CHAPTER THIRTEENPRIVATE 

COLLECTIONS

I.  FEDERAL AND STATE INCOME TAX

A.  GENERAL:  Taxable pay, as listed below, is subject to withholding of federal and state income tax.  When a multiple month LES is involved, the amount of taxable income will be divided by the number of month’s involved and state and federal tax withheld will be computed separately for each period involved.


1.  The following items are subject to the withholding of federal and state income tax: basic pay, incentive pay for hazardous duty (i.e., flight, parachute, demolition, etc.), special pay (i.e., enlistment bonus, medical, dental, etc.), lump sum payment for accrued leave (exclusive of allowances), severance pay (except for disability), readjustment pay, and selective regular or variable reenlistment bonus (including anniversary payments).


2.  The following items are not at any time subject to the withholding of federal and state income tax: basic allowance for subsistence, basic allowance for quarters (with or without dependents), partial basic allowance for quarters (rebate), family separation allowance, clothing maintenance allowance, death gratuity and overseas station allowances (except temporary lodging allowance).  During the time an enlisted Soldier is in a declared hostile fire/immanent danger area, he or she is exempt from paying all federal taxes.  Beginning November 21, 1995 commissioned officers will be exempt from paying federal taxes on amounts up to the SMA Basic pay plus HFP (6315.90 for 2004) that is actually payable to the officer for any month combat zone area tax exclusion applies.  Soldiers may elect to have taxes withheld while assigned to a combat zone tax exclusion area. A request must be submitted in writing to request additional withholding of federal and or state tax of a specified amount.

B.  STATE INCOME TAX: The susceptibility of items of military pay and allowances to state income taxes depends upon the law of the Soldier’s state of legal residence.  Items of pay and allowances, which are not subject to federal income tax withholding, will not be subject to state income tax withholding.  Items of pay and allowances subject to federal income tax withholding will be subject to state income tax withholding if the Soldier’s state of legal residence has entered into a withholding agreement with the Secretary of the Treasury.  Total or partial exclusions by states of military pay from income will be recognized in the computation of the amount of state income tax to be withheld.

C.  RATE OF WITHHOLDING: Federal and state withholding will be in accordance with the Treasury Department Circular E and Treasury Department regulations governing state income tax withholding as implemented in Army directives.

D.  EMPLOYEES WITHHOLDING EXEMPTION CERTIFICATE (FORM W4):


1.  Initiating a W-4 at the unit will make any change in the number of exemptions claimed or marital status.  


2.  One of the items that must be completed by the Soldier on the W-4 is the HOME ADDRESS block when the W-4 is submitted without a DD Form 2058.  Please ensure that the words “state of legal residence” is typed after home address on the W-4 and that the state of legal residence is posted to this block.  The state annotated must agree with the state on file in the Soldier’s records.  Any additional address is not necessary.


3.  A Soldier may request that additional money be withheld monthly to meet the income needs for either federal or state.  Zero exemptions must be claimed (i.e., S0 or M0) before additional withholding can be requested.

E.  STATE OF LEGAL RESIDENCE CERTIFICATE (DD FORM 2058):


1.  If a Soldier changes his state of legal residence, a DD Form 2058 will be completed and forwarded through the unit PAC to the servicing finance office.  Ensure that the instruction portion of the DD Form 2058 is read and thoroughly understood by the Soldier prior to completion and submission.  If any doubt exists as to the legality of the change, please consult JAG.


2.  When DD Form 2058 is submitted with the W-4, the HOME ADDRESS block on the W-4 will be left blank.  The LEGAL RESIDENCE block on the DD Form 2058 will reflect the state to use for tax reporting purposes.

F.  STATE INCOME TAX EXEMPTION CERTIFICATE (DD FORM 2058-1):


1.  The annual requirement to certify nonresident status on a DD Form 2058-1 for New York, New Jersey and Oregon has been rescinded.  New procedures require that the form be completed only when a Soldier changes duty stations.  The gaining station will ensure that the form is completed for all Soldiers claiming New York, New Jersey or Oregon as state of legal residence.  If the Soldier fails to complete the form, the finance office will immediately make input to change tax-withholding status from N (nontaxable) to T (taxable).

