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Chapter 1

General

1-1. Purpose.  This handbook provides the battalion commander with general guidance on administering financial assistance for the education and training of eligible cadets who are enrolled in the Army ROTC program (applies to all SROTC units, Senior Military Colleges (SMC), Junior Military Colleges (JMC), and Non-Host schools). 
1-2. References.

    a.  DOD Directive 1215.8, Senior Reserve Officers Training Corps (ROTC) Programs.
    b.  DOD Regulation 7000.14-R, Financial Management Regulation, Volume 7A.
    c.  AR 145-1, Senior Reserve Officers’ Training Corps Program:  Organization, Administration, and Training.

    d.  CC Regulation 145-1, Reserve Officers' Training Corps Army ROTC Scholarship Policy, Administrative, and Procedural Instructions.

    e.  CC Regulation 145-9, Commissioning/Accessioning.

    f.  CC Regulation 145-12, Reserve Officers’ Training Corps Student Management Database.

    g.  CC Pamphlet 145-4, Enrollment, Retention and Disenrollment Criteria, Policy and Procedures.
    h.  Cadet Command Information Management Systems (CCIMS) User Manual.  

    i.  Other related documentation can be obtained by accessing the “Cadet Life Cycle Help Desk” or “The Right Site” on the Cadet Command Web-Site
(www.rotc.monroe.army.mil).  

Chapter 2
Cadet Pay
2-1. Overview.  Cadet pay is a battalion commander's pay business and must be continuously worked to maintain proper tracking by the senior leadership at each battalion.  The battalion commander can delegate the responsibility but must always be aware of actions being worked. 

2-2. Cadet Pay Transactions.  IMPORTANT!  CCIMS must be updated within 3 working days if changes affect a cadet’s pay.  The pay system is driven by the cadet’s social security number and not the name of the cadet.  Incorrect numbers can cause overpayments or duplicate accounts.  Cadet personnel actions drive the creation of pay transactions for a cadet in the Student Management Subsystem of CCIMS (Figure 2-1).  Examples of these actions can include contracting, leave of absence, administrative suspension, return from leave of absence, change in contract and graduation dates, change to completion, MS6 or commission status.  Pay transactions are created when adding a new cadet, modifying enrollment status or general cadet information, and when a cadet is transferred.
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                         Figure 2-1

As each action is completed and the record is saved a pay history is established and can be viewed by clicking the “DFAS Hist” tab (Figure 2-2).
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                         Figure 2-2

History of DFAS Transactions Created (Figure 2-3) will remain in the cadet’s record either as active or inactive.
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                        Figure 2-3
    a.  Cadets attending SMC or JMC will have pay transactions created as an exception to paragraph 2-1.  Non-contracted cadets in Status U (JMC for Credit), V (SMC for Credit), R (Scholarship Award Pending), S (Advance Designee Scholarship), and Z (Probable) receive a yearly payment when enrolled as MS I or II for the payment of a "commutation payment" which is provided as a payment in lieu of issuance of Army green uniform.  Each cadet must be enrolled in the program for 45 days from First Day Fall each academic year to be authorized the payment.  Contracted cadets enrolled as MS I, II or III are authorized the "commutation payment."  If a cadet contracts at the MS IV level they receive a payment at one-half of the established MS III rate.

    b.  CCIMS User Manual, Chapter 7, Appendix B, displays examples of pay transactions created for cadets.   

2-3. Subsistence Allowance.  Subsistence allowance is authorized for all scholarship cadets or cadets who are enrolled in the Advanced Course.  Payments occur on a recurring basis at mid-month and end-of-month unless a change has been processed to affect the initial dates (stop, leave of absence, etc.).  Cadets added to the pay system or changes to pay must be processed and certified in CCIMS to reach Defense Finance and Accounting Service (DFAS) normally by the 5th of the month to affect the current mid-month pay or by the 20th of the month to affect the current end of the month pay.  Cut-off dates are established by DFAS and may vary month to month.  Rates for each MS Class are as follows to include the specific pay period for each level.

    a.  Basic Course Cadets.

