LIMDU) – the status declared by medical boards once they have approved a medical board package for a member.  A member’s limited duty is for at least 6 months due to some medical ailment or condition.  Most importantly,  a member is not able to transfer or report to a deployable unit.

6. Fit for full duty – a member is either returning off LIMDU or was pending a medical board, but has now been found fit for full duty.  A member no longer possesses any medical ailment or condition that will hinder them from not being able to transfer to a deployable unit.  

7. Transfer Information Sheet (TIS) – will list any required items to be completed by the member and the detaching command before the member can transfer.  For example, any special screenings or obligated service requirements that are required by the transfer orders.

8. Availability  (avail) – computer generated document created by PSD that is sent to BUPERS or EPMAC New Orleans depending on whether the member is rated or not.  This document is either created when a member has been declared LIMDU, found fit for full duty or just needs orders.  It is request sent to detailers advising them that a member needs orders.  

9. Sea duty screening – a medical screening that must be completed upon receipt of sea duty orders.  
10. Humanitarian Reassignment (HUMS) – duty where members encounter a family hardship that requires their presence.  To assist the member in resolving the situation they are transferred to the area where their presence is required.  For example, a member’s father is dying from heart disease and no other family members can assist; the member’s presence is needed to help the mother and/or younger sibling take care of the household.  A set of PCS orders is issued to the member authorizing transfer to where their family members are.  This transfer will be for a minimum of 6 months.  It all depends on what timeline BUPERS authorizes.

Processes

1. For NAS OTHERS transients who reported for further transfer to a command which is deployed.

a. Member reports to Gold Team at PSD.                                                         

b. Member turns in service record to the receipts clerk, if member does not have a service record then the TAD orders, or leave chit will be turned in.  For members to check into NAS OTHERS some form of supporting documentation is needed.

c. Gold Team collects all the transient service records and/or TAD orders or leave chits.  PSD gains and portcalls all members. 

d. Once PSD receives the plane tickets for those who are flying out to deployed units, the transfer is prepared for these members.  

e. Members will be notified via their command when portcall is complete, member’s are required to check out of NAS OTHERS on the day of travel. 

f. After a member checks out of NAS OTHERS they are to report to PSD with their completed check out sheet, to pick up their transfer packages.

g. Members who reported to NAS OTHERS because their unit was deployed are to check out of NAS OTHERS and PSD, and check into their unit when it returns.

h. If a member reports to NAS OTHERS with TAD orders with no accounting data or no TAD orders at all, PSD will send out a message, to the unit the member is reporting to, requesting accounting data and a routing instruction.               

2. Personnel attached to NAS OTHERS awaiting medical boards.

a. Member reports to NAS OTHERS, Mr. Madsen (NAS LIAISON COORDINATOR).

b. Member turns in service record to the Gold Team at PSD.  If a member does not have a service record then the TAD orders, or leave chit will be turned in.  For members to check into NAS OTHERS some form of supporting documentation is needed.

c. The Gold Team will then gain member to NAS OTHERS.

d. Once the member is either declared to be limited duty or fit for full duty upon receipt of medical board, PSD will make the member available for orders.  

e. Once the limited duty or full duty orders are received, members will be notified.

f. After a member checks out of NAS OTHERS they are to report to PSD with a completed check out sheet, to pick up transfer package.

g. If members are transferring to afloat units, they will be portcalled by PSD.  If the unit is out on                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      deployment and does  not wish for the  member to report to them, then the member will remain at NAS OTHERS and await the unit’s return. 

3. Members who are currently on LIMDU and have been found fit for full duty.

a. Member will be made available for orders.  It is strongly recommended that the member contact their detailer to negotiate for orders.  PSD will submit an availability for the member regardless if they contact their detailer or not. 

b. Once PSD receives the orders, a TIS will be prepared and sent to the member’s command. 

c. Once the TIS is completed and returned, the member will transfer on the dates indicated on the TIS.  Once a date has been set and approved it will not be changed unless a specific and foreseen situation occurs and the command’s Commanding Officer approves the new transfer date.

4. For members coming off Humanitarian Reassignment to return to full duty.

a. Availability is submitted 6 weeks prior to PRD unless problem is resolved sooner.  Then an avail will be submitted upon notification of members command.  Member must apply for an extension to HUMS at least 4 weeks prior to PRD.

b. Once PSD receives the orders a TIS will be prepared and sent to the member’s command.  

c. Once the TIS is completed and returned the member will transfer on the date indicated on the TIS. Once a date has been set and approved it will not be changed unless a specific and foreseen situation occurs and the command’s Commanding Officer approves the new transfer date.
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TRANSIENT SERVICES-STUDENT RECEIPTS 

(GOLD TEAM)

Definitions
1. Temporary Duty Under Instruction (TEMDUINS) – Temporary duty under instruction is an intermediate activity with follow on orders to an ultimate duty station, which is indicated on Permanent Change of Station (PCS) orders; courses are usually “C” schools.  A TEMDUINS course is shown on PCS orders as an intermediate activity, length of course is less than 20 weeks.                     