II.  FEDERAL INSURANCE CONTRIBUTION ACT (FICA)

A.  GENERAL:  Effective 1 January 1957, the Servicemen and Veterans Survivor Benefits Act of 1956 extended Social Security coverage to members of the Armed Forces and subjected them to the taxes therefore, as prescribed by the Federal Insurance Contributions Act (FICA).  These taxes are imposed on individuals and employers to provide funds for old age, survivors, and disability insurance.  Effective 1 January 1965, an additional tax was imposed to provide hospital insurance (HI) benefits for the aged.  The term “FICA,” as used herein applies to the total taxes deducted for both FICA and HI.

B.  SOLDIERS SUBJECT TO FICA: Any member appointed to, enlisted in, or inducted into any service, with or without component, is subject to FICA tax.

C.  TAXABLE WAGES: Only monthly basic pay, as determined by pay grade and length of service, received for the performance of active duty or active duty for training, is subject to FICA tax.  Basic pay earned during a Soldier’s absence from duty because of injury, sickness or hospitalization is subject to FICA tax deduction.

NOTE:  FICA rates change periodically.

III.  ARTICLE 15 AND COURT MARTIAL

A.  GENERAL:


1.  The administrative processing procedures of Article 15’s and courts-martial action are identical with respect to collection action.  Remember under Single Source Data, the finance office cannot input reduction, only collection of monies as a result of the imposed punishment.


2.  The finance office will process forfeitures, fines, or detentions of pay, which are in excess of legal limits, only to the extent they are legal.


3.  Collection of forfeitures and detentions of pay is computed on a daily basis beginning with the effective date of the punishment and continuing for the duration of the sentence. For example: A Soldier sentenced to forfeit $100 per month for two months effective 18 August would have a deduction on his September LES for $43.33 for the period 18-30 August and $100 for 1-30 September.  The October LES would show a collection of $56.57 for 1-17 October for a total of $200 collected.

B.  PROCEDURES:


1.  COURT-MARTIAL: Courts-Martial orders will be submitted to the finance office in two copies via UTL.  The effective date for courts-martial actions will be the date the proceedings are approved by the convening authority.

      2.  ARTICLE 15:

     

a.  Upon imposition of punishment, the unit commander or officer imposing punishment under the UCMJ will immediately record the action on DA Form 5110-R.

     

b.  If the punishment imposed affects pay, copy 1 and 2 of the DA Form 2627 will be forwarded immediately by UTL to the finance office.

     

c.  The effective date for Article 15 action will be the date the sentence is imposed by the commander.  This is the date that appears below block 8, DA Form 2627.

     

d.  Under the provisions of AR 27-10, a punishment imposed against a Soldier under UCMJ will be duly executed, even though appellate action is pending, provided those portions of the executed sentence are recoupable by the individual (i.e. if a Soldier is given an Article 15 and sentenced to forfeit $100 per month for two months, 30 days restriction and 30 days extra duty and the Soldier appeals the action).  The forfeiture is effective based on submission of the DA Form 2627 to the finance office for immediate collection; however, the restriction and extra duty would not be imposed pending appellate action.  Should the appeal be approved, the money would be reimbursed to the individual whereas the restriction and performance of extra duty (time) could not be restored.

     

e.  When an Article 15 is administered to a Soldier and the punishment is appealed, a copy of the DA Form 2627 will be annotated “Appeal Pending” and submitted to the finance office by UTL for execution of applicable portions of the sentence.  Regardless of the outcome, once a final decision on the appeal is reached, forward copy 1 and 2 of the completed DA Form 2627 to the finance office on a UTL.  If the appeal is approved, the finance office will take action to reverse the previous input.

     

f.  Unit commanders/PACs will verify that collection of the forfeiture or detention of pay and or reduction in pay grade has been accomplished by reviewing the Soldier’s LES and or UCFR.  When the action has been verified, the unit commander/PAC OIC will affix their initials in the column headed “CDR’S VERIFICATION” on the Article 15 Log.  If no action has been taken on the applicable LES, immediate follow-up action will be taken by the unit commander/PAC to determine why the finance officer failed to adjust the pay account.

g.  If the Soldier is pending immediate departure (within two weeks), either on a PCS move or for separation, copies 1 and 2 will be attached to a separate UTL by the unit and hand carried to the servicing finance office or the Finance Separation section, Bldg 18010 for action.

