CHAPTER TWOPRIVATE 

UNIT TRANSMITTAL LETTER
A.  GENERAL:


A Unit Transmittal Letter (UTL) is a memorandum used by PAC to control, identify, and forward pay change documents submitted to finance.  The UTL contains an itemized list of all pay change documents to include SSN, Name and type of document.  The PAC clerk will make sure all documents are listed on UTL and all documents are completed correctly.  Each UTL will be numbered in sequence order by month (ex. 09-01 is the first UTL for the month of September; the next one will be 09-02, 09-03, 09-04, etc.).  Enter the Input Source Code (ISC) in the upper right hand corner of the UTL and the ISC and UTL Number on every document included in the UTL.   
B.  PROCEDURES:

1. Units or agencies will prepare a daily UTL (in duplicate), attach all pay related documents and hand carry, it to the servicing Finance Office.  Outlying units serviced by the Defense Military Pay Office will email/scan their UTL's directly to the lead or directly to the technician for processing.
2. Documents received from supported units, which are not on a UTL, will be returned for proper submission.

3. When documents submitted on a UTL pertain to more than one individual, each name and document type will be listed on separate inventory sheet and attached the UTL.  The inventory sheet will list the Soldiers name, Last-4 of SSN, Document type (i.e. DA Form 31), the number of that document, the type of action (start or stop), and a remarks section. 
4. Only pay-related documents will be submitted on a UTL.

5. The UTL will be authenticated by the unit commander or designated representative.  Additions or deletions may be made prior to forwarding the UTL.  The additions or deletions will be initialed and the number of enclosures annotated, when applicable.

6. When a document is in error, the unit will be notified by phone or a discrepancy.  Corrective action must be taken immediately upon notification.
C.  UNIT TRANSMITTAL MEMORANDUM PREPARATION:


1.  PACs must submit all UTL’s in duplicate to their servicing finance office's Processing Sections. The finance office will retain a copy of the UTL and forward the signed UTL (with any rejected document slips) back to the unit.  This leaves all responsibility for follow-up on documents with the PAC.


2.  Each UTL will be assigned a 4-digit number for control purposes.  The first two digits will show the month the TR was submitted (i.e., 08 for August).  The last two digits will indicate the sequential number of the UTL submitted during the month (i.e., the 4th UTL submitted during the month of August would be 08-04).  The first UTL of the month will have the last UTL # from the previous month annotated in the upper left-hand corner.  The UTL will be submitted in a numerical sequence.  A UTL received out of sequence will result in a telephonic notification of the error or a deficiency letter from the Finance office.


3.  The Unit Identification Code (UIC) will be entered on the UTL in place of office symbol for reference.  Ensure the "Unit Input Source Code" is annotated on all documents affixed to the UTL. 
4. All documents attached to the UTL will be listed on an attached inventory sheet.  Documents will be attached in the same order as listed.  Remove all carbon paper from documents before attaching.  Group documents together by type (i.e., DA Forms 31, DD Forms 2558, etc.).  If numerous documents are being submitted, an excel spreadsheet, in the same format as FIG 2-1, may be used.  If more than 100 documents are to be submitted at one time you must call for an appointment (526-2607).

5.   
Information annotated on the listing on the reverse side is to be in the following order:

1. Soldier’s last name
2. Last four SSN.

3. Leave control number, if applicable

4. Columns A through G enter the total number of each type of document submitted for that individual.  Enter total for each column at bottom of page.
5. If additional space is required to transmit documents on the UTL, use additional forms.  Complete the document portion of those forms and enter the totals on the last page only.

D.  CLEARING THE UTL WITH THE Daily Register of Transactions (DROT): 
1. The PAC will retain a copy of the UTL (Figures 2-1 & 2-2) presented to Finance. This copy will be placed in suspense until all documents reflected on the UTL are cleared by a DROT, see Figure 2-3.  A Format IDs list attached (Figure 2-4). 
2. Upon receipt of the DROT, annotate the UTL with the update corresponding to the DROT that the pay processing (Figure 2-3).

3. After matching the UTL with the DROT, if a document has not cleared, the PAC will check with their servicing Finance office Processing Section to determine the status of the document in question.