2. Duty under Instruction (DUINS) – Duty under Instruction/Permanent Change of Station students are permanently assigned to Fleet Training Center (FTC).   Students will be made available for orders by PSD Student’s section to their next duty station, with the course graduation date as the available date for students to be transferred.  These PCS orders to an ultimate duty station are usually received prior to students’ graduation dates.  A DUINS course is shown on PCS orders as an ultimate activity, length of school is 20 or more weeks.

3. Temporary Additional Duty (TAD) – Students are sent to a course on TAD orders and upon completion of a course will return to their command.
Processes

1. Student check in process.

a. Students report to school house, and have their PCS orders endorsed with their arrival date and time.
b.    The student control makes an appointment with Gold Team for check in.  The receipts clerk will 



accomplish the following

(a)   Verification of endorsements to orders.  

(b)   Record of emergency data verification and update, if necessary.

(c) If Basic Allowance for Housing (BAH) needs to be started, the clerk will do appropriate documents to start BAH.  Single members need to provide a check out receipt from the barracks along with a copy of their lease/mortgage.

(d) Clerk will screen the service record, if applicable, to ensure that all applicable screenings and obligated service (OBLISERV) requirements are met.  If the screenings are not completed, school house PLR will be notified; if OBLISERV has not been met an extension of enlistment will be prepared, signed by the student and Team supervisor and then released with a copy in the service record.

(e) The clerk will prepare a Passenger Reservation Request if required, as well as a portcall, for students going on to deployable units.

(f) After 31 days of reporting on board, if Family Separation Allowance (FSA) entitlement exists, the student will fill out and sign an FSA form.  The PSD clerk will then prepare the appropriate pay document to start the entitlement.

(g) If students are under DUINS orders, the clerk will provide assistance in filling out a travel claim, liquidating all travel made and accounting data on the PCS orders.  If reimbursements, are due students will receive them via electronic funds transfer (EFT) to either the students’ DDS account or any other account they elect.  Students who are under TEMUINS orders will have to fill out and file their travel claim once they report to their ultimate duty station.

(h) Once the above procedures have been completed students will be sent back to the school house, so they can begin their training.

(i) The clerk will then prepare the appropriate NSIPS and or Defense Joint Military Pay System (DJMS) events.

(j) After service records have been turned in to Gold Team, allow processing time of approximately 5 days, the service record will be maintained and stored in Gold Team’s vault where it will be filed in the student section.  It can then be checked out by the school house PLR if need be.

2. Student pay issues and documents.

a. Pay documents may be processed based on the length of the course.  The current policy is that pay documents will be drafted only for students whose courses are more than 30 days in length.  Students whose courses are less than 30 days will address their pay concerns at their ultimate duty station.

b. Some pay documents and updates that are handled by the student receipt section which if students are entitled to include:

(1) Starting of BAH entitlement

(2) Record of Emergency Data

(3) Stop government quarters when member and family move out in town.

(4) Special duty assignment pay (SDAP).

(5) Basic allowance for subsistence (BAS).

(6) Family separation allowance (FSA).

(7) Start, stop or change allotments.

(8) Cost of living allowance (COLA)

c.  
TEMDUINS students may be entitled to per diem and/or commuted rations (COMRATS) or a RIK (meal pass) depending on the accounting data of their PCS orders and the locations of the last command, ultimate duty station, dependents (if any) and household goods.

a. Under no circumstance are DUINS students authorized per diem.

b. DUINS students, who are living in the barracks, will be issued a meal pass, but those who are authorized to live off base will be entitled to COMRATS.

3. BAH/COMRATS Entitlement for DUINS and TEMDUINS students

a. Students reporting for DUINS and are entitled to BAH with dependents.  The BAH rate will be based upon last PDS unless their ultimate duty station is in the Whidbey Island area.

b. BAH will need to be restarted if either of the following applies:

(1) Previous duty station was not in Whidbey Island and ultimate duty station is in Whidbey Island.

(2) Member vacated government quarters, no matter where the last permanent duty station was located.