IV.  STATEMENT OF CHARGES (DD FORM 362)

A.  GENERAL:


1.  AR 735-11 provides guidance on property accountability and the methods, by which responsible individuals may obtain relief from property responsibility when government property is lost, damaged or destroyed.  Detailed procedures for processing of DD Form 362, Statement of Charges for Government Property, Lost, Damaged or Destroyed are contained in AR 735-11.


2.  DD Form 362 will be initiated when property is lost, damaged or destroyed by a Soldier due to personal fault or neglect.  The Soldier against whom a charge is made will be permitted to examine the charges and acknowledge liability by signing the DD Form 362.  If a Soldier does not accept the charge, the commander will initiate a report of survey.

3.  Proration requests for charges on DD Form 362 will be attached to the form prior to transmittal on UTL to the finance office.  Prorations will be subject to both interest and administrative fees.  The collection will not usually exceed one-month net available pay regardless of the amount of pecuniary liability.  However, in cases of gross negligence, the collection may exceed one-month net available pay.  Net available pay is defined as all pay to include allotments less standard deductions.

B.  PROCEDURES:


1.  Distribution of DD From 362.

a.  Copies 1 and 2 will be hand carried to the PAC for transmittal to the finance office by UTL.

     

b.  Copy 3 is retained by the initiating source, as appropriate.

     

c.  Copy 4 is the Soldier’s copy.


2.  The PSNCO or PAC OIC is responsible for ensuring that DD Form 362 is properly reviewed for errors.  Any discrepancies will be called to the attention of the appropriate unit or supply officer for immediate corrective action.  The PAC or separate units not under the PAC concept will ensure all DD Forms 362 are placed on a UTL and forwarded to the finance office on a daily basis.


3.  The finance office, upon receipt of DD Form 362, will take the following action:

     

a.  Date stamp copies 1 and 2.

     

b.  Copy 1 will be used to make collection.

     

c.  Copy 2 will be annotated with a collection remark, stamped (to verify input) and returned to the applicable unit or PAC for distribution to the supply office of S4 concerned.

C.  UNIT FOLLOW-UP REQUIREMENTS:


1.  Originators will establish 14 day suspense for all DD Forms 362 to ensure that proper collection is made.


2.  When a Soldier is pending immediate separation from active duty (within two weeks), the following action must be taken.  The housing officer, units supply, or S4 officer preparing the DD 362 will ensure that it is placed on a separate UTL, properly annotated with appropriate remarks, authenticated and dated by the commander showing specified date.  The unit commander is responsible for ensuring that a responsible person escorts those individuals being separated expeditiously.  The escort will hand carry a separate UTL through the servicing PAC to the Processing Section of the finance office.  The escort will be provided an annotated file copy of the DD Form 362 by the finance office for return to the unit or S4 concerned.  For Soldiers returning from AWOL, DFR, or civil confinement, an appropriate remark (i.e., returned to military control 30 June 1991) will be noted on the DD Form 362.


3.  Unit commanders, PACs, supply officers of S4s as appropriate, are responsible for verifying that the collection of the DD Form 362 has been accomplished by reviewing the Soldier’s LES for the month in which action was to be taken by the finance office (as indicated on the returned copy of the DD Form 362).  If after review of the LES it is determined that collection has been made, remark (i.e., “Verified collection June LES - signature also required after/under remark), will be entered on each DD Form 362.  If action has not been taken on the applicable LES, immediate follow-up action will be taken through the PSNCO to determine why the finance office failed to adjust the Soldier’s account.

V.  NEW GI BILL

A.  GENERAL:


1.  Soldiers initially entering active duty on/after 1 July 1985 may participate in the new GI Bill educational benefit program.  Enlisted Soldiers, except ARNG and USAR, will complete DD Form 2366 upon entering active duty, either accepting or declining participation in the program.

   
2.  DFAS-IN will automatically start a GI Bill monthly deduction of $100 for each enlisted RA transfer-in with an EAD of 1 July 1985 or later unless the Soldier elects to waive the benefit.  This deduction will continue for twelve consecutive months until $1200 is withheld.


3.  In cases when deductions were established erroneously through administrative error, the Soldier’s account will be corrected.  Soldiers must attach a copy of the DD Form 2366 to a pay inquiry at the PAC for forwarding to the finance office on a UTL.  If immediate repayment of erroneous collection is necessary, the Soldier will be advised by the PAC to handcarry the pay inquiry to the servicing finance office for payment and correction.