    (1) Military Science I Scholarship Cadets - A payment of $250.00 per month begins on the first day of contracting and is authorized NTE 10 months based on the academic school year dates.  The amount of $250.00 was approved by Congress effective October 1, 2001.  

    (2) Military Science II Scholarship Cadets - A payment of $300.00 per month begins on first day of contracting and is authorized NTE 10 months based on the academic school year dates.  The amount of $300.00 was approved by Congress effective October 1, 2002.  
    b.  Advanced Course Cadets.

    (1) Military Science III (through MS IV year) Scholarship Cadets – A payment of $350.00 per month begins on first day of contracting and runs continuously uninterrupted less paid training days (not paid when serving on active duty with a Troop Program Unit (TPU), while attending Leader Development and Assessment Course (LDAC), Nurse Summer Training Program (NSTP) or Cadet Troop Leader Training (CTLT)) up to the MS IV start date (first day fall of the MS IV year) NTE 20 months.  On the first day fall of the MS IV year, the amount is increased to $400.00 for the remainder of the 20 months, or not to exceed the graduation date.
    (2) Military Science III (through MS IV year) Non-Scholarship Cadets – A payment of $350.00 per month begins on first day of contracting (if not conditionally contracted) and runs continuously uninterrupted less paid training days (not paid when serving on active duty with a TPU, while attending LDAC, NSTP or CTLT up to the MS IV start date (first day fall of the MS IV year) NTE 20 months.  On the first day fall of the MS IV year, the amount is increased to $400.00 for the remainder of the 20 months, or not to exceed the graduation date.
NOTE:  Non-Scholarship Cadets (except Simultaneous Membership Program (SMP) participants) who are conditionally contracted are entitled to retroactive subsistence allowance for the period they participate in the Advanced Course program while in a conditional status (verified by Non-Scholarship Contract (DA Form 597) and the conditional data inputted in CCIMS).
    c.  Extension of Subsistence Allowance.

    (1) Military Science V Scholarship Cadets - A payment of $400.00 during the period of the approved extension NTE 10 months.  Requests for extension of scholarship benefits must be submitted to Headquarters, Cadet Command (ATCC-OP-I), between 1 Feb and 1 Apr for the following Fall term.
    (2) Military Science V Non-Scholarship Cadets - A payment of $400.00 during the period of the approved extension NTE 10 months. Requests for extension of non-scholarship MS V must be submitted to Headquarters, Cadet Command (ATCC-PA-C), NLT 30 days after the start of the Spring MS IV semester/quarters.
    d.  Military Science VI Cadets  - Not authorized subsistence allowance.    
     e.  Completion Cadets – Not authorized subsistence allowance.
2-4. Common Rules. 

    a.  If a cadet is added, enrollment status changes, information is modified, or a cadet transfers in from another ROTC battalion, the Human Resource Assistant (HRA) or other authorized cadre member, must go into the cadet’s record in the Student Management Subsystem of CCIMS to enter the data so the proper pay transactions are generated.

