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The Defense Military Pay Office is proud of the efficiency, courtesy and
speed in which we out-process soldiers from Fort Monroe. The finance liaison
office, located at Bldg 82 room 256, will process all PCS travel
entitlements, Dislocation Allowance, Per Diem entitlements and Advance
payments via Electronic Fund Transfer (EFT). The better prepared you are,
the better we can service you.

All soldiers:

® 4 copies of your PCS orders ~ (to include all amendment orders, changes
and endorsements).

® 1 copy of your DA 31 - (leave form)

* Request for PCS Advance - (must be turned in to PAC 10 days prior to

departure date)
® Bank routing number and bank account number and information

TEMPORARY LODGING EXPENSE (TLE) ALLOWANCE

If it’s necessary for you or your dependents to occupy temporary lodging
{government or commercial) prior to leaving Fort Monroe or before reporting
to your new permanent duty station you are entitled to TLE. The following
documents are normally required to support payment of TLE, however, local
policy may differ slightly:

e Original paid lodging receipts plus 4 copies.

® 5 copies of your statement of non-availability of government quarters
issued by the billeting office at the old or new station, as
applicable.

* If government operated temporary lodging is used, a statement issued by
the billeting office the availability of kitchen facilities.

e 5 copies of all PCS orders and amendments.

NOTE: You can not be paid TLE for any pericd you receive Travel Per Diem.
You are limited to a total of 10 days for a CONUS PCS move, and 5 days for an
OCONUS PCS move. Temporary Lodging Allowance (TLA) is applicable once you
reach your OCONUS duty station. Remember, the daily rate varies depending on
the cost of lodging and the number of authorized persons. All TLE claims
must be submitted to your servicing Military Pay Office or Finance Battalion
upon arrival at your new duty station. NO TLE PAYMENTS WILL BE MADE BY THE
FORT MONROE FINANCE LIAISON OFFICE.

DO-IT-YOURSELF (DITY) SETTLEMENTS

The following documents are needed to process a DITY payment:

¢ 3 coples of your PCS travel orders and any amendments.

s Two coples one-way certified weight tickets for each truck or trailer
One when empty and one when full {or one ticket showing empty and full
weight) (Tare/Gross weight). The seals must be certified.

* Documented operating costs.

s 2 copies of your DD 1351-2 (with the itinerary from point of departure
to peint of arrival). Alsc include your current address and phone
number.

e Original and 1 copy of the DD Form 2278, signed by counselor and
gservice member (3SM).

® One copy of all Advance DITY travel payments (if advance was received)
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PRIMARY DLA RATES EFFECTIVE 1 JANUARY 2003

Grade Without Depenvdent Rate With Dependent Rate
O-14 $2,708.27 5 )
-0 $2,708.27
(3-8 $2,708.27 3.86
-7 $2,708.27 $3,333.86
(3-6 $2.484.63 £3,001.84
(-3 §2,393.012 $2.8493 44
-4 52.217.65 52,5501.63
(3-3 $1.777.27 §2.110.24
(-2 $1.409.79 $1.801.89
-1 51,187.15 $1,616178
(3-3E $1.919.14 §2,267 .89
0-2F §1,631.47 8204623
O-1E $1,402.90 $1.900.56
W3 52,253.11 5246197
W-4 52,0090 $2.257.08
W -3 $1.681.72 $2.067.90
W -2 81.403.54 51,002 .40
-1 $1,250.18 §1,645.20
E-9 $1.643.30 $2. 160,42
E-8 §1.508.31 $1,096.97
B-7 $1.288.02 $1.854.12
E-6 $1,166.44 $1.713.24
B-5 §1.075.82 $1,540.82
E-4 2 §1.540.82
E-3 SOIR T8 $1,540.82
E-2 §745.78 $1,540.82
E-1 566354 $1,540.82




[image: image4.jpg]Table U5G-2

Nopte: These rates are omly pavable when a secomd DA Is patd 1AW par. US630-56.

SECONDARY DLA RATES EFFECTIVE 1 JANUARY 2003
Grade Without Dependent Rate With Dependent Rate
(3-10 $2.160.61 8266708
-4 $2,1606.61 52,667.08
(-8 52.166.601 $2,6067.0¥%
-7 52,166.61 $2,667.08
-6 $1.087.72 $2,401.49
-3 $1,914.41 S $2.3147%
-4 $1,774.11 £2,040.52
0-3 142182 %1,088.21
0-2 $1,127.584 $1.441.52
0-1 $045.72 $1,288.62
O-3E §1,535.31 81,814.3]
O-2F §1,305.17 51,636,097
O-1E $1,122.32 $1.512.44
W-3 51.,802.48 FLOGGST
W-4 31,600.73 $1,805.65
W-3 $1.345.36 $1,654.32
W-2 $1.194.83 $1,521 .91
W- 1 $1.000.16 5131620
£-9 $1.314.63 $1,733.14
E-8 $1.2006.66 $1,597.56
£-7 $1,030.88 $1,483.20
E-6 $833.17 $1,370.58
E-5 $860.07 $1,232.68
F-4 $748.74 $1,232.06
-3 $734.55 $1,232.66
E-Z $596.63 $1,232.60
E-1 $532.00 $1.232.60

U5630-B6: Orders Amended, Modified, Canceled, or Revoked.