(3) COMRATS is automatically started for students who reside off base with their family members, no matter what their paygrade is. 

c. Single students who were receiving BAH at a previous duty station in Whidbey Island will still be entitled to their previous entitlement, as long as they are still residing off base, never resided in the bachelor enlisted quarters (BEQ), and re-certify their BAH with the student receipts section of PSD.

d. Single students, who were not receiving BAH at their previous duty station, will have to request the entitlements through their chain of command.

e. Single students requesting BAH must bring in the following the following documents to PSD:

(1) Special request chit that has been approved through a student’s chain of command.  The chit must be finally approved by the Naval Air Station bachelor quarters (BQ)/Supply Officer (refer to NAS Whidbey Instruction).  It is also requested that the student’s work center number is included on the chit.

(2) BEQ slip to show that the student never resided in the BEQ or when the student who had resided in the BEQ checked out.  The BAH entitlement will not be made effective until this completed and signed slip is brought to the student receipts section in PSD, nor will the entitlement be backdated to the date of the lease.

(3) Students who are E4 and below must be financially counseled, and have the counseling documented on a Page 13, from someone in their chain of command.

g.  
Please remember the students themselves need to come in to PSD to start their BAH entitlements.  Students  need to bring all of the documents listed above. Having one document missing or not completed could cause a student’s BAH entitlement to be delayed, costing them money.   
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TRANSIENT SERVICES-STUDENT TRANSFERS 

(GOLD TEAM)

Processes

1. Students transfer process for continental United States (CONUS). 
a. PLR submits a complete class roster along with any advance travel or pay paperwork to the transfer clerk which indicates the graduation date.  It is requested that this roster be submitted as soon as a class convenes or at least 3 weeks prior to the graduation date, this will give the transfer clerk plenty of time to prepare the transfers, service record, transportation, and any requested advances.  The key is to remember the earlier the class roster and advances paperwork are submitted the more time the clerk will have in getting the class ready to go, with minimal complications.
b. The DUINS classes will be made available for orders at least 6 weeks prior to the graduation date.

c. The transfer clerk will start pulling class service records at least 2 weeks prior to the graduation date and start preparing them for transfer.   

d. The transfer clerk will also start to work on the requested advances.  Normally the travel section in PSD requires 5-7 days to process advances.  The clerk will submit the following documents:

(1) For advance travel:

(a) A completed advance travel certificate that was completed by the student and turned in by the PLR when the class roster was submitted.

(b) A completed payment election form.  The money will be sent to the student’s DDS account or any other account they wish through electronic funds transfer (EFT).

(c) A copy of the orders along with a copy of the detaching endorsement.

(2) For advance dislocation allowance (DLA):

(a) The above documents are required as well as a  DD Form 2278 for do it yourself moves, which the student will receive from household goods office.

(b) Authorized for single E3 and above service members only if they request it, must have memo from gaining command stating that they will not occupy GQ for a period of more then 60 days afterwards, if GQ is occupied the advance will be recouped from their pay. 

(3) For advance pay:

(a) A completed and signed advance pay certificate, one month’s advance pay is automatic for those students who are E4 and above.  For two month’s advance pay or advance requests of those students E3 and below need to be approved by the commanding officer.

(b) A copy of the orders and detaching endorsement.

e. The transfer clerk will then prepare the appropriate defense joint military pay system (DJMS) events for the rest of the class who have not requested any advances. Paperwork for advances is taken care of first due to timeliness.

f. The transfer clerk will portcall all students going to afloat commands, whether they are driving or flying or the unit is homeported in Whidbey Island.  A copy of the orders will be submitted along with the portcall request no later than 3 days prior to graduation.

g. Once all documents have been created and signed by the Gold Team Supervisor, the transfer clerk will prepare Page 4 entries for the school and Page 5 entries for the transfer dates.  As well as make a retain for each transfer which includes:

(1) One copy of the orders and detaching endorsement for DUINS (342), but for TEMDUINS (341) a copy of the previous (if any) gains and losses are kept; the number depends on how many intermediate commands the student has gone through.

(2) Copy of portcall and/or flight itinerary.

(3) Copy of any screening paperwork, Page 13s, or messages, if applicable (i. e. overseas screening or PRECOM screenings).

h. Once the transfer clerk receives all the pay records and portcalls/flights the records will be prepared for pickup.  The clerk will ensure all service record entries are completed and signed and that the original orders with a signed detaching endorsement and portcall is placed in the students’ service records.   The transfer packages will then be set to the side awaiting the members pick up, usually the day of graduation.

2. Students transfer process for overseas.

a. The above procedures apply for students transferring overseas along with the following steps:

(1) Students and all applicable family members need to be screened for overseas duty, which includes a medical screening and a command review.  Family members need to be screened even if they are not accompanying a student to an overseas duty station.  In cases where dependents refuse to be screened an Administrative Remarks (Page 13) needs to be prepared in accordance with the Enlisted Transfer Manual chapter 4.

(2) For unaccompanied overseas tours the steps are as follows:

(a) As stated above a medical and command screening is needed.

