CHAPTER THREEPRIVATE 

PAY INQUIRIES

A.  GENERAL:


1.  The pay inquiry system is designed to give the Soldier a chance to get any finance questions answered or problems solved expeditiously.  The system gives the unit commander the opportunity to screen all pay problems within the unit, or PAC eliminating lost productive time from sending Soldiers to finance needlessly.  Each PAC supports those Soldiers in its respective organization and is the first link in the finance chain to resolve pay inquiries.


2.  The primary document for the resolution of any pay inquiry is DA Form 2142 (figure 3-1).  Usually the Soldiers’ presence is not required at the finance office for resolution of pay problems.  Normal pay related issues such as promotions, reductions, reenlistment, bonuses, and entitlement starts, stops, or changes can be performed at the unit level.  In instances such as these, Soldiers should report to their orderly room/PAC office to seek finance assistance.  Soldiers who have pay issues that cannot be resolved at the unit level should be directed to their servicing finance office with a DA2142 in their possession.  

3.  The following categories require the Soldier’s presence:

a. Initiation, change, or stoppage of Basic Allowance for Housing (BAH) with dependents or Solder married to Soldier (If second submission/recurring finance problem).
b. Initiation of stop payment on checks, DD form 2660.
c. Debt Collection (i.e.: remission or cancellation, unexplained debts, erroneous debts)

d. Request for advance pay, PCS entitlements, and casual pay for overdue entitlements.

B. PAY INQUIRY PROCEDURES:


GENERAL

All Soldiers wishing to submit a pay inquiry must FIRST utilize the service of the PSNCO/PAC instead of visiting the Finance office.  If the inquiry is of a routine nature, the DA Form 2142 will be forwarded to the servicing Finance Office and a reply will be furnished within 72 hours from the date of receipt.

1. Soldiers will initiate the pay inquiry at the unit.  Soldiers will complete Section 1 of DA 2142 with any supporting documentation and forwarded through the company to the unit PAC office.

2. DA 2142 must be completed in sufficient detail to fully explain the Soldier’s problem.  The DA 2142 will not be used for the purpose of submitting documents such as starts, stops, or changes to entitlements and/or allotments.  All documents of this nature should be forwarded via a UTL (Unit Transmittal Letter) to the Finance Processing Section.

3. The PSNCO will review the DA Form 2142 and attempt to resolve the problem without having the Soldier leave the place of duty.  If the PSNCO is unable to resolve the pay inquiry and the inquiry is of a routine nature, forward the DA Form 2142 to Finance.

4. The Soldier will be directed to go to the servicing finance office in person, only when the problem is NOT of a routine nature and require the Soldier’s presence at the Finance Office.  Soldiers should not be sent to the finance office on a walk in status on Paydays.  These days are reserved for Soldiers with no pay due related emergencies.  

C.  PAYDAY ELECTRONIC FUNDS TRANSFER (DIRECT DEPOSIT) INQUIRIES:


All Soldiers are required to have direct deposit (EFT) for their military pay.  If a Soldier with an EFT pay option does not receive his/her pay within 72 hours of payday, a statement from the financial institution must be obtained before a Soldier request for action to get funds reissued by a casual payment.
D.  PROMOTIONS:


The Finance office is not the proponent for inputting promotions or reductions.  The proponent for these actions is the servicing personnel office.  Therefore, pay inquiries involving promotions/reductions require verification that the appropriate actions have been taken.  The personnel office automatically processes promotions for Soldiers in the rank of E-1 through E-4, unless the Soldier is flagged for promotion. In instances where the Soldiers rank has not been updated the finance office will require the original DA 4187 and ERB for promotion.  Soldiers promoted to the rank of E-5 through E-6 are not done locally at the personnel office and require a copy of the MDS51 report to verify that all actions have been taken by BOTH personnel office and DA, as applicable, and accepted by DFAS-IN, before any action will be taken by the local Finance office.  Local payments will not be made for the purpose of making payment for back entitlements due to promotion.  All adjustments in entitlements based on a promotion or reduction will appear on the next scheduled payday once the transition update through E-Milpo into Finance.

E.  RE-ENLISTMENT / EXTENSION:
      The Finance office is no longer the proponent for inputting changes to Soldier’s ETS dates. The proponents for these actions are PERSCOM Career Counselors and In and Out Processing in Building 1218 (Welcome Center).  All inputs to update Soldiers ETS dates will be accomplished by using the RETAIN system.  Currently finance will only process those re-enlistments/extensions that require input of selling back of leave days.  Soldiers who are due a bonus will submit their contract through their unit Reenlistment NCO for processing.  Payments of sold accrued leave will be processed by finance.  It’s the Soldier/unit responsibility to provide Finance with a copy of the DA 3340-R, Request for Reenlistment or Extension in the Regular Army, showing the Soldier’s request to cash in accrued leave.
[image: image1.wmf]PAY INQUIRY

  

For use of this form see AR 37-104-3; the proponent agency is USAFAC.

  

1.

SECTION I (To be completed by soldier)

SECTION II (To be completed by Unit Commander)

Supporting document(s) submitted or will be submitted to finance.

2.

Local payment.  Soldier has been counseled regarding impact on future pay.  My recommendation is to approve/disapprove (cross out the

appropriate word) the local payment.

3.

Other (Specify)

Signature of Unit Commander (or soldier as appropriate).

/S/  BAKER MICHAEL, CPT, INF, Commander

SECTION III (To be completed by Finance)

PROBLEM

Allotment

Non-receipt Check

Entitlements

Non-receipt LES

Collection

Other (Specify)

Leave

INQUIRY ANALYSIS CAUSE

1.

3.

5.

7.

Non-receipt of document from Unit Commander.

Document received - Finance did not process.

Document received from Unit Commander on time

USAFAC

but too late to be processed prior to JUMPS cutoff.

2.

4.

6.

8.

Late receipt of document from Unit Commander.

Document received and processed but rejected on DJUOL.

Problem with prior station.

Other (Specify)

ACTION REQUIRED

DA Form 3684

Other (Specify)

Local Payment

INQUIRY EVALUATION

Valid

Invalid

SIGNATURE OF PAY CLERK

/S/  Judith Branson, SSG, 4th Fin.Bn., 6-5858

BLOCK NUMBER

014CI

INQUIRY NO.

1

DATE

5 Mar 0*

NAME (Last, First, Middle)

BOLDEN, HOSEA

SSN

145-23-6547

GRADE

E-6

UNIT

1-8 INF

526-1212

NATURE OF PAY INQUIRY (Be specific)

SOLDIER IS UNAWARE OF THE REASON FOR DEBT COLLECTION OF $350.00 ON HIS EOM FEB 0* LES.  SOLDIER REQUEST AN

EXPLANATION OF THE DEBT.

 

DATE

TL NUMBER

 

EXPLANATION OF DEBT

DATE

5 MAR 0*

 

 

 

 

 

 

 

 

 

 

 

 

 

DESCRIPTION OF CAUSE AND ACTION TAKEN.

Debt collection was for bad check cashed at the Post Commissary.  Collection was for check #523 dated 11-01-0*.  Check amount was $335.00 and a

$15.00 administrative fee was charged. If soldier wishes to dispute the validity of the said debt he should contact the commissary.

 

 

 

DATE APPROVED LOCAL PAYMENT PAID

Explanation of debt

DA FORM 2142, APR 82

EDITION OF 1 APR 73 WILL BE USED UNTIL EXHAUSTED

USAPPC V2.00

PFR

PHONE NUMBER

                                

Debt collection


(FIGURE 3-1)
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