FINANCIAL PREPARATIONS

FOR

RELOCATION
[image: image1.wmf]M

O

V

I

N

G

A

H

E

A

D


Compliments of the

Family Support Center

XXX MSS/DPF

XXX E. XXXXXXX Street (Bldg XXX)

Xxxxxxxxxx AFB, XX  29XXX-XXXX
(XXX) XXX-XXXX
FAX:  XXX-XXXX
E-mail:  john.doe@xxxxxxxxxxxx.af.mil
TABLE OF CONTENTS

TOPIC









        PAGE
Military Pay


Advance Military Pay  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  3


Payment Procedures  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  3


Leave & Earnings Statements (LES)/Net Pay Advices  . . . . . . . . . . . . . . . . 
  3


Payments During PCS   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  4


Flight & Demolition Pay  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  4


Separate Rations (BAS) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  4


Basic Allowance For Housing (BAH) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  4


Family Separation Allowance (FSA) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  5


Temporary Living Expense (TLE)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  5


Temporary Living Allowance (TLA)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  5

Travel Pay


Permissive Househunting   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  6


Travel Advances   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  6


TDY Enroute  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  6


Dislocation Allowance (DLA)    . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  6


PCS Travel Entitlements   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  7

Customer Service Final Outprocessing


Military Pay  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  9


Travel Pay . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  9

Other


Common Reimbursable Expenses Related To PCS  . . . . . . . . . . . . . . . . . . . 
  9


Documentation & Information Needed To File Your Travel Voucher  . . . . 
  10


Do It Yourself (DITY) Moves . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
  10

***Revision Date:  June 2004***

MILITARY/TRAVEL PAY

OUTPROCESSING INFORMATION

Location:  Bldg XXX
Hours of Operation:

Mon - Fri (0800 - 1600)

Customer Service:  XXX-XXXX/XXXX
Relocation Team:  XXX-XXXX/XXXX
Cashier:  XXX-XXXX
Four copies of orders are needed at the Finance Customer Service counter, no earlier than 30 days prior to your Military Personnel Fight out-processing date.

OUTPROCESSING INFORMATION
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______________________________________________________________________________

ADVANCE  MILITARY PAY

The purpose of advance military pay must be for PCS related expenses that exceed the Dislocation Allowance you will receive for your PCS move.  The maximum amount payable is three (3) months base pay less deductions.  The normal repayment schedule is 12 months.  In cases of financial hardship, the repayment can be extended to a maximum of 24 months with commander’s approval.

PAYMENT PROCEDURES

*  The member has 30 days prior to PCS, or 60 days (120 days in extreme cases) after arrival at new Permanent Duty Station (PDS) to apply for advance pay. 

*  E-3 (A1Cand below) must have their commander’s approval regardless of advance request.  Provide two (2) copies of PCS orders and the completed DD Form 2560, to include Part II (justification), signed by their commander.

*  E-4 (SrA and above) can receive 1 month with 12 months repayment without commander’s approval.  Provide two (2) copies of orders and the completed DD Form 2560.  NOTE:  Commander’s signature is required only if you are requesting more than one (1) month’s advance pay and/or if requesting more than the normal 12 month repayment schedule.  Repayment schedule cannot exceed length of tour.

LES STATEMENTS & NET PAY ADVICES

These will not be mailed after departure.  Denver will not generate these statements until you, the member, have inprocessed through Financial Services at your next PDS.  To inquire about your pay, call the computer automated military pay service at 1-800-755-7413.
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PAYMENTS DURING PCS

You can no longer stop your Direct Deposit.  If you are changing your Direct Deposit to a new financial institution, keep the old account open until your pay has been deposited into the new account.

FLIGHT AND DEMOLITION PAY

This pay will stop effective at 2400 on the day of departure for those members not permanently authorized to receive these entitlements.  Special pay authorized for your new duty position will begin upon arrival or qualification at your new PDS.

SEPARATE RATIONS (BAS)

BAS will continue through the period of your PCS for all members.  For enlisted members not normally on BAS, it will be started on the day of departure.  All E-4 and below who do not have dependents or whose dependents have not yet arrived must coordinate with their new unit commander for authorization.  If approved, your unit orderly room will forward an AF Form 220 to Finance Office.  BAS will start automatically for the following members:

*  E-5 and above regardless of marital status.