    b.  IMPORTANT!  If there is no “DFAS Hist” tab, then there were no pay transactions created which means no pay!  The pay system in CCIMS is designed to provide a history of pay information throughout the process of creating pay transactions.  As discussed earlier, the pay history can be viewed by accessing the "DFAS Hist” tab in the cadet’s record.  If there is no “DFAS Hist” tab or the proper pay transactions were not created on a particular cadet, try to troubleshoot the problem.  If unsuccessful, refer the problem to the Pay Operations Division for assistance.  
    c.  Certification Processing (Created DFAS Transactions).
    (1) IMPORTANT!  Battalion Commanders or authorized designees must sign the Certification Report before pay transactions can be released to Headquarters, Cadet Command, Pay Operations Division.  The key to cadets being paid correctly is the Certification Report (Figure 2-4) which the battalion commander or authorized designee signs after the necessary pay transactions are processed.  The entire Certification Process should be done as a minimum, 2-3 times weekly, but always after pay transactions are created.
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                          Figure 2-4
    (2) The battalion has the ability to run the Certification Process for a single cadet or for all cadets (preferred method) from the “Created DFAS Transactions Processing Page” (Figure 2-5) in the Reports Sub-function of the Student Management Subsystem in CCIMS.
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                         Figure 2-5
After selecting the desired method (SSN or ALL), the listings of Created DFAS Transactions (Figure 2-6) reflects only those pay transactions that will be certified and forwarded to DFAS by the Pay Operations Division.
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                          Figure 2-6
Any certification errors that occurred during the certification process can be viewed by clicking “The following certification errors were encountered.  Please review and make necessary corrections:” displayed at the top of the page (Figure 2-7).
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                         Figure 2-7
The battalion will only have visibility to certify and/or delete transactions that are ready for transmission to the Pay Operations Division.  When the Certification Process is cancelled, all data prior to input will be reinstated.  CCIMS will not allow transactions to be released unless the ‘RELEASE TO HQCC’ (Also shown in Figure 2-4) is selected and this is not to be done until the Certification Report is reviewed and the battalion commander or designee has signed it.
    (3) IMPORTANT!  The battalion must maintain Certification Reports until the 257 Monthly Pay Report (Figure 2-8) is received and reviewed for accuracy.  CCIMS creates 80-character codes that are forwarded to DFAS by the Pay Operations Division to make the required pay changes to cadet accounts.
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Figure 2-8
    d.  Transaction Indicator Number (TIN).   The key to reading the Certification Report is the Transaction Description and TIN created for each personnel action.  The Transaction Description and TIN are most often grouped based on the specific cadet action being accomplished, the time of school year, and/or type of school:

    (1) Newly Contracted - When a cadet contracts the following TIN's are created: AA1, A05, A06, A07, A08, A18, and A24.  The definition of each code can be found in the CCIMS User Manual, Chapter 7, and Appendix C.
    (2) Military Schools - For cadets added to the pay system for commutation only, all of the same transactions used when contracting a new cadet with the exception of A24 TIN.  For MS I and MS II non-contracted cadets, recommend use of the Electronic Fund Transfer (EFT) mandatory direct deposit (See (3) below for further description of Commutation Payments). 

    (3) Book and/or Commutation Payments.
    (a) IMPORTANT!  Book payments are generated based on the type of school (semesters/quarters) of the HOST ROTC program only.  The book transactions are created based on the school calendar dates of the Host ROTC program maintained in the Directory Subsystem of CCIMS.  At the beginning of the school year, books are generated 20 days prior to first day fall for returning MS III, IV, and V cadets.  CCIMS allows the book payments to be processed on the 1st day of classes plus six days for returning MS II cadets.  Newly contracted cadets will be processed on the 45th day of classes of the Host school.  Commutation payments for all cadets at military schools can only be processed after meeting the 45-day requirement each academic year
    (b) For cadets added to CCIMS after school has been in session over 45 days, CCIMS will create initial pay transactions and must be certified (See Paragraph 2-4c).  The books or the commutation payments must wait for at least one day before CCIMS will allow certification.  The cadet must be on the DFAS system before the books or commutation can be paid.

    (c) Subsequent book payments can be made no earlier than 20 days prior to the start date of the subsequent semester or quarter. 

    (d) Summer Term Books payments for approved summer sessions are automatically created in CCIMS when the Scholarship Tracking module processes summer validated amounts.  The Certification Process must be run to release the book payment. 

    (4) Changes to a Cadet's Pay - Changes to a Cadet's pay involve generation of TINs being created, for a list see CCIMS User Manual, Chapter 7, and Appendix C.
    (5) IMPORTANT!  The beginning of the new School Year is a very critical time for all actions affecting cadet pay and must be given special attention.   MS Class Rollover - It is very important that the MS Class rollover (change from MS I to MS II, MS II to III, MS III to IV, etc.) be accomplished AFTER THE LAST DAY OF THE SPRING TERM AND PRIOR TO FIRST DAY OF THE FALL TERM for the academic school the cadet is attending.  The recommended date to start making changes is 1 July.  Mid-year entry cadets, rollover the MS Class PRIOR TO FIRST DAY OF THE APPLICAPBLE TERM.  
    e.  SMP.
    (1) SMP allows dual membership in the ARNG or the USAR and the ROTC Advanced Course.  Enlisted members of these components must be SMP or surrender their reserve or guard status if they want to enroll in the ROTC Advanced Course.       
    (2) Conditionally contracting is authorized for SMP participants.  However, retroactive subsistence allowance IS NOT authorized for SMP cadets. 

