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APPENDIX B – 2LT FINANCE IN-PROCESSING















LEADER’S TRAINING COURSE
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	REPLY TO

ATTENTION OF
	DEPARTMENT OF THE ARMY

HEADQUARTERS, EASTERN REGION 

UNITED STATES ARMY CADET COMMAND

FORT KNOX, KENTUCKY 40121-5610


	













S: 1 May 2004
ATOE-PA







     21 January 2004
MEMORANDUM FOR  Camp Second Lieutenants

SUBJECT:  ROTC Leader’s Training Course Duty for Second Lieutenants

1.  Attached is information pertaining to the in-processing of Second Lieutenants selected to serve as cadre for the 2004 ROTC Leader’s Training Course.

2.  Ensure your Lieutenants scheduled for camp duty receive a copy of the attached memorandum.  Additionally, assist them in obtaining, completing and forwarding the forms to HQ, Eastern Region, ATTN: ATOE-PA (Leader’s Training Course 2LT In-processing), Bldg 203 Old Ironsides, Fort Knox, KY 40121-5610, NLT the above suspense date.

3.  POC at Headquarters, Personnel and Administration Division is CPT Bellard at (502) 624-4115, DSN 464-4115 or e-mail bellardr@knox-rotc.army.mil.

FOR THE COMMANDER:










STEPHEN A. SCHAFER









GS-11









Adjutant General
CF:

Ea Bde Cdr
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	REPLY TO

ATTENTION OF
	DEPARTMENT OF THE ARMY

HEADQUARTERS, EASTERN REGION 

UNITED STATES ARMY CADET COMMAND

FORT KNOX, KENTUCKY  40121-5610


	













S:  1 May 2004
ATOE-PA







      21 January 2004
MEMORANDUM FOR Camp Second Lieutenants

SUBJECT:  ROTC Leader’s Training Course

1.  Congratulations!  You have been selected to serve as cadre at the 2004 ROTC Leader’s Training Course.  You are scheduled to report to camp in accordance with the orders you will receive from HQ, Cadet Command.  Your actual camp duty assignment will be sent to you at a later date.  You are not authorized to report early.

2.  Procedures for In-processing.


a.  Work closely with your battalion to ensure you can be correctly in-processed into the Army.  The checklist of the required forms are available at your school or thru the Headquarters, Eastern Region website http://www.usaac.army.mil/cc/east .  Be extremely careful in completing these forms to ensure they are accurate and complete.  The forms should be completed without errors or strikeovers.

b. Your battalion must mail original forms listed in the In-processing Checklist of this Appendix to arrive at LTC no later than 1 May 2004 to:



HQ, Eastern Region 



ATTN: ATOE-PA (Leader’s Training Course 2LT In-processing) 



Bldg 203 Old Ironsides



Fort Knox, KY  40121-5610 


    You will hand carry copies of all forms listed in the In-processing Checklist of this Appendix with you to LTC.  


c.  Ensure you provide a telephone number, fax number and e-mail address where you can be contacted if any questions arise.


NOTE:  Once you have submitted an SF 1199A (Direct Deposit Sign-Up Form) or FMS 2231 (Fast Start) with a voided check, DO NOT CLOSE THAT ACCOUNT.
      ATOE-PA 


SUBJECT:  ROTC Leader’s Training Course Duty

3.  Reporting to Camp.


a.  Report to New Garden Tower, Bldg 4770, Dixie Hwy, between 0800 and 1630 to weigh in and receive your room assignment.  You may report in civilian attire but if you exceed the screening weight and need to be taped, you will be required to change into PT Uniform.  If you arrive after normal duty hours, still report to New Garden Tower.  The desk associate will direct you to the appropriate room or hotel and provide you with information on when and where to report the following day. 


b.  Ensure you hand carry copies of all forms listed in the In-processing Checklist of this Appendix with you to the Leader’s Training Course. 



Your battalion must mail the original forms to arrive at LTC no later than 1 May 2004 to.


c.  Ensure your medical documents (minus the dental exam -panograph), commissioning physical and shot record are included in the pseudo 201 file that your Battalion prepares for you.  If you received a panograph it will be forwarded to your OBC site by your battalion.  DNA testing done during the Leader’s Training Course has replaced the panograph requirement. 


d.  Do not hand carry your OMPF to camp.  Your Battalion will forward it to the appropriate agency in accordance with directions from HQ, Cadet Command.

4.  Pay Entitlements.  Based on the Army’s pay cycle, it may take 2 – 4 weeks after you  in-process Finance before you receive your first payment.  All Lieutenants will  request an Advance Pay of $1200 on the day you in-process to offset initial costs until you receive your initial pay.  This advance will be collected out of your paycheck over the next 12 months. 