*  E-4 and below whose dependents traveled with them.

*  Military married to military couples who arrive together.  Those who arrive at different times must coordinate with their unit orderly rooms for authorization.

*  BAS Partial Rate will be started for members not entitled to separate rations.

BASIC ALLOWANCE FOR HOUSING (BAH)

1.  Without Dependent Rate BAH:

     a.  All E-4 and below who do not have dependents, but wish to live off base, must coordinate with your new squadron for single rate BAH.  The housing office will complete the AF Form 594 and bring it to Finance Office.

    b.  Single rate BAH will continue for E-5 and above regardless of marital status.

2.  With Dependent Rate BAH:

     a.  If you are currently receiving with dependent rate BAH, it will automatically continue.

     b.  If you get married enroute, bring marriage certificate to the Relocation Assistance Team and complete AF Form 594.

OUTPROCESSING INFORMATION
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3.  Military Married to Military Couples:

     a.  If one military member is receiving the "with dependent rate" BAH, it will continue.

     b.  Single rate BAH will continue if both members arrive together.  If you arrive separately, you must coordinate through the housing office for authorization of single rate BAH (for E-4 and below).

4.  BAH Difference:  If you are currently receiving the difference between with dependent and without dependent rate BAH to assist with child support, DFAS Denver will stop your entitlement upon arrival at new PDS.  You must bring the divorce decree or court order and proof of support to Finance Office to restart entitlement.

FAMILY SEPARATION ALLOWANCE (FSA)

*  If you’re TDY for 31 days or more during your PCS and will be separated from your dependents, file for FSA at your next PDS (prorated $3.33 a day).

*  If you have dependents and will be unaccompanied at your next duty station, you may apply for FSA after 31 days of separation.  Again, this entitlement is filed at your next PDS.

TEMPORARY LIVING EXPENSE (TLE)—AF FORM 60

*  TLE compensates you for temporary lodging incident to PCS.

*  CONUS moves qualify you for a maximum of ten (10) days ($180 day max payable).  Entitlement can be split between both locations.

*  Computation is based on rank, number of dependents, lodging amount, and whether you have cooking facilities or not.

*  OVERSEAS moves qualify you for only five (5) days TLE stateside; once overseas entitlement changes to TLA.

*  Entitlement is not authorized for separations, retirements, or when government housing is available.

*  To be reimbursed, you must provide military pay with lodging receipts, statement of non-availability (if applicable), 2 copies of orders, 1 copy of travel voucher, and AF Form 60.

TEMPORARY LIVING ALLOWANCE (TLA)

*  TLA compensates a member for temporary lodging expense at overseas locations.

*  TLA is payable for a maximum of 60 days upon arrival at the overseas location.  When departing an overseas location, TLA is paid for 10 days only.
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*  Check into availability prior to sending the whole family as it is sometimes cheaper to let the family remain in the United States until quarters are available.

PERMISSIVE HOUSEHUNTING

*  Eight days with no monetary entitlements (non-chargeable leave).

*  Purpose is to seek lodging at the new PDS w/o being charged leave.

*  House hunting cannot be done until after signing in at the new PDS, and only upon approval of gaining unit commander.

*  Entitlement is not authorized for separations/retirements.

*   Members sep/ret may be authorized up to 20 days w/CC approval.

TRAVEL ADVANCES (EFT ONLY)

*  Payable within ten (10) DUTY DAYS of your FINAL out-processing date.

*  Your Gov’t issued Credit Card will be used for all other PCS moving expenses, i.e., mixed modes of travel to port, lodging, etc.

*  DLA (all E-5’s & above and E-4’s & below with dependents)

*  Separation:  100% mileage payable.  For DITY Moves, 60% of estimated commercial cost.

*  Retirement:  100% mileage and per diem payable.  For DITY Moves, 60% of estimated commercial cost.

TDY ENROUTE

*  No advance is authorized for TDY’s; use your Gov’t issued Credit Card.  The TDY station will assist with 30-day increment payment requests if needed—gaining base disburses payment.  

*  Dependent/Spouse travel entitlements are not authorized to/at TDY location.  Their entitlement is from Xxxxxxxxxxx to the new PDS via the PORT, if applicable.