VI.  SERVICEMEN’S GROUP LIFE INSURANCE

A.  GENERAL:  The Servicemen’s Group Life Insurance (SGLI) program automatically ensures every Soldier against death in the amount of $400,000 when the Soldier is performing full-time active duty or training under an order to duty not limited to 30 days or less.  SGLI is administered by the Veterans Administration.

B.  ELECTIONS:  Deduction for maximum SGLI coverage is done automatically.  A Soldier who does not desire the $400,000 SGLI coverage may elect reduced coverage (between $50,000.00 and $400,000 in $50,000 increments) or no coverage at all.  If Soldier elects reduced or no coverage, a copy of VA Form 29-8286 (Servicemen’s Group Life Insurance Election) must be forwarded to the finance office for adjustment.

VII. FAMILY SERVICEMEN'S GROUP LIFE INSURANCE

        Family Servicemen's Group Life Insurance (FSGLI) automatically provides life insurance coverage for the spouses and dependent children of all Soldiers (active duty and ready reserve) who have full-time SGLI coverage. Spousal coverage is a maximum of $100,000 and can be in lesser amounts in increments of $10,000. However, spousal coverage cannot exceed the Soldier's level of SGLI coverage. The Soldier pays spousal coverage premiums with the variable cost based on the age of spouse, in five-year increments from "Under 35" to "60 and Over." Dependent child coverage is set at $10,000 per each dependent child and is provided at no cost to the Soldier.
VIII. TRAUMATIC SERVICEMEN'S GROUP LIFE INSURANCE

     TSGLI is a program that provides automatic traumatic injury coverage to all Soldiers covered under the Servicemembers' Group Life Insurance (SGLI) program.  Every member who has SGLI also has TSGLI effective December 1, 2005. This coverage applies to active duty members, reservists, funeral honors duty and one-day muster duty.  This benefit is also provided retroactively for members who incur severe losses as a result of a traumatic injury between October 7, 2001 and December 1, 2005 if the loss was the direct result of injuries incurred in Operations Enduring Freedom or Iraqi Freedom.

IX.  TRANSPORTATION CHARGES

A.  GENERAL:


1.  Soldiers in need of transportation who are away from their duty station and are without funds are authorized issuance of a transportation request (TR) and meal ticket in order to complete the travel on a “cost charge” basis IAW AR 55-355 and Vol. 1, Joint Federal Travel Regulation.

   
2.  A TR and meal ticket will only be issued for return to the duty station, not to get to a leave point.  It is the responsibility of the Soldier to have sufficient funds available to defray transportation expenses to and from the leave location.

   
3.  Soldiers who are in an AWOL/Deserter status and are apprehended and escorted back to their unit of assignment will be issued a TR and meal ticket on a cost charge basis.

   
4.  The Transportation Office issuing a TR will forward a copy of the TR to DFAS-IN for involuntary collection from the Soldier’s pay account.  This cost charge will be processed as a one-time collection on the next LES.  Cost charge TR and meal ticket collection will not be prorated.

 
5.  Soldiers who are issued a TR and meal ticket, but do not use them, must turn the documents into the nearest installation transportation office, and receive a DD Form 730 (receipt for unused TR and or meal tickets).

X.  FIELD RATIONS

A.  GENERAL:  Effective 11 April 1988, AR 600-38 provides new procedures concerning the collection of BAS for enlisted and officer personnel.  These procedures do not affect Soldiers issued meal cards, only enlisted Soldiers and officers entitled to BAS.  DA Form 5100-R, Request for Payroll Deduction, is no longer authorized for use.

B.  PROCEDURES:

   
1.  Documentation authorized for input:

        
a.  For field duty with duration of less than 14 days a DA Form 4187 will be submitted upon completion of said duty.  The form will show date and time of both absence and duty field for enlisted Soldiers.  For officers, the DA Form 4187 will show date/time of absence/duty with the actual meal breakdown of number of meals available.

        
b.  For field duty of 14 days or more a DA Form 4187 will be submitted upon departure of enlisted Soldiers for absence to field duty reflecting actual date/time of departure.  Upon return to duty another DA Form 4187 will be submitted reflecting date/time of return.  For officers, submission of DA Form 4187 will be submitted upon return as outlined in 1a above.

        
c.  In either of the cases listed in a or b above in which groups of 10 or more Soldiers are involved in the field exercise, one DA Form 4187 may be prepared as a cover sheet with a by-name listing of Soldiers involved.  The listing must include NAME, SSN, RANK, and DATE OF DEPARTURE/RETURN for each Soldier involved.