5.  Point of Contact.  POC at Headquarters, Personnel and Administration Division is the undersigned at (502) 624-4115, DSN 464-4115 or e-mail bellardr@knox-rotc.army.mil.

Encls
  





RAMONA L. B. BELLARD

1.  Request for Advance Pay
CPT, AG

2.  Uniform Clothing Allowance
Plans Officer 

REQUEST FOR ADVANCE PAY

FOR ACCESSION OFFICERS

NAME:________________________SSAN:_______________RANK:___

   (Print)

(    ) I elect to receive an advance pay of $1200.00.  I understand that repayment will be over a twelve (12) month period.  Payment will be electronically transferred to my financial institution.

(    ) I do not elect to receive an advance pay.

                                                                                              ______________________           

                                                                                                     (Signature and Date)

$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$

          THIS FORM IS ONLY APPLICABLE TO THOSE SOLDIERS WHO          

                                  HAVE NOT YET BEEN PAID AS A 2LT!

Jan 04
DATA REQUIRED BY THE PRIVACY ACT 1974

1. Authority:  Section 3687, Title 10, U.S. Code

2. Principal Purpose(s):  Provides a basis for reimbursement of an individual’s uniform allowance upon entry on active duty.

3. Routine Use:  Establishment of individual’s entitlement to the allowance and ultimately to pay him/her this entitlement.

4.  Mandatory or voluntary disclosure and effect on the individual not providing information:  Mandatory.  Noncompliance may result in delay or denial of payment of uniform allowance.

	UNIFORM ALLOWANCE STATEMENT

	INSTRUCTIONS:  Read  the statement on the reverse side carefully.  Enter complete information in the section(s) below.  This is the basis for your claim.  Type or print clearly.  Sign all copies and submit in quadruplicate to Finance. 

	I request reimbursement for uniform allowance as provided in Chapter XXX, DODFMR Volume 7A.  Specifically:  (Check the block on which entitlement is based.)

       (  Initial Uniform Allowance – Completion of                   (  Initial Uniform Allowance

              14 days AD or ADT                                                              AD in excess of 90 days

    (  Active Duty Uniform Allowance



	SECTION I – INITIAL UNIFORM ALLOWANCE – Completion of 14 days AD or ADT

      Enter inclusive dates during which not less than 14 days of AD or ADT were performed:

                              From:                                                       To:



	SECTION II – INITIAL UNIFORM ALLWOANCE – AD in excess of 90 days

	1. Status immediately prior to entry on active duty:



	2. Date of final type physical examination:



	3. Date reported for AD in excess of 90 days:



	4. Cite complete authority (Issuing HQ, date of orders, etc):



	SECTIO III – ACTIVE DUTY UNIFORM ALLOWANCE

	1. Date of final type physical examination
	2.  Date reported for AD for an indefinite period in excess of 90 days:
	3.  Cite complete authority (Issuing HQ, date of orders, etc):



	Signature
	Date



	Printed Name 


	SSN


Jan 01

SECTION I ‑ INITIAL UNIFORM ALLOWANCE ‑ Completion of 14 days AD or ADT
1.  I have not received an initial uniform allowance in any amount as an officer under the provisions of any law other than the Armed Forces Reserve Act of 1952.      

2.  I have not heretofore applied for, except as explained below, nor received an initial uniform allowance as an officer of the National Guard of the United States Army Reserve, or Army of the United States without component under the Armed Forces Reserve Act of 1952.       

3.  The tour of active duty or active duty for training on which this claim is based required the wearing of a uniform, which I have in my possession. 

4.  I have not served as a Regular Officer of the Armed Forces of the United States within the 2 year period immediately prior to the performance of the duty on which this claim is based. 

5.  I have completed as an officer of a reserve component not less than 14 days of active duty or active duty for training as set forth on the front of this form. 

6. **I (did/did not) receive an issue of uniforms in kind as a commissioned officer of the Women's Army Auxiliary Corps, or Army Nurse Corps, or as a physical therapist or dietitian commissioned in the Army of the US without component.

SECTION II ‑ INITIAL UNIFORM ALLOWANCE ‑ Active duty in excess of 90 days

1.  I have not received an initial uniform allowance in any amount as an officer under the provisions of any law other than the Armed Forces Reserve Act of 1952.      

2.  I have not heretofore applied for, except as explained below, nor received an initial uniform allowance as an officer of the NG of the United States, Army Res, or Army of the United States without component under the Armed Forces Reserve act.      

3.  The tour of duty or active duty for training on which this claim is based required the wearing of a uniform which I have in my possession.      