(b) Once the overseas screening is completed by the school a message and Page 13 is generated by the school stating whether the member and family members are suitable for overseas duty.

(c) The original Page 13 and copy of the message need to be placed in the Student’s service record while a copy of the Page 13 and message are given to the transfer clerk for the retain.

(d) If required, ensure that the student has a No-Fee Passport.

(e) Transfer clerk will ensure that the OBLISERV requirement has been met.

(f) Nothing else for unaccompanied overseas tours needs to be done except request a flight for the student.

(3) For accompanied overseas tours the steps are the same as those listed above except:

(a) No fee passports for each family member need to be applied for through NAVPTO.  It normally takes 6 – 8 weeks to receive the passport(s), so timeliness is a key factor to ensure a student is able to travel with their family member(s).  This step can be done during or before the overseas screening process, the sooner the better.  The transfer clerk will prepare the necessary documents.

(b) Once the overseas screening is completed a family entry approval request must be submitted.  The transfer clerk will prepare the message from the data the student gave on the application form.  The family entry approval message cannot be sent until the overseas screening is completed, without the family entry approval a student will not be able to request household goods shipment, receive the passports once they arrive, nor pickup the plane tickets for their family member(s).  This is a critical step to the process and timeliness is the key due to request has to be approved by commands overseas.

(c) The student now needs to arrange transportation for themselves and their family member(s) with the assistance of the transfer clerk.  Students need to fill out the PCS accompanied portcall request form as well as the DD Form 884, transportation request for family member(s).  These two forms along with a copy of the PCS orders, extension or enlistment contract to show that the OBLISERV requirement, if any has to be met, will all be turned into NAVPTO.  The student aided by the transfer clerk will decide upon a departure date.  The clerk ensuring that the student and their family member(s) arrive to the ultimate duty station before or on the report no later than date of the detaching endorsement.

PASS LIAISON REPRESENTATIVE HANDBOOK

REENLISTMENTS/EXTENSIONS (SILVER, BLUE, AND GOLD TEAMS)

Definitions

1. Reenlistments – Personnel may reenlist in 2, 3, 4, 5 or 6-year increments.  If reenlisting for SRB, personnel must reenlist for at least 3 years. Personnel may normally reenlist within 1 year of EAOS (See MILPERSMAN 1160-030 for exceptions).  

2. Extensions of Enlistments – Personnel may extend their enlistments in monthly increments, up to a maximum of 48 months in each enlistment.  Extensions for less than 24 months are called Conditional Extensions and are authorized only per the provisions of MILPERSMAN 1160-040.  Unconditional extensions shall be for 24 months or more.  An extension is binding when the member signs the actual extension document (C02 or C05), and it becomes operative the day after the member's current enlistment expires.  

3. Leave Sell Back - Personnel may sell back any or all leave days they have on the books up to a maximum of 60 days in a career.  To qualify, members must reenlist within 1 year of their current EAOS.  Members may also sell leave when the first extension of their current enlistment becomes operative.
Processes

1. Required Timeline for Requests

a. Personnel desiring to reenlist should submit their approved request chit to their Team 60-90 days prior to desired reenlistment date. 

b. The 90-day lead-time is required for all SRB reenlistments to allow for proper processing.  SRB eligible members can still reenlist within three days of current EAOS, however, timely SRB payment cannot be guaranteed. 

c. Extensions of enlistments must be executed at least thirty (30) days prior to EAOS to avoid interruption of DDS and/or pay. Members should consult their Command Career Counselors (CCC) regarding reenlistment/ extension of enlistment benefits and regulations as soon as possible.

2. Physical Examinations  

a. Members desiring to reenlist or extend their enlistment are required to be cleared by Medical.  Commence reenlistment physicals or get a medical action slip 60 to 90 days prior to reenlistment or operative date of extension.  

b. This also applies to all extensions of 24 months or more or those totaling 24 months or more (e.g. you are already on a 13 month extension and you have another 11 months becoming operative).

3. Extensions of Enlistments  

a. Service members may request an extension of enlistment at any time while on active duty.  

b. Personnel may hand carry their command-approved request for extension of enlistment to PSD so extension documents can be prepared right there and can be signed by the member at that time.  

c. For requests that require BUPERS approval, PSD will submit the request and will notify the member upon receipt of extension authorization.

d. Personnel must have proof of medical clearance (if required).  Members will be asked to sign Page 13’s and other required documents and be sent to ID Cards for DEERS Verification.