    (3) IMPORTANT!  SMP data must be entered correctly in the cadet’s record in the Student Management Subsystem of CCIMS to prevent overpayment.  Subsistence allowance will start based on the contract date that is entered in CCIMS.  
    f.  Transfer of Contracted Cadets.
    (1) Losing School.  Cadet must be disenrolled in CCIMS with a reason code of D-15 (Transfer to Another School) and select the proposed school the cadet is transferring to.  This will generate an A05 transaction to stop the cadet's subsistence.  The cadet is not authorized subsistence until the cadet reports in to the gaining school. 

    (2) Gaining School:  Must "Transfer In" the cadet in CCIMS.  An A05E (Graduation Date Change) and A24I (Cadet Transfer) transaction will be created.  The cadet’s DFAS History must be reviewed to ensure proper transactions were created.

    g.  LDAC and Leader Training Course (LTC).
    (1) IMPORTANT!  All cadets (other than Status I Immigrant) must be properly contracted prior to attending NALC and cadets under the Alternate Entry Option must be contracted prior to attending LTC.  The Camps Subsystem in CCIMS allows the recording of administrative and performance data for cadets who are attending either LDAC or LTC.  Only authorized personnel at these courses will have access to input this data accordingly.  .
    (2) Currently the daily rate of base pay for cadet’s attending LDAC and LTC is $25.48 per day.  The rate is based on 35% of the basic pay of a commissioned officer in the pay grade 0-1 with less than 2 years service.  The amount is then reduced by federal and state taxes if applicable.  The amount will further be reduced for those cadets who elect to have Servicemen’s Group Life Insurance (SGLI) deducted from the pay at NALC.  There is no SGLI deduction for cadets attending LTC.  Cadets attending LDAC are paid twice a month and Leave and Earning Statements (LES) are sent to the appropriate camp address (regiment/company/platoon).  All cadets at LDAC must have Direct Deposit established.  Mandatory Direct Deposit will pay cadets attending LTC on the last day of the course cycle and LES’s are sent to the appropriate course address.  Cadets attending LTC have the option of receiving two casual payments; the 1st one in the amount of $20.00, and the 2nd in the amount of $80.00.  W-2 forms will be issued on all base pay received during the course and will be sent to the cadet’s home of record for LTC and the battalion for LDAC at the end of the tax year. 

    (3) All enrolled ROTC cadets participating at LDAC or LTC are eligible for coverage under the Federal Employee’s Compensation Act (FECA). 
    (4)  Pay actions must be accomplished during January each year for cadets attending summer courses.
    (a) Graduation dates must be reviewed for all MS IV cadets who will be attending LDAC and if need be, extended to the last day of LDAC/CTLT in order for cadets to receive ROTC base pay for summer course.  Do not change the graduation date back to the original date because DFAS will automatically create a debt (approximately $1,000.00) on the cadet.   

    (b) Ensure cadets attending LDAC and LTC have valid direct deposit accounts.  Accounts must remain open at the end of the school year.
    (c) A review of each cadet’s current SGLI election must be accomplished to ensure the SGLI election is correct.  Those cadets attending LDAC and who have elected SGLI coverage will have SGLI deducted from their pay when base pay for training starts.  Cadets need to understand the proper election coverage prior to departing for LDAC.
    (5) LDAC Commander’s Pay Report and Information Paper.  During LDAC each Regiment Commander/Admin are provided a Commander’s Pay Report and Information Paper by the Pay Operations Division.  These documents reflect a by-name list of pay data on each cadet while at LDAC (See Information Paper at Appendix).  