4.  I have not served as a Regular Officer of the Armed Forces of the United States within the 2 year period prior to reporting for my current tour of AD or,  having entered on my current tour of Active Duty within the 2 year period following separation as an officer from a Regular Component, I continued on such duty beyond the expiration of the 2 year period and had more than 90 days to serve.            

5.  Immediately prior to entering on AD as an officer, my status was as indicated on the front of this form.            

6.  I reported for AD as stated on the front of this form.     

7.  I successfully passed a physical as stated on the front of this form.

SECTION III ‑ ACTIVE DUTY UNIFORM ALLOWANCE

1.  I reported for active duty or active duty for training for a period in excess of 90 days or actually performed duty in excess of 90 days after reporting for an indefinite period, as stated on the front of this form.   

2.  I have not received an initial uniform allowance in excess of $200.00 during my current tour of AD or within a period of 2 years before entering on my current tour of active duty.      

3.  The tour of active duty or ADT required the wearing of a uniform which I have in my possession.      

4. During the 2 year period prior to reporting for my current tour of duty, I have not served on AD or ADT for a period more than 90 days duration.      

5. Prior to this date I have neither received nor applied for the AD uniform allowance authorized under the Armed Forces Reserve Act of 1952 for the tour of AD or ADT for which this entitlement is claimed.      

6. I successfully passed a complete final physical exam as indicated on the front of this form.

EXCEPTIONS:

 PMS Responsibilities

The Professor of Military Science must ensure the following is reviewed with all 2LTs prior to departure from their schools. 

· PCS Orders Instructions

· Review the PCS orders and what the 2LTs are authorized with those orders

· TDY orders 

· TDY en route means that Lieutenants are expected to go from HOR/School Location, to LTC, to OBC, then to first duty station 

· TDY and Return is not authorized by these orders

· Difference between IA vs. AD

· IA – will begin receiving entitlements and accruing time in service from date of commissioning

· AD – will begin receiving entitlements and accruing time in service from date accessed on active duty

· Understand time it takes to get paid 

· To ensure timely processing of pay, all forms must be complete and accurate prior to submission of documents to HQ, US Army ROTC (2d Region) 

· Based on the Army’s pay cycle it may take 15-30 days after finance in-processing before the initial payment is made

· If you open a second or new bank account and elect to have your pay transferred to the new account by Direct Deposit, do not close your initial Direct Deposit account until a new SF 1199 Direct Deposit Form or a new FMS 2231 Fast Start Form along with a voided check has been processed by Finance and you have received a payment to your new account

· DA FORM 31 (Request and Authority for Leave)

· If taking Excess/Advance leave 

· Block 10a must reflect the day leave starts 

· Block 10b must show the report date to LTC or other Temporary Duty location 

· Even if leave is not taken, a leave form must be submitted to cover travel time

· Block 10a must reflect date travel begins

· Block 10b must show the report date to LTC or other Temporary Duty location

*NOTE:  The dates on the DA 31 must coincide with TDY/PCS orders for travel.  DFAS will not accept packets without a DA 31 signed by the PMS or school representative.  Camp personnel are not authorized to sign block 13 of DA 31.
HRA Responsibilities

The HRA for each school plays an intricate part in ensuring that all 2LTs are paid in a timely manner.  The following procedures (3 stages) are to be followed in order for IA/AD Lieutenants selected to serve as cadre at LTC have a smooth transition into the Army:

Stage I - Prior to Commissioning.

A. The HRA for each school will review and make all necessary corrections to the documents listed in the In-Processing Checklist of this Appendix prior to mailing the originals to the address below, for receipt at LTC by 1 May 2004:

HQ, Eastern Region 

ATTN: ATOB-PA (Leader’s Training Course 2LT In-processing)

Bldg 203 Old Ironsides

Fort Knox, KY 40121-5610

B. Upon Receipt of these documents at Second Region, the 2LT in-processing clerk  will review the documents for completeness and accuracy and a suspense file for each Lieutenant will be created. 

Stage II - Immediately after commissioning.

A.  The HRA must fax the DA Form 71 (Oath of Office) to 502-624-4774 or DSN 464-4774, ATTN Leader’s Training Course 2LT In-processing.

B.  Upon Receipt of the Oath of Office all 2LT packets will be complete and held until Lieutenant arrives and in-processes at LTC.   

Stage III - Upon departure from the school.

Ensure copies of all documents and forms listed in the In-Processing Checklist of this Appendix, including their medical record, commissioning physical and shot record are in the 2LT’s possession prior to departure.