DISLOCATION ALLOWANCE (DLA)

*  It is a one time payment paid on PCS to assist in offsetting the costs of moving and setting up a new household.  Authorized members can elect to receive payment at new PDS.  (Calculated at 2.5 times BAH)

*  DLA is not authorized for separations, or retirements.

*  DLA is authorized for:

OUTPROCESSING INFORMATION
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    **  Members with dependents who will be making the move with the member or will be residing at a designated location.

    **  Single members making a PCS move not assigned PERMANENT government quarters at the new PDS.  SSgt’s and above are given the entitlement without having to obtain written authority from the Housing Office at the new PDS.  Self-certification is accepted.  SrA (E-4) and below need to obtain written authorization and attach it to the travel voucher.  Single E-4 and below have 60 days (120 days with commander’s approval) to move off base to receive single rate DLA.

*  Dislocation Allowance (DLA) Rates are as follows for 2004:

GRADE

    W/O DEPENDENTS
    WITH DEPENDENTS
     E1

692.28


1603.99
     E2

777.36


1603.99
     E3

955.83


1603.99
     E4

974.29


1603.99
     E5

1119.93


1603.99
     E6

1214.26


1783.48
     E7
          1341.45


1930.14
     E8

1750.15


2078.85
     E9

1710.68


2255.24
     01

1235.82


1676.82
     01E

1460.42


1968.07
     02

1467.59


1875.77
     02E

1698.36


2130.13
     03

1850.14


2196.76
     03E

1997.82


2360.87
     04

2308.57


2655.21
     05

2491.13


3012.12
     06

2856.50


3124.92
     07-010

2819.31


3470.55
PCS TRAVEL ENTITLEMENTS

CONUS:

1.  Driving POV:  The use of two POV’s is authorized for military personnel with family members old enough to drive.  The use of two cars must be annotated on the front of the travel voucher.

     a.  Mileage:

          (1)  One POV used:

                 (a)  Member




$.15

                 (b)  Each authorized dependent


  .02

                 (c)  Not to exceed max of


  .20

          (2)  Two POVs used:

                   (a)  Member (vehicle #1)


 .15

                   (b)  Dependent drive (vehicle #2)

 .15

                   (c)  Each authorized dependent

 .02

                   (d)  Not to exceed per vehicle


 .20
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b.  Per Diem (Meals & Lodging):

           (1)  Based on 350 miles per day for the official distance.  Additional travel time is allowed for distances of more than 401 miles.  Per diem is paid for each authorized travel day or less if the actual number of travel days is less than that authorized.

           (2)  Member




$85.00

           (3)  Spouse (concurrent travel)

  63.75

           (4)  Dependent(s) >12 yrs of age

  63.75
(5) Dependent(s) <12 yrs of age

  42.50
(6) Spouse (non-concurrent travel)

  85.00
      c.  Chart for determining # of authorized travel days:

                       MILES                   # OF DAYS
                    0001 - 0400                          1

                    0401 - 0750                          2

                    0751 - 1100                          3

                    1101 - 1450                          4

                    1451 - 1800                          5

                    1801 - 2150                          6

                    2151 - 2500                          7

                    2501 - 2850                          8

2.  Mixed Modes:

     a.  Defined as driving for one leg of the PCS and flying for another leg.

     b.  The payment will be your actual modes of travel not to exceed the lesser of what it would have cost the government had you driven or flown the entire distance.

3.  Flying:

     a.  If you fly straight from Charleston to your new PDS, you may bring your orders to ORTEGA Travel Services and obtain a TR.

     b.  If you are going on leave prior to going to your new PDS, and still desire to fly the entire distance, ORTEGA Travel Services will still issue a TR, if the entire cost, including travel to your leave point is the same cost or less than direct routing to your new PDS.

     c.  If the cost through your leave point exceeds the direct routing cost, you must purchase the ticket yourself.  You will be reimbursed for the direct routing only.

OVERSEAS:

1.  Mileage (same as for CONUS).

2.  Per Diem (same as for CONUS).

3.  Mixed Modes (same as for CONUS).
OUTPROCESSING INFORMATION
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4.  Flying (same rule applies except that the Transoceanic portion, unless specifically authorized in orders, must be traveled via MTA).

