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The following information is being provided by the Finance Office to keep all administrative offices informed on up-to-date issues as well as the assistance needed to ensure Marines get paid properly and on time. Also included will be the proper point of contact for each Finance section along with phone numbers where they can be reached.

Travel News

1) Admin section- All travel claims must be filled out properly and be accompanied by all the correct paperwork. If any claims do not meet the proper criteria, they will be turned away at the window.  For detailed instruction on how to fill out a travel claim see the “Travel Claims the Easy Way” pamphlets.

2) PCS section- All PCS claims need to have 2 copies. No original claims are needed.

_
Supplemental claims must have the word supplemental on the 1351-2. If they do not, the claim will be returned with a discrepancy notice asking for an explanation and verification that the original claim is settled.

_
For a member requesting TLE, a non-availability statement, as well as a TLE worksheet and all receipts need to be submitted for any member requesting a payment for TLE.

_
For DLA payments, all members need to verify their old and new residential addresses. Ensure addresses are properly filled out on the 1351-2.

3) TAD Section- All TAD claims need just one copy. No originals. All orders, memorandums and endorsements must be included.

_
Members must submit finalized and itemized receipts for reimbursement (i.e. Rental car receipts need to show daily cost, not total cost, including car type and any other expense). Lodging receipts are to be itemized, showing daily costs as well.

_
For lost receipts, a statement in lieu must be submitted for reimbursement.

_
The member’s itinerary must show all appropriate stops and reasons for stop. Start and finish locations are needed to settle travel claim.

_
When a registration or conference fee is submitted ensure that the member indicates if meals were provided (breakfast, lunch and dinner) for appropriate days. 

4)    Government Travel Charge Card (GTCC)
_      The GTCC is required only if you are a frequent traveler.  A frequent traveler is defined as someone who travels 3 times or more in a year.  If you do not travel this often you should not have a card.  

_      The standard card has a credit limit of $5000 and a $500 limit on ATM advances.  The new restricted card is limited to $2500 for the balance and $200 for ATM advances.

_      Salary offset (involuntary pay checkage) for delinquent accounts will begin 1 Jan 2002.  Bank of America (BOA) will mail due process notification letters to all cardholders whose accounts are 90 days delinquent.  Cardholders who do not pay their account in full or do not establish a payment plan with BOA prior to reaching 120 days past due will be subject to salary offset.

_     Default Split Disbursement will be implemented on 01 Jan 2002.  There has been some confusion regarding default and mandatory split disbursement.

Default:  When a member selects a payment type in block #1 on the 1351-2 and inserts the amount for split disbursement, the inserted amount is the amount that will be paid to BOA.  The member has the option of marking a specific monetary amount, “All” or “None/Zero”.  If the line is left blank, the amount sent to BOA defaults to the total of lodging, rental car, and transportation.  Default payment is made only for government charge card holders.

Mandatory:  Means the member would have to send a monetary amount to BOA if they are a government charge card holder.  Mandatory split disbursement has not been approved and is not in effect.

The points of contact for Travel are as follows:

OIC Travel – 2nd Lt Banweg

SNCOIC Travel – SSgt Conter

PCS – Sgt Land

Separations – Cpl Mendiola

TAD – Cpl Mason

Admin – Sgt Hawkins

Point of contact numbers:

784 – 2171

784 – 3193

784 – 4329

All points of contact can be reached at any of the numbers listed.

Pay News

To give our Marines more prompt and efficient service, Military Pay/Seps and the administrative units need to be more cohesive. From the Military Pay/Seps standpoint, the following things will allow us to serve our Marines in a timelier manner.

1) Copies of paperwork- When sending paperwork down to correct or credit a Marine’s Pay account provide enough copies of the documents.   The original NAVMC 11116 and two copies are the required documents. 

2) Problems that can be corrected by Unit Diary- Certain NAVMC 11116’s can be corrected at the Administrative Unit. Retroactive starts and stops of the dates of any entitlements, reporting the correct leave balance, and joining Marines are all examples of situations that can be corrected on the unit diary.  There is no need to send these to the Finance Branch.  

3) Separation Packages- For Marines who are separating to be paid his/her final settlement upon their discharge date, the separation package must be submitted with all the correct information and the correct number of copies at least 10 working days prior to the EAS.

4) Phone calls- Members should be discouraged from calling the Finance Office.  All questions should be answered by the member’s respective Administrative unit.  Each Administrative Unit should then contact the Finance Office to confirm any questions or requests. This will reduce miscommunication due to the fact that we speak the same “language.”  

5) Communication through NAVMC 11116- Be as descriptive on these documents as possible.  “Too much information is better than not enough.”

6) Payday- NAVMC 11116 must be requested at least 4 days prior to payday in order to ensure timely payment of the Marine.  An aid to Administrative units in this process is the Suspect Payment Listing (SPL).

The points of contact for Military Pay/Seps are as follows:

OIC Pay/Seps –          CWO2 Brandon

SNCOIC Pay/Seps –      SSgt Garland

Auditors:

Sgt Malloy

Sgt Gibbel

Sgt Langdon

Point of contact numbers:

784 – 2400

784 – 2401

784 – 2402

All points of contact can be reached at any of the numbers listed.

If there are any questions feel free to call and ask. Our ultimate goal at the Finance Office is to improve our communication with each and every Admin Office, to better serve our Marines. Semper Fidelis.

.
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