    h.  Pay Inquiries.  IMPORTANT!  Do not submit Pay Inquiries if corrections are annotated on the 257 Monthly Pay Report.  Headquarters, Cadet Command, Pay Operations Division standard is that all pay problems be handled within 15 working days.  An email message must be sent to cadetpay@monroe.army.mil if the problem is not resolved within 30 calendar days or if there is a pay question with no action required.  Battalions will submit only one DA Form 2142 (Pay Inquiry) per cadet.  Inquiries must be completed with applicable data, signed by the battalion commander or designee, and faxed or mailed to the Pay Operations Division with a DA Form 200 (Record of Transmittal).   Even though CCIMS creates the pay inquiry it does not have the capability to transmit the form electronically therefore, it must be sent by means already discussed.  Instructions on Pay Inquiries are found in the CCIMS USERS Manual, Chapter 7.2.1.1.5.  
    i.  Debts.  If a cadet has any type of government debt (i.e., overpayment of subsistence, books, or SGLI from the Reserves) it will be taken from the first available payment of government funds, including the payment of the cadet's subsistence, commutation or book allowance.  The cadet will receive an LES that tells when the debt was established and a collection imposed.  Debts are also reflected on the 257 Monthly Pay Report.  If a cadet is in a permanent non-pay status (disenrolled, commissioned) and has a debt, then the collection is generated by DFAS-Denver and a Debt Letter is sent to the cadet.  A Customer Service 1-800 number (1-800-962-0648) is provided in the letter regarding Out-of-Service debts. 
    j.  Check Return/Non-Receipt of Check. 

    (1) Check Return.  IMPORTANT!  No personal checks accepted.   First make sure the cadet is not entitled to the check.  If not, the check must be mailed to the Pay Operations Division with two copies of DA Form 200.  Block 18 (Remarks Section) of the form should be annotated with the following statement, "Cancel the following checks for non-entitlement (include the dates)."   To repay overpayments of entitlements, check must be made out to U. S. Treasury either by money order or certified check.  
    (2) Non-Receipt of Check.  Checks not received, lost, stolen, destroyed, or mutilated a DD Form 2660 (Statement of Claimant Requesting Recertified Check) must submitted to Pay Operations Division who in turn will forwarded it to DFAS-Indianapolis.  The DD Form 2660 should contain as much information as possible (i.e. dates, amount, and check number), signed by the cadet, in block 10, faxed or mailed with a DA Form 200.  

2-5.  Management Reports.  Battalion commanders receive management reports from CCIMS and DFAS to assist them with managing the pay of their cadets.  Commanders can also utilize the cadet’s LES as a key pay source document.    

    a.  DJMS-RC ROTC Monthly Status and Payment Report (257 Report) or Commander’s Pay Report.  These reports are prepared by DFAS-Indianapolis on a monthly basis and reflect all pay actions processed prior to an established cutoff date for the month.  Also reflected on the report (in the TRAINING PAID column) is the base pay paid to cadets who attended LDAC or LTC.  Any deductions are displayed in the COLLECTION column and the NET PAY column reflects the amount the cadet received for the month minus any deductions. 

    (1)  IMPORTANT!  Do not mail the report if it was faxed.  Each column on the 257 Monthly Pay Report represents vital information that requires close scrutiny.  Any discrepancies found must be clearly annotated with the correct information.  The report is signed by the battalion commander or designee and must be received by the Pay Operations Division NLT the 8th work day of each month (this also includes summer months report).  The preferred method of transmittal is faxing the document, but it can be mailed as long as it is received by the 8th.  Reports are tracked monthly and non-receipt is reported to the brigade commander.  
    (2)  Commander’s Monthly Pay Report/257 Changes:

    (a)  Currently you receive a hard copy report from DFAS-Indianapolis of this report.  We have finalized having the report added to CCIMS, Student Management, Reports which will allow each battalion to pull up the report on a timely basis (about the 25th of each month).

    (b)  The report looks exactly like the DFAS-IN furnished report with the following changes: 

    1  If a cadet has not been in a pay status over 6 months, they will not be on the report.

    2  If a cadet is not in an active status at the battalion at the time the report is loaded into CCIMS (about the 25th of the month), the cadet will not be counted as a “paid member.” (Information on rollup page of report.)