4. Reenlistments

a. Command Career Counselor should submit the approved request chit, reenlistment interview sheet, SRB submission form (if applicable) (90 day lead time required), and medical form as soon as possible but no later than 30 days prior to desired reenlistment date.  The Navy pay system (DJMS) requires at least a 30-day notice to ensure uninterrupted Direct Deposit System (DDS) payments.  

b. PSD will then verify member's reenlistment eligibility and will prepare all required documents.  

c. Once the required documents are ready (i.e. Page 13's, Reenlistment Contract), they will then be ready for pick up by the Command Career Counselor.  

d. After the reenlistment ceremony, the member or Command Career Counselor should come to PSD with the original signed reenlistment contract and Page 13’s.  The member will need to update DEERS as soon as possible.

5. SRB and Leave-Sell-Back Payments
a. The SRB and Leave-Sell-Back documents are incorporated in the reenlisment contract itself.  

b. Upon receipt of the completed reenlistment contract from the Command Career Counselor after the ceremony, PSD will transmit the documents (electronically) to BUPERS for processing and forwarding to DFAS-CL Cleveland for payment of entitlements.  DFAS-CL will transfer the funds electronically to the member's DDS account.  Expect the payment within 5 working days.
.PASS LIAISON REPRESENTATIVE HANDBOOK
SEPARATIONS (SILVER, BLUE, AND GOLD TEAMS)

Processes

1. MONTHLY EAOS REPORT

a. PERSUPPDET verifies a monthly EAOS Report for every command serviced by the detachment. This report lists all staff personnel who are within 9 months of their EAOS.  

b. This report is used as a tool to verify personnel’s career intentions and identify those personnel who desire to separate at their EAOS.  Under DJMS, the separation process may be initiated and documents processed up to 120 days prior to EAOS, and to ensure the member’s final paycheck is processed in a timely manner, the member must see PSD no later than 30 days prior to EAOS.

2. SEPARATION GUIDELINES AND PROCEDURES

a. Timelines 

(1) Personnel who desire separation should report to the separations section no later than 30 days prior to their EAOS.  

(2) This will facilitate the separation process and avoid delays in processing their final paycheck.  

(3) Members must report to PSD for separation processing, verification/signing, of orders and Page 13’s.

(4) Separation physical examination and Transition Assistance Program (TAP) class are required within 6 months of EAOS (HIV tests are only valid for 90 days for enlisted, one year for officers).

b. Separation leave and/or Permissive Temporary Duty (PTDY)(NAVADMIN 078/95)

(1) Members are to report to separation section at least 30 days prior to desired departure date, with an approved separation leave request and/or no-cost PTDY orders.  

(2) Separation physical and TAP class must have been completed prior to departure.

c. Separation Pay

(1) In certain Involuntary Separation cases, members may be entitled to receive separation pay.  

(2) For details, see NAVADMIN 049/96.

d. Transient Personnel 

(1) Transient personnel need to be separated within 10 working days upon reporting to NAS OTHERS.  

(2) Members must have completed separation physical and TAP class prior to departing their last command.

        e.
Administrative Separations

(1) Administrative separations are processed within 10 working days upon reporting to PSD.  

(2) Members must have completed their separation physical and TAP class prior to checking into their Team separations section.

        f.
Final Check Out  

(1) On their separation date, personnel checking out are to report to PSD.  

(2) All separation documents will then be issued to the member and he/she can pick up his/her  DD-214.  

(3) Personnel departing on separation leave are to report to PSD to pick up leave paper.  

        g.    If you have any questions or concerns regarding separation procedures or separation entitlements,             

               please contact your Team’s separation clerk.
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FLEET RESERVE (SILVER, BLUE, AND GOLD TEAMS)

Processes

1. FLEET RESERVE/RETIREMENT APPLICATION SUBMISSION

a. Provided the service member has completed 20 years of creditable active service (active day-for-day service including constructive service credit earned through 31 December 1977) and meets all other applicable eligibility criteria outlined in MILPERSMAN 1830-040, transfers to the Fleet Reserve/Retirements may be approved by the Chief of Naval Personnel (CHNAVPERS) at members’ own request.

b. Application for Transfer to the Fleet Reserve/Retirement should be sent in time to reach CHNAVPERS (Per-82) between 6 and 18 months in advance of the requested transfer to Fleet Reserve/Retirement date.  The following are the procedures and timelines in processing the request:

(1) The member’s Command Career Counselors will screen the member’s service record for eligibility and will forward the approved request chit to PSD.  Upon receipt of the member’s request chit, PSD will transmit their Fleet Reserve/ Retirement application to CHNAVPERS (PERS-82).

(2) Approximately a week or two after submission of the request, BUPERS will send an “acknowledgement message” informing PSD that they have received and are processing the request.

(3) Three to four weeks later, BUPERS will send a “message of intent” giving the member authorization to move household goods to their home of selection, if they desire to do so.

(4) Within 30 to 60 days after that, BUPERS will send out a “final message authorization”, providing the member with the approved Fleet Reserve Date and statement of service.