4. When a Soldier queries the PAC about a document previously submitted on a UTL, they will:

a. Review the UTL and verify the status of the document (i. e. rejected, processed, returned to the unit for correction).

b. If the action rejected, explain what corrective action was taken to allow Finance to process the action.  Furthermore, the PAC will relay to the Soldier when the stated document would be re-input for update.

c. Note:  The PAC will not discard their copy of the UTL until all actions have cleared.  PAC’s need to retain their UTLs for 90 days because the Finance Customer Service sections require a copy of the UTL a document was submitted on when scheduled Pay Inquiry appointments.  If this not affixed, they must justify why they failed to affix the UTL.

DEPARTMENT OF THE ARMY

(UNIT)

Fort Carson, Colorado  80913

MEMORANDUM FOR Commander, Fort Carson DMPO, ATTN: DMPO, Processing 






   Section, Fort Carson, Colorado  80913

SUBJECT:  Transmittal of Pay and Other Documents

LAST TL#   02-17             THIS TL#   02-18  
1.  Forwarded here are documents which support changes to the pay and allowances of the Soldier(s) identified on the reverse (and continuation thereof).          

2.  POC this office, SFC Collins, 4-3411.

FOR THE COMMANDER:

  5     Encl.



 

W. JEROME WATERS







 


SSG, USA







 


Personnel Staff NCO

                                                         





DATE:   3 June 2008 

TO:  CDR, 2-10TH SFG (A)         FROM:  FORT CARSON DMPO, PROCESSING

1.  Receipt is acknowledged of transmittal letter number   02-18.  

2.  Discrepancies (are) (are not) enclosed.

3.  POC for this action is Processing NCOIC, 6-1111.

FOR THE COMMANDER:

         ENCL WITHDRAWN



 Pete Smedely     













TL CLERK










 


Processing Section

(FIGURE 2-1)


              EXAMPLE OF A THE ENVENTORY SHEET OF A UTL
	 
	 
	 
	 
	 
	 
	 
	Input Source Code:
	 
	MA
	UTL # 08/01

	UNIT TL - DOCUMENT INVENTORY SHEET

	LAST NAME:
	LAST 4 SSN
	LEAVES: DA 31
	PERSONNEL ACTIONS:      DA 4187
	PAY ELECTION:            DA 3685   FMS 2231
	FED/ST  TAX EXEMPT: W2         DA 2058
	ALLOTMENTS:       DA 2558        DA 2559
	BAH        DA 5960
	FSA        DA 1561
	OTHER:
	REMARKS:

	COLLINS
	1234
	1
	 
	 
	 
	 
	1
	 
	0
	 

	ROGGAIN
	2345
	 
	1
	 
	 
	 
	 
	 
	 
	BAS

	JONES
	3456
	 
	 
	1
	 
	 
	 
	 
	 
	 

	VANN
	4567
	 
	 
	 
	 
	2
	 
	 
	 
	 

	DUKE
	5678
	1
	 
	 
	 
	 
	 
	 
	 
	 

	ASHFORD
	6789
	 
	 
	 
	1
	 
	 
	 
	 
	ST TAX EXMPT

	COATS
	7890
	 
	 
	 
	 
	 
	 
	1
	 
	TDY 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOTALS:
	 
	2
	1
	1
	1
	2
	1
	1
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


(FIGURE 2-2)

DAILY REPORT OF TRANSACTION (DROT)
DATE:  051215
Daily Register of Transactions (DROT)

ADSN:
4820 – Update No. 12-11 to 12-11
Process Date:  2008-12-14
Source Code: SF
  Status
  SSAN
  Name
FID
           Variable Data
   Errors
DTR
  Date
  Cycle
Number

PROC






6801












T5
PROC






6502












T5

REJ






DN01












T5


REC






3504












T5
(FIGURE 2-3)

	FORMAT ID's

	ALLOTMENTS
	 
	TAXES
	 
	PQ - SEPARATION PAYS
	 
	ENTITLEMENTS

	 
	 
	 
	 
	 
	 
	 

	AA - ALLOTMENT ADDRESS
	 
	FC - FICA WITHHOLDING
	 
	PU - CURRENT MONTHS PAY
	 
	01 - BASE PAY

	 
	 
	 
	 
	 
	 
	 

	AB - BOND ALLOTMENT
	 
	FC - ADDITIONAL FED W/H
	 
	PV - COMFORT PAY
	 
	02 - FLPP

	 
	 
	 
	 
	 
	 
	 

	AC - CFC ALLOTMENT
	 
	FF - TAX MARITAL STATUS
	 
	P4 - NEXT MONTHS PAY
	 
	10 - DEMOLITION PAY

	 
	 
	 
	 
	 
	 
	 