    3  The format of the report is by program code and alphabetical order.  This will show the NS05, NS04, NS03, SC05, etc. 

NOTE:  The SSN has been removed for this sample only!    

    (c)  The hard copy report will still be provided for a few months, but we request that you utilize this report as soon as possible to meet the suspense of the 8th workday of each month (the suspense remains the same).  Once we ensure this process is working for all battalions, we will direct DFAS-IN to stop the mail out of the hardcopy report.    

    (3)  Instructions for Printing and Logged/Receipt of the 257 Reports from CCIMS.    

    (a)  We changed CCIMS to allow the Battalions to print and to reflect the receipt of the Monthly 257 Report. We have added two new functions on the Reports menu under the Student Management Subsystem within CCIMS. They are called CDR's Monthly Cadet Pay Report (257) and at the Brigade and Region levels 257 Report Logged/Receipt at BN.

    (b)  CDR's Monthly Cadet Pay Report (257) This function allows the Battalions to print their Monthly 257 Report from CCIMS. On the Report menu highlight and click on CDR's Monthly Cadet Pay Report (257).
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Figure 2-9
    1  At the CDR'S Cadet Pay Report (257) Selection Screen, the Bn must select a month for the report they wish to print. The Battalion will have the capability to select and print four months of reports. This report is to be printed and worked on a monthly basis to meet the recurring monthly suspense of the 8th workday to reach the Cadet Pay Office for action.  
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Figure 2-10
    2  Once a month has been selected, Highlight and click on school name.
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   Figure 2-11
    3  The 257 Report will appear as shown below (note the ssn have been removed). You must print the report by selecting the printer ICON on upper left of the screen. 
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                           Figure 2-12
    4  After the report has been printed, the Bn must click on "Logged/Receipt at BN". The following screen will appear with the following message. Select "OK" button to notify HQCC that you have viewed your Cdr's Monthly 257 Report. You must print, review, and have the report signed and faxed to HQCC no later than the 8th workday of each month."

"Select the "CANCEL" button to stop the processing of the Cdr's Monthly 257 Report."

NOTE: This process will allow your Brigade, Region and HQCC to track and see if your monthly 257 Reports have been viewed in a timely matter. 

NOTE: BATTALIONS ARE STILL REQUIRED TO FAX 257 REPORT NO LATER THAN THE 8TH WORKDAY OF EACH MONTH. THE REPORT IS NOT SENT TO HQCC ELECTRONICALLY WITH THIS PROCESS.
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                        Figure 2-13 
    5  After the process has been completed, you will receive the following screen.
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                          Figure 2-14
    (4)  Commander’s Monthly Pay Report/ 257 Report Information for REGION/Brigade Level:  

    (a)  We have added an option for the battalions to retrieve the monthly Commander’s Pay Report in CCIMS, Student Management, Reports.  

    (b)  The report and tracking of the report will be available for the Region and/or Brigade for information only.  There is not a requirement to track the report.   If the Brigade is interested in seeing the status of the report the option will be available to print the “Logged/Receipt”.  

    (5)  Instructions for Printing and Logged/Receipt of the 257 Reports from CCIMS (Region/Brigade Levels Users)    

     (a)  We changed CCIMS to allow the Battalions to print and to reflect the receipt of the Monthly 257 Report. We have added two new functions on the Reports menu under the Student Management Subsystem within CCIMS. They are called "CDR's Monthly Cadet Pay Report (257)" and at the Brigade and Region levels "257 Report Logged/Receipt at BN". We have added two new roles within CCIMS at the Region and Brigade levels to give them access to view the Monthly 257 Report and view the status of the "257 Logged/Receipt at Bn". The two roles are Region Cadet Pay (RCP) for Regions and Brigade Cadet Pay (BCP) for Brigades. 