2. LEAVE AND PTDY

a. Per existing instructions, members may request Permissive TDY (20 days) in conjunction with “Terminal Leave” (based on their earned leave), the total not to exceed 100 days prior to the effective date of their retirement.  

b. A leave request chit must be submitted and a no-cost PTDY order will be typed by the member’s command. (REF:  GENADMIN 072357Z APR 95).

3. INITIAL INTERVIEW AND PROCESSING.

a. Upon receipt of a member’s final message authorization or at least 60 days prior to the start of their leave and/or PTDY, the service member must visit PSD to initiate the necessary paperwork for their retirement or transfer to fleet reserves. 

b. During the member’s  visit they will fill out a questionnaire form, be interviewed and will sign their final paperwork.

c. A complete physical examination is required prior to a member’s retirement/ fleet reserve date and the member must be found fit for retirement.

d. It is also important that members attend the Retirement Transition Assistance Program (RETAP) to obtain more information regarding their retirement rights and benefits prior to date of departure.  The TAP Reservation Office can be reached at 257-6813.

4. FINAL PROCESSING

a. Member’s are to bring their medical and dental records, approved leave chit, PTDY orders, Transition Assistance Program completion letter and,  a checkout sheet.  

b. Members will be asked to verify and sign their completed DD Form 214.  

c. Before leaving, members will be instructed regarding their retirement pay, travel claims, Identification Cards, and other retirement issues.  

5. FOR MORE INFORMATION

a. To get more information on retired pay and benefits, members can obtain a copy of the Retired Military Almanac, available at the Navy Exchange and military bookstores, or you can go online to www.afpc.randolph.af.mil/retsep/eoretfrm.stm   

PASS LIAISON REPRESENTATIVE HANDBOOK

DISBURSING/FISCAL

Processes

1. MILPAY SECTION

a. Military Pay (MILPAY) Section for each Team provides pay services to those members who are permanently assigned (staff personnel) with customer commands serviced by PSD Whidbey Island.

(1) Pay accounts of newly reported personnel will be initially maintained by the rollkeeper at staff services section within the Team.

(2) The rollkeeper will screen the pay account (ensure that all pay entitlements are posted to the Master Military Pay Account).The MILPAY rollkeeper will process all pay requests.

(3) MILPAY Section’s processes are as follows:

(a) Allotment start/stop/change

(b) FITW or SITW changes

(c) Start/stop/change pay entitlements

(d) Direct Deposit Payment changes

(e) Advance pay requests for Permanent Change of Station or Housing Allowance.

(f) Process repayment schedule for overpayment.

(g) Verify LES and MMPA regularly 

(h) Compute separation and retirement pay

(i) Provide service to retired personnel

(4) Command Pass Liaison Representatives (PLRs) will serve as an intermediary for their command personnel and PSD.  The PLRs will turn in all pay requests to disbursing on a daily basis to ensure that immediate actions are taken to affect the pay changes.  For matters that cannot be dealt with by the PLR, the member has to be referred to PSD to consult with the MILPAY rollkeeper regarding the pay problem.

(5) Members can also turn in their pay changes personally to PSD.

(6) The day of payday is reserved for pay inquiries only.  Pay changes will not normally be accepted on payday.

(7) All pay requests forms are available at PSD, with the appropriate Team.

2. FISCAL SECTION

a. Fiscal Section prepares checks for payment, receives deposits from collection agents and pays dealers’ bills, vouchers (ie: galley, imprest fund, etc.).  Fiscal Section reports all financial transactions daily to Personnel Support Activity Disbursing Officer.

(1) All other payment requests goes through the MILPAY Section Supervisor before turned in to Fiscal Section for check/EFT processing.

(2) Check/EFT processing normally takes two working days after the receipt of payment authorization.  

Mandatory EFT is in effect. The waiver/relief is granted only if there is no available system or means to pay by EFT. The following categories/types of payments are:

a.  Foreign Military Students and /or associated foreign military projects

b.  Public Vouchers (STD form 1034)

c.  Disch/Seps/FLTRES without accounts

d.  Returned Deserters/AWOL whose accounts not yet established or are awaiting/pending    

     disciplinary actions.

e.  Members whose masters military pay account not fully established at DFAS.

3. TRAVEL SECTION

a. Travel Section consolidates all travel advance requests and travel claim settlements for processing within the PSD.  Processed claims are then distributed back to customer commands.

(1) All travel claim forms are available at PSD Whidbey Island Travel Section.

(2) Travel advance requests are processed within PSD with the payment deposited via EFT.  Last minute advance request will be considered for immediate payment.  It takes between two to three calendar days for an advance travel request to post on the members’ EFT account. Members who do not have an EFT account established with PSD must provide their bank information with their request.

