CHAPTER FOURTEEN
Reserve Pay
I.   In Processing

     Unit must insure that SRP packets are completed for all Reservist or National Guardsmen that are in-processing through the Reserve Pay section of the DMPO-Carson.  The packet must include the following documents:

          a. Copy of all orders pertaining to the tour: (clearly legible and with ACCT

CLASS line present).

          b. Completed: DA 5960 for BAH with attached lease/mortgage and marriage certificate.

          c. Completed: DA 2058 for state of legal residence.

          d. Completed: USARC 30-R for Officer Initial/Additional AD Allowance Statement.

          e. Completed: W4 form for tax exemptions.

          f. All DA 31 Leave Forms if Soldier took any leave prior to reporting to this SRP.

          g. Pay Option: DA 2762 Direct Deposit Authorization, 1199 (direct deposit form).
          h. Annex E
          i. Common Access Card (CAC): Ensure each mobilized personnel are issued a CAC, which is used to initiate mobilization entitlements upon arrival in theater, (If no, refer to ID card section @ SRP site).
          j.  Ask Soldier if they have a government issued travel credit card from his or her home unit, if so, inform the Soldier the card must be de-activated immediately.

II. Review Orders
          Orders need to be accurate.  The unit needs to ensure that the orders being provided to finance are clearly legible and have the following information:

                a. Soldier's full name with rank, social and home address.

                b. Unit of assignment (i.e. Fort Carson).

                c. Tour - start date.

                d. Number of days for the tour.

          e. APC within the accounting classification or the APC will be based on the Operation.

III. UNIT DSRP and DEMOBILIZATION PROCEDURES

      Unit/Soldiers returning through Ft. Carson from an overseas deployment must clear finance at the SRP site. 

         a. Units will need to contact finance 30 days prior to returning stateside. Units must send their advance party finance representative to the finance office (BLDG 16007) two to seven days prior to their units’ arrival on Ft. Carson with a copy of the units’ Leave Control Log (DA 4179-R) to receive a briefing on leave settlement and clearing procedures for their unit. 

         b. Soldiers must turn in all travel vouchers (DD Form 1351-2) , orders, and supporting documents to S-1/PAC/UA clerks for audit/review at their Home Station. S-1/PAC/UA’s will forward the completed travel settlements to DFAS-IN/Contingency Travel, Dept. 3900, 8899 E. 56th St. Indianapolis, IN 46249-3900. 

         c. The S-1/PAC/UA clerks must create the DA Form 481 / RC Leave Computation worksheet before clearing Finance.  A copy of the RC Leave Computation printout generated by Finance will be provided to Personnel Section to cut the REFRAD Order and DD Form 214.

         d. The unit S-1/PAC/UA clerk must ensure that all of the unit Soldier’s turn in a DEMOB Packet consisting of: ANNEX E REFRAD order, the RC Leave Computation, and DA Form 31 for leave taken.

         e. The S-1/PAC/UA clerks must ensure the entire unit clear Ft. Carson CIF – TA-50 turn-in before clearing finance. 

f. National Guard AGR’s pay will continue without interruption.  National 

Guards on Title 10 orders will be issued a DD 214 to indicate service performed under Title 10 orders.
Forms needed to clear Finance are as follows:

         a. ANNEX E filled-out and signed by the Soldier and finance representative 

         b. Unit Manifest or Alpha Roster (Excel Spreadsheet) 

        c. Review/stamped Travel Voucher signed by their supervisor

        d. REFRAD Order 

        e. DA Form 481 or RC Leave Computation worksheet (signed by Soldier and S-1/PAC/UA)

         f. DD 214

         g. DA 31 for transitional leave
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