5.  Normally, you are only authorized travel from Xxxxxxxxxx to your port.  If your dependents are traveling to an authorized designated location, you are authorized travel from Xxxxxxxxxx AFB to the designated location and then to the port, but only after you have officially signed off the base in a PCS status.  If you move your dependents prior to your final out-processing, only your dependents are authorized travel entitlements.  YOU MUST BE IN POSSESSION OF OFFICIAL PCS ORDERS PRIOR TO ANY MOVEMENT!

6.  You are authorized one (1) overnight stay at the CONUS PORT and the OVERSEAS PORT if one or both are not considered within the local area of your OLD or NEW PDS.

7.  Proceed Time:  A period of 4 consecutive days absence (not chargeable as leave or travel time) authorized in conjunction with PCS to or from an unaccompanied overseas tour to individuals (regardless of marital status), who relocate dependents and/or household goods (including unaccompanied baggage).  Member is not 

entitled to per diem during this period.  Not authorized on first PCS or separation/retirement.

CUSTOMER SERVICE FINAL OUTPROCESSING

MILITARY/TRAVEL PAY

Upon Final Outprocessing, Report to the Customer Service Counter at Finance.  

At this time they will ask you for 4 copies of your orders.  

· The first two copies will be used to check for outstanding travel orders or travel debts, and to put you in a PCS travel status.

· The second and third copies will be used to notify DFAS-Denver not to print an LES because you are in a PCS status.

 If you wish to receive your Dislocation Allowance in advance, give 2 more copies of your orders to the Finance clerk.  They will verify the amount and day of departure.

NOTE:  Remember, advances can only be done by Electronic Fund Transfer (EFT).

If you have any questions or need assistance contact the Finance Relocation Assistance Team at XXX-XXXX/XXXX.

COMMON REIMBURSABLE ITEMS RELATED TO PCS
*  Airport baggage tips not to exceed $3 (need # of bags).

*  Cab fares (including tips of up to 15%) to and from airport.

*  Fees charged when purchasing travelers checks.

*  Fees charged for toll roads.

*  Government credit card interest fees (1.9%) and ATM fees.

NOTE:  Get receipts for expenses over $75.  A receipt must be filed with your travel voucher.
NOTES
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DOCUMENTATION & INFORMATION NEEDED TO FILE YOUR TRAVEL VOUCHER

*  Four copies of your PCS orders and any amendments.

*  Copy of any travel advance received.

*  Government Paid airline tickets, if used.

*  Commercial airline tickets, if used.

*  DD Form 730 from TMF (for any unused government tickets).

*  DD Form 788, POV shipping document.

*  Receipts for any expense over $75 (e.g. cab, bus, etc.).

*  All lodging receipts and non-availability slips.

*  Your departure and arrival times and dates.
DO IT YOURSELF (DITY) MOVES

*  The DITY Move Program is an option available within the CONUS and Alaska.  You MUST attend a TMF DITY briefing; there is a 45 day suspense for filing DITY Move documentation with Charleston.

*  Member must obtain approval from TMF prior to the movement of household goods.  If pre-approval is not obtained, reimbursement may not be granted.  In cases where pre-approval is not obtained, a letter of justification must be submitted for consideration under the “after the fact” DITY move guidelines.
*  The DITY incentive program will reimburse up to 95% of what a commercial shipment would have cost.  No advance pay authorized for PCSing personnel.  Personnel separating/retiring can have up to 60% of the amount advanced to cover DITY move expenses.

*  Reimbursement is based on actual weight of household goods.  You must obtain weight tickets (empty & full)  to validate weight.  Your maximum authorized weight allowance (IAW JFTR) cannot be exceeded for your total combined shipments.

*  All packing materials must be furnished/purchased by you.

*  Temporary storage is authorized; 15 days on vehicle or 90 days in a storage facility, but not both.  Contact rental agency and change to Local Rate at new location.  Contact TMF for additional details.

*  Rental vehicles such as trucks, vans, cargo trailers, and other POVs (station wagons, vans, pickup’s, jeep type vehicles, etc.) which can be configured for hauling cargo are authorized cargo carrying vehicles.

*  Consider added expenses if you have two cars and need a third driver, or need to rent an auto trailer.

*  You are responsible for any damage to your household goods.  The government will provide reimbursement for damages only under limited conditions, so check with the base legal office for detailed information before you move.  You may want to consider additional coverage from truck rental agency, etc.
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