(3) Travel settlements are liquidated within PSD.  Travel liquidation time is no more than 15 working days.

(4) Members who were overpaid on liquidation will receive a collection letter from PSD Whidbey Island Travel Section explaining the overpayment.  These members have 30 days to respond or appear to contest the overpayment before an immediate pay checkage will occur.  Travel overpayments will be settled at PSD Whidbey Island Travel Section.

(5) A travel claim package must be prepared as follows:

TAD SETTLEMENTS

                       Claims will be broken down in the following manner, from top to bottom:

a) DD1351-2 (travel claim) – ORIGINAL ONLY

b) DD1351-2C(travel claim continuation) – ORIGINAL ONLY

c) EFT info sheet-Required unless traveler is using the new PSASD travel voucher which already has this information on the claim.  If  traveler is not using the new PSASD travel voucher and EFT  information is on file make a note on the right hand corner of 1351-2 stating that EFT information is already on file.

d) Receipts – ORIGINAL ONLY,  Lodging, Rental Car, Registration Fee and Miscellaneous items for $75.00 and over.

e) SATO flight itinerary copy only.

f) One COPY of orders with a COPY of modifications if any.

PCS SETTLEMENTS
Claims will be broken down in the following manner, from top to bottom:

a) DD1351-2 (travel claim) – ORIGINAL ONLY

b) DD1351-2C (travel claim continuation) – ORIGINAL ONLY

c) EFT information sheet – Required unless traveler is using the new PSASD travel voucher already has the information on the claim.

d) Receipts – ORIGINAL ONLY, Lodging, Rental Car, Registration Fee and Miscellaneous items over $75.00 are required.

e) SATO flight itinerary copy only

f) DLA statement if not using the  new PSASD travel voucher

g) If member is claiming  TLE, original/signed TLE request form is required

h) One COPY of original orders with a COPY of modifications if any

                                        Ensure that both TAD and PCS settlement claims are filled out in ink, 

                                        Typewritten or computer and must be SIGNED by the traveler.

4. ADDITIONAL INFORMATION - ADVANCE PAYMENTS AUTHORIZED AND THE REASONS FOR THEIR AUTHORIZATION

a. Advance Pay

(1) Is paid to provide a member with funds to meet extraordinary expenses incident to a government-ordered relocation.  

(2) Advance pay up to three months is payable for those personnel transferring to another duty station outside the Whidbey Island area.   

(3) An advance pay certificate completed by the member and approved by the Commanding Officer is required prior to payment.   

(4) Members transferring within the same geographical area can be entitled to advance pay if household goods are moved at government expense.

b. Advance Basic Allowance Housing (BAH)

(1) A pay to defray the cost of moving into non-government housing. 

(2) The maximum amount is three months of BAH entitlement, or the actual anticipated cost of the move (i.e. first and last month’s rent and security deposit) whichever is less.

(3) There is no limit on the number of times you may receive this entitlement, but any prior advance must be first liquidated before another advance can be paid.

(4) A request chit must be submitted through your chain of command and attach a copy of the rental agreement and the utility bill.  This entitlement can be paid within three days of the move-in date or within 90 days of signing the lease or contract.

c. Advance Travel

(1) A pay that can be requested 10 days prior to transfer.  

(2) The Integrated Automated Travel System (IATS) is the travel computation system used at PSD Whidbey Island. 

(3) Through IATS payment for advance travel claim requests and travel settlements are deposited via Electronic Fund Transfer (EFT) to the financial institution designated by the member.   

(4) The following entitlements apply:

(a) Mileage in Lieu of Transportation (MALT) for one POV at  .15 cents a mile for member,  .02 cents per mile per dependent up to .05 cents for more than three dependents.  More than one POV: each driver will be entitled to .15 cents per mile.  

(b) Flat Per Diem (FPD) for one POV at $50.00 per day for the member,  $37.50 per day for dependent over 12 years old, and $25.00 per day for dependent under 12years old. More than one POV (Non-concurrent travel): the other driver will be entitled to $50.00 per day.

(c) Dislocation Allowance (DLA) - is payable in the amount of 2 1/2 x one month’s BAQ.  For members with dependents: requires a DD 1299 form from Household Effects (to verify movement of household goods).   For single members: must be at least E5 and above to be eligible and must have document to show movement of household goods.

(d) Temporary Lodging Expense (TLE) - for temporarily occupying quarters INCONUS during the transfer IS NOT PAYABLE IN ADVANCE. Members with dependents who occupy temporary quarters during the transfer are entitled to up to ten days of Temporary Lodging Expense of up to a maximum $110.00 per day.