“When a PCS order is amended, modified, canceled, or revoked to direct the member to return to
the station from which transferred, a DLA is payable if the member and/or dependents actually
move from the place of residence before the date the order is amended, modified, canceled, or
revoked. If a member and/or dependents actually move from the place of residence in
connection with a PCS order and complete a move to a new location and then that PCS order is
amended, modified, canceled, or revoked to either direct the member to return to the old station
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or to direct the member to a different new PDS, then a DLA is payable in connection with each
move. No more than two DLAs are authorized by this paragraph.”

NOTE: In this situation only, the amount of the second DLA paid is taken from Table U5G-2.
This paragraph does not authorize more than one DLA for dependents who move twice under the

authority in par. U5222-C3a.
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TRAVEL ALLOWANCES/ENTITLEMENTS:

Claims for travel allowances, dependent travel, and dislocation allowances
will be prepared during in-processing VIA EFT to your personal
checking/savings account. You must have copies of all advance payments for
soldier’s travel, dependent travel, dislocation, and any temporary duty per
diem advances. Failure to provide copies of advance payments will delay the
payment of your claim.

POV MILEAGE:

A member entitled to transportation of family members is authorized mileage
rates for travel performed by POV, exclusive of transoceanic travel, at the
mileage rates listed below for family members for the use of one or two POVs
for each household, provided the member and/or family member (s) own or have a
long term lease for the POVs.

1 POV (all traveling in one vehicle)

Soldier = .15
+ lst authorized family member = .02
+ 2% authorized family member = .02
+ additional family member = .01

.20 TOTAL MAX allowance for 1 POV

2 POVs (family members in 2™ POV)
Soldier = .15

Spouse or authorized family member driver = .15

+ 1 additional family member = .02

+ 1 more authorized family member = .02

+ 3 or more authorized family members = .01

TOTAL MAX allowance for = .35

PER DIEM

(1) In most cases, per diem rates are as follows:
SOLDIER = 585.00/day
SPOUSE/FM 12 & OVER = $37.50/day
FAMILY MEMBER 11 & UNDER = $25.00/day

(Other rates are applicable when commercial or government transportation
modes are utilized)

DAYS OF PER DIEM are computed by dividing the official distance by 350 miles
per day. Mileage used in this is from the OFFICIAL TABLE OF DISTANCES (OTID)
and not from the cdometer reading.

COMMERCTAL/GOVERNMENT TRANSPORTATION:

Service members and authorized family member travelers are authorized
commercial airfare (limited to government costs) or a government issued
airline ticket.

TDY ENROUTE:

(1) SERVICE MEMBERS are authorized transportation from old PDS (permanent
duty station) to TDY site; per diem for the TDY performed; and transportation
from the TDY site to the new EDS.

(2) FAMILY MEMBERS are entitled to transpertation from the old PDS to the new
PDS.

OCONUS TRAVEL:



[image: image7.jpg](1) AUTHORIZED PORT OF EMBARKATION/DEBARKATION. The authorized port of
embarkation/debarkation for the Fort Monrce area is Norfolk International
Airport. The authorized port to ship your POV stateside from Fort Monroe is
at VPC Portsmouth, Virginia. As long as you are shipping your POV AT
GOVERNMENT EXPENSE, you may ship it to any other authorized port in the
DIRECTION OF YOUR OFFICIAL ORDERED TRAVEL.

POC:

Chief, Finance Liaison Office, SFC Reyes at 788-2731
Travel Examiner, Ms. Corbett at 788-2670

MILPAY Technician, SPC Cropper at 788-4281
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(Privacy Act: Authority: AR 37-106, chapter 5 Purpose: To obtain information about individual's travel. Uses: Posting information to IATS/ DD i588/Computation of
advance travel, Disclosure: Mandatory. Will be denied payment if failure to provide information requested.

For prompt payment of your advance please complete this form at least ten working days prior to sign out date. All travel advances

are paid @ 80% with the money being direct deposited into your current military pay account approximately five days prior to your
sign out date. There are NO cash or check payments.