	AD - DEPENDENT SUUPORT
	 
	FG - FEDERAL WITHHOLDING
	 
	P7 - TOTAL ENT TO ALLOT
	 
	12 - FLIGHT PAY

	 
	 
	 
	 
	 
	 
	 

	AF - AER CONTRIBUTION
	 
	FL - FEDERAL TAXABLE
	 
	 
	 
	15 - JUMP PAY

	 
	 
	 
	 
	BONUSES
	 
	 

	AH - HOME LOAN PAYMENT
	 
	FQ - EXEMPT
	 
	 
	 
	18 - OVERSEAS EXTN PAY

	 
	 
	 
	 
	R2 - MEDICAL CONT PAY
	 
	 

	AI - INSURANCE ALLOTMENT
	 
	FS - STATE WITHHOLDING
	 
	 
	 
	19 - BOARD CERT PAY

	 
	 
	 
	 
	R3 - RRB
	 
	 

	AS - SAVINGS ALLOTMENT
	 
	 
	 
	 
	 
	20 - DENTAL PAY

	 
	 
	HELD PAY
	 
	R7 - SRB
	 
	 

	AV - NUMBER OF ALLOTMENTS
	 
	 
	 
	 
	 
	22 - FOREIGN DUTY PAY

	 
	 
	HA - START ACCRUAL
	 
	R8 - EB
	 
	 

	 
	 
	 
	 
	 
	 
	23 - HOSTILE FIRE PAY

	LEAVE BALANCES
	 
	HG - GARNISHMENT
	 
	 
	 
	 

	 
	 
	 
	 
	STATUS
	 
	24 - VARIABLE SPECIAL PAY

	BL - ACCRUED LEAVE PAID
	 
	HK - DUTY STATUS CHANGE
	 
	 
	 
	 

	 
	 
	 
	 
	SA - ON STATION
	 
	25 - CONTINUATION PAY

	BM - LEAVE BANK
	 
	HV - DUTY STATUS BALANCE
	 
	 
	 
	 

	 
	 
	 
	 
	SB - LEAVE
	 
	30 - SPECIAL DUTY ASSIGN PAY

	BR - LEAVE BALANCE
	 
	 
	 
	 
	 
	 

	 
	 
	LOCATION DATA
	 
	SC - LES ADDRESS
	 
	33 - SRB

	 
	 
	 
	 
	 
	 
	 

	COLLLECTIONS
	 
	LB - 3800-SURE PAY
	 
	SG - PCS ARRIVAL
	 
	34 - EB

	 
	 
	 
	 
	 
	 
	 

	C1 - PAYCHECK RECREDIT
	 
	LC - SERVICING ADSN
	 
	SH - PCS DEPARTURE
	 
	35 - BAQ

	 
	 
	 
	 
	 
	 
	 

	C2 - CCV FOR INDEBTEDNESS
	 
	LD - TDY ADSN
	 
	SJ - AWOL
	 
	36 - BAQ-DIFF/SAVE PAY

	 
	 
	 
	 
	 
	 
	 

	C3 - CCV FOR TLA
	 
	LE - CORRECT DUTY COUNTRY
	 
	SK - CONFINEMENT
	 
	38 - AVIATOR CON PAY (ACP)

	 
	 
	 
	 
	 
	 
	 

	C5 - ALLOTMENT RECREDIT
	 
	LF - FUTURE MAILING ADRS
	 
	SL - DECEASED
	 
	39 - SUPPLEMENTAL BAS

	 
	 
	 
	 
	 
	 
	 

	C9 - CV TOTAL
	 
	LG - CHANGE PACIDN
	 
	SN - FIELD DUTY
	 
	40 - BAS

	 
	 
	 
	 
	 
	 
	 

	 
	 
	LH - START/CHG PAY OPTION
	 
	SP - DESERTER
	 
	43 - OHA

	 
	 
	 
	 
	 
	 
	 

	 
	 
	LK - PAY OPTION CODE
	 
	ST - SUSPENDED STATUS
	 
	46 - COLA

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	SX - NUMBER OF STATUS
	 
	63 - CMA

	DEDUCTIONS
	 
	IDENTIFICATION
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	65 - FSA

	DB - SGLI
	 
	MA - CHANGE SSAN
	 
	TOUR
	 
	 

	 
	 
	 
	 
	 
	 
	66 - INTERIM VHA

	DC - DENTAL CARE 
	 
	MC - CHANGE NAME
	 
	TC -  YEARS OF SERVICE
	 
	 