    (b)  CDR's Monthly Cadet Pay Report (257) This function allows the Regions and or Brigades to print and view Monthly 257 Reports from CCIMS for battalions that are subordinate to that Region or Brigade. On the Report menu highlight and click on CDR's Monthly Cadet Pay Report (257). 
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Figure 2-15
    (c)  At the CDR'S Cadet Pay Report (257) Selection Screen, the user must select a month for the report they wish to print. The user will have the capabilities to select and print four months of reports. 
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                    Figure 2-16
    (d)  Once a month has been selected, Highlight and click on school name. NOTE: You will only have a list of schools that are under your Region or Brigade.
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                           Figure 2-17
    (e)  The 257 Report will appear as shown below (note the ssn have been removed for this sample only). You must print the report by selecting the printer ICON on upper left of the screen. Regions and Brigades only have access to view and print the reports. After the report has been printed or viewed, you can click on "Cancel" then on "OK" to return to the Student Management Home Page.
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                             Figure 2-18
    (f)  257 Report Logged/Receipt at BN This function allows the Brigade, Region and HQCC to track and see if the monthly 257 Reports have been viewed in a timely matter. The report will display the school name(s), the USER-ID, and date the Battalion viewed the 257 Report. 

Select a school: Univ of Connecticut
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                         Figure 2-19
    (g)  The following report will be displayed. Clicking on the printer ICON on the upper left of the screen can print the report.   
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                           Figure 2-20
NOTE: BATTALIONS ARE STILL REQUIRED TO FAX 257 REPORT NO LATER THAN THE 8TH WORKDAY OF EACH MONTH. THE REPORT IS NOT SENT TO HQCC ELECTRONICALLY WITH THIS PROCESS.

(h)  The current suspense to have this report reviewed, annotated and sent to HQCC, Cadet Pay, by the 8th workday of each month has not changed with this action.  

    (i)  Please contact Mr. Mike Tinker, 757-788-3679 if you have any questions.    

    b.  DJMS-RC ROTC Uniform Commutation Payment Report 261 (Military Schools).   This report is prepared by DFAS-Indianapolis on a monthly basis and faxed to the battalion by the Pay Operations Division.  The report reflects all Commutation Payments actions processed prior to an established cutoff date for the month.  Each column of the report represents vital information that requires close scrutiny.  Any discrepancies found must be clearly annotated with the correct information.  The report is signed by the battalion commander or designee and sent back to the Pay Operations Division (The preferred method of transmittal is faxing the document, but it can be mailed).
    c.  IMPORTANT!  A DD Form 577 (Signature Card) is required on file at the Pay Operations Division identifying personnel who are authorized to sign the Certification Report (Figure 2-21).  The card may be faxed to (757) 788-3749/5276 or mailed to:  

Headquarters

US Army Cadet Command

ATTN:  ATCC-RM-P (Pay Ops Div/POC)

16 Murray St

Fort Monroe, VA  23651-1077
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                      Figure 2-21
    d.  IMPORTANT!   The Cadet in Pay File Report is "FOR OFFICIAL USE ONLY" document and maintained IAW AR 380-5, Chapter 5.  Cadet in Pay File Report (Figure 2-22).  Report is listed for the Host School only in the Student Management Subsystem of CCIMS.  It reflects all pay items pertaining to the cadets.  
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                         Figure 2-22
    e.  DFAS Form 702 (Defense Finance and Accounting Service Military Leave and Earning Statement).  The LES is a comprehensive statement displaying entitlements, deductions, and tax withholding information.  Cadets should verify and keep their LES each month.  If they are unclear of a certain areas on the LES, they should consult with the HRA or other qualified battalion cadre personnel for clarity. 