Name: SSN: Sign Out Date:
Rank: Present Unit: Daytime Phone #:
Leave or home of record address: Street
(No local or unit addresses, please) City, ST, Zip
(NOTE: Please, no foreign address)

Spouse’s name Date of Marriage Is Spouse Military

Please list NAME and Date of Birth (day, month, year) of children:
NAME DOB NAME DOB
NAME DOB NAME DOB
NAME___________________DOB______NAME______________ DOB

PLEASE READ AND COMPLETE ALL SPACES, ENTER YES, NO or N/A (noty or n) IN
THE SPACES PROVIDED BELOW AS APPLICABLE TO YOUR PCS

1.) Are you requesting an advance for your travel
Is any of your travel going to be by POV?

If yes, then POV travel is from (City,ST) To(City, ST)

If traveling to overseas or traveling by other than POV travel:
Are you buying your own ticket Cost § or are your tickets being issued to you
Ticket you purchased is from(City, ST) To(City, ST, Country)
Issued tickets are from (City, ST) To (City, St or Country

2) Are your dependents relocating? What date?

Are you requesting an advance for your dependent travel

Is any of their travel by POV If yes, number of POVs used for this PCS move____
Their POV travel is from (City, ST) To(City,ST)

If dependents are traveling to overseas or are traveling by other than POV travel:
Are you buying your dependents tickets Cost § or are they being issued to you
Tickets you puchased are from(City, ST) to(City,ST or Country)
Issued tickets are from (City, ST) to (City, St or Country

3) Are you requesting an advance for Dislocation Allowance (DLA)
{No advance DLA authorized, for married soldier w/deferred travel for dependents or if your family will not relocate within 60 days.
No advance DLA will be given for single service members who will_not be residing off post at the new duty station.)

4.) Are you requesting advance for a DITY move (Needs DD Form 2278)

SIGNATURE DATE




[image: image9.jpg]¢ 2 copies of rental contract (truck or trailer) or 2 copies of POV
registration per vehicle (if POVs were used) .
s 1 Fast Start Form 2231 or a voided check.

Each DITY settlement must be reviewed and signed by SM's PAC on top right
corner of DD 1351-2. The above DITY documentation must be submitted to the
sM's PAC. DITY settlements take approximately 7-10 days before SM receives
an electronic fund transfer into their account. Please ensure that your new
mailing address is legible and a good contact telephone number is annotated
on the DD 1351-2. All soldiers PCSing CONUS will settle their DITY at thelr
new duty station. Processing procedure for a DITY settlement may differ
slightly from one duty location to another.

JUST A REMINDER: Remember that 27% federal tax will be withheld from all
final DITY settlements, and a W-2 will be sent to the address listed on your
DD Form 1351-2 to file with your income tax return at the end of the year.
If there are any guestions regarding status of DITY payments (advance or
settlements), please feel free to contact the Finance Liaison Office at DSN
680-2731, commercial (757) 788-2731.

ADVANCE PAY

The purpose of an advance pay 1is to provide the soldier funds for expenses
incident to a PCS move. Soldiers on PCS orders are entitled to an advance of
one month basic pay minus their deductions at the old duty station and two
months at the new station. Ox one month while in-transit, if one was not
received at the last duty statioen. goldiers are authorized to draw an
advance pay 30 days before departure from the old duty station, and up to 60
days after arrival at the new duty station, however, a more stringent local
policy by the installation commander dictates. The “30-day window” may be
expanded not to exceed 90 days prior, and the “g0-day window” may be expanded
not to exceed 180 days after, when justified by extenuating circumstances.
The justification requires written approval of the member’s commander. The
member must provide written justification indicating the specific
circumstances regquiring the early or late advance payment.

*+*+Please contact PAC for specific guidance, eligibility, and local policy
on advance pay.

Requests for an Advance of Pay are made on the DD Form 2560, Advance Pay
Certification/Authorization. The DD Form 2560, one copy of PCS orders, one
copy of leave form and one copy of current LES are submitted to the PAC,
located in building 82, 3rd floor.

To draw one month advance of pay prorated over a 12-month period, Sergeants
(E-5) and above may sign the DD Form 2560 request. Specialists and below
must have commander approval in Part V, DD Form 2560. Any request of more
than one month advance of pay or more than a 12 month collection period must

be accompanied by a written justification approved by the installation
commander.

DISLOCATION ALLOWANCE (DLA)

The purpose of DLA is to partially reimburse a member for the expenses
incurred in relocating his/her household in connection with a PCS move.
Members with family members are entitled to DLA when their family members
relocate their household to the new duty station or by orders authorized to a
designated location. Members without family members receive DLA when they
in~process at their new duty station when government gquarters are not
assigned. Amount of payment is based on service member’s rank, which derives
from the effective date of PCS orders (see table USG-1 & USG-2).