(e) Temporary Lodging Allowance (TLA) - for temporarily occupying quarters OUTCONUS during the transfer.  Entitlement is limited up to 60 days of occupying temporary quarters.  Advance is payable 10 days at a time.  Payment will be made by the servicing Disbursing Activity of the overseas point.

(f) Use of Government Transportation Request (GTR), commercial transportation such as planes, buses, taxis and railway.  Ticket for the GTR or whatever mode of transportation requested will be issued by Navy Transportation Office.  If government transportation is not directed on the orders and the member is requesting advance travel payment in cash in lieu of a ticket, advance payment can be made but will not exceed the cost of government procured transportation.

(g) All other advances mentioned above are authorized except for the MALT and FPD if a government transportation request is issued.
(h) Advances for TAD can also be processed for Non-Credit Card holders with proper authority.
PASS LIAISON REPRESENTATIVE HANDBOOK

EDUCATIONAL SERVICES OFFICE (ESO)

Processes

1. E-2 & E-3 ADVANCEMENTS

a. A monthly Advancement Eligibility Report (AER) is provided to customer commands, which serves as the official customer command’s advancement recommendation when endorsed.

(1) E-1 candidates will be automatically advanced to E-2 on the 16th of the month indicated unless PSD and BUPERS is informed otherwise by the customer command no later than the day prior to the advancement date.  Member must have completed 9 months Time in Rate (TIR) as an E-1.

(2) E-3 advancements are effective on the 16th of the month indicated upon return of the AER from your command with CO’s recommendation.  Candidates must have completed  9 months TIR as an E-2.

(3) Personnel that were previously reduced in rate (e.g. E-2 to E-1) must have a new evaluation recommending advancement.

2. ACCELERATED ADVANCEMENTS: ( RECRUIT TRAINING AND CLASS “A” SCHOOL GRADUATES) ADVANCED ELECTRONICS FIELD, ADVANCED TECHNICAL FIELD, AND NUCLEAR FIELD PROGRAMS.

a. Members must complete/submit the following requirements before advancement can be effected (the TIR requirements are waived):

(3) Petty Officer Indoctrination

(4) Approved request chit

b. Members must obligate for the required additional active service prior to advancement.

3. SERVICE RECORD ENTRIES

a. All service record entries are now posted by ESO/Service Record Vault.  Submit service record entry request forms along with supporting documentation to the Education Services Office.

b. Requests to document college degree must be delivered to Navy College Office, NAS Whidbey Island who will issue an Accreditation Certificate prior to entry in the service record by PSD ESO.

4. CORRESPONDENCE COURSES:

a. PSD no longer maintains a complete stock of Non-resident Training Courses.  These courses can now be obtained at www.courses.cnet.navy.mil

b. Courses are graded online and the student is furnished a copy of course completion.

5. E-4 THROUGH E-9 ADVANCEMENTS:  

a.   PSD will issue a Notice announcing procedures for enlisted advancement examinations approximately three months prior to each enlisted advancement exam cycle.   Advancement Eligibility Reports (AERs) will be provided by PSD to each customer command prior to the start of the advancement cycle.  Customer commands will verify the AER deleting personnel who,  have/will transfer/separate prior to the exam and add all prospective gains and newly reported personnel who are not on the list and return to ESO.

b. Upon receipt of the AER, PSD ESO will order examinations for the personnel indicated.  Examination worksheets will be prepared and forwarded with a second AER for verification by candidates.  

c. SUBSTITUTE EXAMINATIONS may be administered to selected individuals who meet the criteria specified in BUPERSINST 1430.16E (Enlisted Advancement Manual).  Customer commands must submit request(s) for substitute examination(s) to ESO prior to cutoff date announced by NETPDTC Pensacola FL for ordering substitute examinations.  Guidance for submission of the request for substitute exams will be promulgated in the PSD notice.

6. DEFENSE LANGUAGE APTITUDE BATTERY (DLAB) AND DEFENSE LANGUAGE PROFICIENCY TEST (DLPT).

a. The DLAB is administered by the PSD for members of our customer commands that request one.  A request chit approved by the Command and stating the reason for the participation in the DLAB is required.  A retake of the DLAB may be taken a minimum of six months after the original DLAB.  

b. Commands with individuals who desire to take a DLPT must submit a letter to PSD identifying the individual (Name, Rate/Rank and SSN) and the language requested.  The letter should also state the reason for the test.  PSD will order the DLPT and notify the command when it arrives so that a mutually convenient date of administration can be agreed upon.  


7. ASVAB RETESTING

a. A member desiring to retake the ASVAB should forward an approved request chit to PSD ESO.  The command is responsible for ensuring the member meets the requirements of the MILPERSMAN.

8. REFERENCES

a.     Milpersman and Advancement Manual
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