INPROCESSING PROCEDURES FOR 2LT’S
Day Zero

Upon Arrival to Fort Knox, report to New Garden Tower, Bldg 4770, Dixie Hwy, between 0800 and 1630 to weigh in and receive your room assignment.  You may report in civilian attire but if you exceed the screening weight and need to be taped, you will be required to change into PT Uniform.  If you arrive after normal duty hours, still report to New Garden Tower.  The desk associate will direct you to the appropriate room or hotel and provide you with information on when and where to report the following day. 

Once at New Garden Tower, Bldg 4770, the following will take place:
Sign-in to LTC 
In-processing personnel must complete blocks 16a, 16b and 16c on DA Form 31 bringing 2LT from their school
Receive room assignment

Conduct height and weight certification for LTC

Complete P & A in-processing paperwork

Upon completion of the above items, 2LTs will be released to go to the Military Police Station to obtain a temporary vehicle registration stamp on their TDY orders.   2LTs will be directed to report to Bldg 7032 at 0630 the following day (Day One) for urinalysis testing, DNA and HIV testing.

Day One

Report to Bldg 7032 at 0630 for urinalysis, DNA and HIV testing.  If height and weight certification was conducted on day zero, report in BDU’s.  If 2LT did not conduct height and weight certification on day zero, report in PT uniform to conduct height and weight certification and urinalysis, DNA  and HIV testing.  Upon completion of urinalysis testing 2LTs are released for personal hygiene and breakfast.  

Report to Bldg 7103 at 0900, with all copies of documents listed in the In-Processing Checklist of this Appendix to receive a finance in-processing briefing and confirm completeness of all forms necessary to submit to Finance and initiate the pay process. 

Following finance in-processing all 2LTs will be released for lunch and then will report back to Bldg 7103 at 1300 for the Camp Commander/Chief of Staff briefing.  

Following the Camp Commander/Chief of Staff briefing, 2LTs will be directed to Fort Knox One Stop Inprocessing to be issued a military ID card. 

2LTs will report back to Bldg 7103 at 1645 to be released to their committees.

DATE PACKET RECEIVED: ______________ 
RECEIVED BY: ________________________________

IN-PROCESSING CHECKLIST

NAME: ______________________________     IA    AD     ENTERED ACTIVE DUTY DATE: _________

SCHOOL: ________________________________          CAMP ASSIGNMENT: ______________________________

REPORT: _________ DEPART: _________ # DAYS _____

[image: image6]
REQUIRED FINANCE DOCUMENTS




______Three complete sets of orders with 1610 from CC for LTC 

______W4 Employee Withholding Allowance 

______DD Form 2058 Statement of Legal Residence

______DD Form 2058-1 State Tax Exemption (if applicable) 

______SF 1199 Direct Deposit or FMS 2231 (Fast Start) with a voided check 

______DA 3685 Pay Election 

______ATZK-CM 3564 Uniform Allowance Statement 

_______DA 5960 (If single must put address where soldier residing in Block 10) *need copies of marriage/birth    certificates also need court ordered child support for BAH diff. 

_______SGLV 8286 SGLI Election (if applicable) 

______Advance Pay Request for Accession Officers 

______DD 93 Emergency Data
[image: image7]
REQUIRED PERSONNEL DOCUMENTS  

REQUIRED MEDICAL DOCUMENTS 
_____DA 31 (Excess/Advance Leave Prior to LTC)   

______Medical Record

           *If blocks 9c and 9d are left blank excess leave
______SF 88 (Commissioning Physical)

            will be charged.  Packet will be rejected if DA 31      ______Shot Record  
            not signed by the PMS. 



_____DD 1610 LTC





_____DD 1610 OBC



_____DA 71 (Oath of Office) 

_____ DA 705 (APFT Score Card)









2LT IN-PROCESSING SCHEDULE

TIME

         ACTIVITY




  LOCATION                UNIFORM
0630-0800
  Urinalysis/DNA/HIV Exam
Bldg 7032


   BDU/PT w/ ID Card

0800-0850
  Breakfast/PH




Local DFAC

    PT or BDU

0900-1130
  Finance Briefing



Bldg 7103


    BDU

1130-1250
  Lunch






On your own

    BDU

1300-1430
  Personnel & Camp Briefing
Bldg 7103


    BDU

1430-1630
  ID Cards





1 Stop



    BDU

1645

  Committee Rep Link-up

Bldg 7103


    BDU




POC at this Headquarters’ Personnel and Administration Division is CPT Bellard at (502) 624-4115, DSN 464-4115 or e-mail bellardr@knox-rotc.army.mil.
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APPENDIX A - MAP OF NORTH FORT LEWIS AND FORT LEWIS
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