   
2.  Missed Meals (officers and enlisted): Claims for missed meals are only authorized for meals missed due to mission requirements and are supported by individual signature headcount records.  DD Form 1475, Basic Allowance for Subsistence Certification will be completed and sent to the finance office within three workdays after completion of field duty.  DD Form 1475 will not be used for meals missed as a result of personal preference.

XI.  REPORTS OF SURVEY AND OR FINANCIAL LIABILITY INVESTIGATION OF PROPERTY LOSS (DD FORM 200)
A.  GENERAL:

   
1.  AR 735-11 provides guidance on property accountability and the authorized methods by which responsible individuals may obtain relief from property responsibility when government property is lost, damaged, or destroyed.  Detailed procedures for processing reports of survey are included in this regulation.

   
2.  Proper processing of reports of survey is critical to maintenance of property accountability.  The rapid turnover of personnel adds unique problems in the processing of these sensitive documents.  To enhance processing of reports of survey, a separate transmittal letter system will be utilized.

B.  PROCEDURES:

   
1.  Each major subordinate command will designate a control point for reports of survey within the command.  The point of contact will establish a Transmittal Memorandum Control Log that will reflect:

      
a.  Transmittal Memorandum Number.

        
b.  Date transmitted to the finance office.

        
c.  Applicable survey number(s).

        
d.  Total dollar amount of TL.

        
e.  Date action completed.

   
2.  Upon receipt of a report of survey from the approving authority wherein a finding of pecuniary liability is approved, two copies of the DA Form 4697/DD Form 200 will be forwarded on UTL to the finance office.

   
3.  Once collection action has been input, one copy of the DA Form 4697/DD Form 200 will be stamped to verify collection and returned to the unit.
   
4.  Each major subordinate command must ensure that an aggressive follow-up program is in effect for transmittal letters not completed within 30 days after receipt by the finance office.

XII.   PAY ADJUSTMENTS AUTHORIZATION (DD Form 139)

A.  GENERAL:  Upon determination that a Soldier is found indebted to the United States government, a DD Form 139 (Pay Adjustment Authorization) will be prepared and forwarded to the Debt Management Section of the finance office.  Amounts due the United States or credit due Soldiers as the result of initiation of DD Form 139 will be input for collection or credit to the Soldier’s pay account.

B.  POLICIES:

   
1.  The Debt Management Section will issue a letter of indebtedness.  The letter will outline the methods of repayment and other options.  These options are:

      
a.  Protest the validity of the debt.

        
b.  Request a waiver of collection of erroneous payment as prescribed in AR 37-104-4 (officers and enlisted).

        
c.  Request proration of debt, usually not to exceed the time period that the overpayment was made.

        
d.  Enlisted Soldiers only - request a remission or cancellation of the indebtedness per DODFMR, VOL 7A, AR 37-104-4, and AR 600-4.  If a remission or cancellation of indebtedness is requested, suspension of collection may also be requested.  The local finance office cannot suspend the collection of indebtedness with a waiver request.  DFAS-IN or HQPERSCOM can only suspend the collection.

   
2.  Enlisted Soldiers may request remission or cancellation of the following debts:

        
a.  Payment made in error to the Soldier.

        
b.  Payments made in excess of an allowance on behalf of a Soldier.

        
c.  Debts for which an appeal has been denied.

        
d.  Debts acknowledged as valid.

        
e.  Debts for which a waiver has been denied.

        
f.  Debts established in a report of survey.
   
3.  The following debts may not be remitted or canceled:

        
a.  When a Soldier’s pay is not promptly reduced in connection with forfeiture of pays from courts-martial or Article 15 (UCMJ).

        
b.  After discharge, unless Soldier reenlists.

        
c.  When reserve component and not on full time active duty.

        
d.  When Soldier is retired.

        
e.  When Soldier is held liable for damaged or lost property of another branch of service.

        
f.  When debts are due to fraud, larceny, embezzlement or other unlawful means.

        
g.  When debts are due to fines imposed by courts-martial sentence. 