	 DD - SOLDIER'S HOME
	 
	 
	 
	 
	 
	67 - DUAL VHA

	 
	 
	MD - PAY GRADE
	 
	TG - ENTERED ACTIVE DUTY
	 
	 

	DE - MONTRGOMERY GI BILL
	 
	 
	 
	 
	 
	68 - VHA

	 
	 
	ME - SEX CHANGE
	 
	TH - ETS
	 
	 

	DF - MONETARY PUNISHMENT
	 
	 
	 
	 
	 
	74 - LUMP SUM LEAVE

	 
	 
	MG - STATE OF LEGAL RES
	 
	TI - CORRECT ENLIST DATES
	 
	 

	DG - GPLD/REPORT OF SURVEY
	 
	 
	 
	 
	 
	77 - SEVERANCE PAY

	 
	 
	MJ - ACCESSION/SEP CONFIRM
	 
	TK - PAY DATE (PEBD)
	 
	 

	DN - MEAL DEDUCTION
	 
	 
	 
	 
	 
	79 - TLA

	 
	 
	 
	 
	TL - OFFICER W/4 YRS ENLIST
	 
	 

	DQ - COLLECT OVERPAYMENT
	 
	MEMORANDA
	 
	 
	 
	85 - ENTITLEMENT ADVANCE

	 
	 
	 
	 
	TP - SERVICE COMPONENT
	 
	 

	DR - OVERWEIGHT HHG'S
	 
	N6 - TLA
	 
	 
	 
	86 - QUASI ADVANCE

	 
	 
	 
	 
	TS - TERM OF ENLISTMENT
	 
	 

	DS - START MISC DEBT
	 
	N7 - REENLIST/SEP PENDING
	 
	 
	 
	 

	 
	 
	 
	 
	TT - TAFMSD
	 
	ACTION EVENT CODES

	DT - CHANGE AP COLL AMT
	 
	N8 - DFAS MEMO'S OF CASES
	 
	 
	 
	 

	 
	 
	 
	 
	TU - ETS OR EXTENSION
	 
	B - LEAVE EXCEPT XS LEAVE

	DV - ADVANCE PAY
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	 
	 
	PAYMENTS
	 
	TZ - CORRECT OFF DATES
	 
	C - LONGEVITY

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	DW - INDEBTEDNESS PYMTS
	 
	 
	 
	 
	 
	 

	 
	 
	PA - ADVANCE PAYS
	 
	 
	 
	D - PROMOTION/REDUCTION

	DZ - INDEBTEDNES CODES
	 
	 
	 
	COMPANY CODES
	 
	 

	 
	 
	PB - ARREARS OF PAY
	 
	 
	 
	E - ACCESSION

	 
	 
	 
	 
	SURE PAY C - M - S
	 
	 

	MISCELLANEOUS
	 
	PC - CASUAL PAYS
	 
	 
	 
	G - PCS ARRIVAL

	 
	 
	 
	 
	SAV AND LOAN BANKS - H
	 
	 

	E4 - SEPARATION IN CONUS
	 
	PE - DEATH GRATUITY
	 
	 
	 
	H - PCS DEPARTURE

	 
	 
	 
	 
	CREDIT UNIONS - J
	 
	 

	E5 - FINAL SEPARATION
	 
	PF - RELEASE OF HELD PAY
	 
	 
	 
	J - AWOL

	 
	 
	 
	 
	INSURANCE - K
	 
	 

	E6 - REENLISTMENT
	 
	PH - PRIOR EOM PAY
	 
	 
	 
	K - CONFINEMENT

	 
	 
	 
	 
	MORTGAGES/GOVT - X
	 
	 

	E7 - COURT MARTIAL
	 
	PJ - MED/DENTAL BONUSES
	 
	 
	 
	P - DESERTER

	 
	 
	 
	 
	RED CROSS - G
	 
	 

	E8 - ARTICLE 15'S
	 
	PK - PARTIAL PAY (TLA)
	 
	 
	 
	T - SUSPENDED STATUS

	 
	 
	 
	 
	AER LOANS - W
	 
	 

	 
	 
	PL - SRB
	 
	 
	 
	V - SEPARATION

	 
	 
	 
	 
	CFC - P
	 
	 

	 
	 
	PN - PRIOR MIDMO PAYS
	 
	 
	 
	X - EXCESS LEAVE

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Z - MASS RATE CHANGE

	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	


(FIGURE 2-4)
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