   
4.  When a Soldier is ineligible for remission or cancellation, he or she may be eligible for waiver of erroneous payment under AR 37-104-4.  The Soldier must not have known and could not reasonably have known of the error, or if the Soldier had knowledge of error, and reported it to an authority and was told payment was correct.  There can be no fraud, misrepresentation, fault, or lack of good faith on part of the Soldier.  Only erroneous payment of pay and allowances may be waived.  Any payment that was legal and proper when made is not waiverable, for example:

        
a.  Regular or supplemental payments in excess of known earned entitlements caused by delays in pay actions.

        
b.  Advance leaves unliquidated at time of separation.

        
c.  End of month payments in excess of earned entitlements caused by delays in pay actions (i.e., terminating entitlements to special incentive pays, and quarter’s assignment).

        
d.  End of month payments in excess of earned entitlements caused by casual or partial payments when it was known that entitlements would not be included in end of month payments.

        
e.  Amounts due US after legal and proper payment, (i.e. reenlistment bonuses not fully earned at time of separation).

C.  PROCEDURES:

   
1.  The Debt Management Section will issue a “Letter of Indebtedness” as follows:

        
a.  An officer will be notified of indebtedness, to the United States and the proposed method of collection.  Unless the officer protests the correctness of the indebtedness, it will be collected per DODFMR, Part 7, Chap 7.  If the indebtedness is caused by an erroneous payment of pay and allowances, he or she will be notified of the right to request waiver consideration, per AR 37-10.

        
b.  Enlisted Soldiers will be notified through the unit commander.  This notification will include the options available to the Soldier and what will happen if no response is received by the suspense date on the letter of indebtedness.

   
2.  Commander’s responsibility: Upon receipt of letter of indebtedness, the unit commander will contact the Soldier and determine whether the indebtedness can be collected in a lump sum or if it should be prorated.  If the Soldier wishes to protest the indebtedness, a request for waiver of erroneous payment, or a request for remission or cancellation of indebtedness, must be received by the finance office within 15 days after the date of the letter.

   
3.  Soldier’s responsibility: The Soldier must immediately notify the finance office of the action he or she wishes to take.  Failure to respond by the suspense date may result in a lump sum collection with an additional $15 administrative fee.

XIII.  TRICARE DENTAL PROGRAM:

A.  GENERAL:

   
1. The Tricare Dental Program is a voluntary, comprehensive dental program offered worldwide by the Department of Defense to family members of all active duty Uniformed Service personnel and to Selected Reserve members.  Services are provided in both the CONUS and OCONUS areas.  The CONUS service areas include the 50 United State, Puerto Rico, Guam and the U.S. Virgin Islands.  The OCONUS Service area includes all other countries, island masses, and territorial waters not in the CONUS service area.

   
2.  Soldiers who elect to be covered by the Tricare Dental Program (TDP) are required to participate for a minimum of 12 months.  After completing the 12-month minimum enrollment period, enrollment may be continued on a month to month basis. Anyone who dis-enrolls prior to the required 12-month period will be responsible for payment of all remaining premiums.  Following are exceptions to this requirement:

          a.  Sponsor or family member loses DEERS eligibility.

          b.  Sponsor relocates to areas within the OCONUS service area (within 90 days of relocation)

          c.  Sponsor and family members are relocated to a duty station where space-available dental care is available at the local Dental Treatment Facility.

B. ENROLLMENT

     1.  Enrollment in the TDP may be through a single or family plan.  A single enrollment is one covered eligible member.  A family enrollment is two or more covered eligible family members.  Under the TDP, all eligible family members of a sponsor must be enrolled if any one of them is enrolled.  Exceptions are:

          a.  Children ages one through three may be voluntarily enrolled.  Upon reaching age four they will be automatically enrolled.

               b.  Sponsor may enroll only those family members residing in one location when the member has eligible family members residing in two or more separate locations.

               c.  For sponsors whose family member requires a hospital or special treatment environment for dental care otherwise covered by TDP.

2. The enrollment process is handled by United Concordia.  Enrollment must be initiated by the sponsor and is accomplished by completing a TDP Enrollment Form.  Forms are available by calling 1-888-622-2256 or you can download them at www.ucci.com.  With the initial enrollment application, all new enrollees must submit a payment equal to the member’s portion of one month’s premium.  Coverage is effective the first day of the month after in which the sponsor enrolls and one month premium is paid.  For example, if the sponsor enrolls in February, coverage is effective 1 March.  After the initial premium is paid automatic deductions will be accomplished through Allotment Deduction from the sponsors account.
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