         (1) Explanation of LES (ROTC/SMP Cadet) (Figure 2-23).  Fields 1-9 contains the identification portion of the LES.  Fields 10-20 contains the entitlements, deductions, their respective totals, and a mathematical summary portion (Fields without numbers are not used for the payment of ROTC cadets).  Field 10 (Entitlements) displays entitlements for ROTC Subsistence, Basic Pay (for Reserve Drill Pay), and ROTC Books and Supplies.  Field 11 (Deductions) displays taxes, Debt Payment, or SGLI.  Fields 21-26 contains Federal Tax withholding information for SMP cadets and when cadets are paid ROTC Base Pay for attending LDAC and LTC.  Fields 27-31 contains Federal Insurance Contributions ACT (FICA) information.  Fields 32-37 contains State Tax Information.  The Remarks section, Field 38, provides general notice from varying levels of command, as well as the literal explanation of starts, stops and changes to pay items in the entries within "Entitlements and Deductions" fields.  This field also contains information on the Financial Institution that is used by the cadet, and must be verified monthly and upon any changes.  
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                        Figure 2-23
        (2) Explanation of LES (ROTC/SMP Cadet - Summer Course Pay) (Figure 2-24).  Fields 1-9 contains the identification portion of the LES.  Fields 10-20 contains the entitlements, deductions, their respective totals, and a mathematical summary portion (Fields without numbers are not used for the payment of ROTC cadets.).  Field 10 (Entitlements) and Field 10 (Entitlements) contain entitlements for ROTC Base Pay.  Field 11 (Deductions) displays taxes and SGLI (Non-SMP cadets attending LTC, there will be no SGLI deduction (covered by Workman Compensation Act).  Fields 21-26 contains Federal Tax withholding information for SMP cadets and when cadets are paid ROTC Base Pay for attending LDAC and LTC.  Fields 27-31 contains Federal Insurance Contributions ACT (FICA) information.  Fields 32-37 contains State Tax Information. The Remarks section, Field 38, provides general notice from varying levels of command, as well as the literal explanation of starts, stops and changes to pay items in the entries within "Entitlements and Deductions" fields.  This field also contains information on the Financial Institution that is used by the cadet, and must be verified monthly and upon any changes.     
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                      Figure 2-24
2-6.  Cadet/Battalion Responsibility.  If a cadet has direct deposit and notifies the battalion he/she did not receive their payment, then the cadet needs to provide the battalion their LES as proof of payment.   If the LES indicates the money was deposited, it is the responsibility of cadet to provide proof from the bank that it was not.  Once proof is established then the cadet's pay can be corrected in timely manner.  The battalion is responsible for correcting erroneous data in CCIMS (i.e, incorrect routing number, account number, or type account).  Normally these errors will result in the direct deposit being rejected by the bank, returned to DFAS- Indianapolis and a check mailed to the battalion for the cadet. 

2-7.  Preventive Maintenance – How to know if it is working.

    a.  Are all contracted cadets entered correctly in the Student Management Subsystem of CCIMS?
    b.  Are school year dates current in the Directory Subsystem of CCIMS?
    c.  Are Certification Reports on file for the current month (should also have backup document for each transaction)?

    d.  Is the 257 Monthly Pay Report (Commander's Pay Report) on file? 

    e.  Is there a suspense log to properly track pay inquiries?
    f.  Are Signature Cards current and on file with the Pay Operations Division?

2-8.  Troubleshooting a Pay Problem. 

    a.  Review the DJMS-RC ROTC Monthly Status and Payment Report (257 Report).  Do cadets have an “X” indicated in the “PAY ST” column of the report?   If no, go to step b.  If yes, go to step c.
    b.  If the answer is no to the above question, go to the Student Management Subsystem in CCIMS, click Reports Sub-function and review the Cadets in the Pay File Report.  If the cadet is not listed, he/she must be entered in CCIMS, ensure the Pay Transactions are created and transmitted accordingly.  If the cadet is on the Cadets in Pay File Report, but not the 257 Report, a pay inquiry will have to be submitted to the Pay Operations Division for further action.

    c.  Continue reviewing the rest of 257 Report.  Make necessary corrections and fax the report or send original to Pay Operations Division. 

    d.  Did the Pay Operations Division respond within 2 weeks?  If yes, go to step f.  If no, go to step g.
    e.  Did the cadet receive an LES during the academic school year?

    f.  Contact the Cadet Pay Tech, Pay Operations Division if cadet does not receive funds within 10-15 calendar days.

    g.  Contact the Chief, Pay Operations Division if not corrected within 30 days.

2-9.  Headquarters, Cadet Command, Cadet Pay Operations Division points of contact.

Mr. Lamar Davis, Financial Systems Analyst, Eastern Region, Brigades 1, 2, 3 & 4, Commercial (757) 788-2385 or DSN 680-2385;

Email address –lamar.davis@monroe.army.mil
Mr. Jack Ooten, Financial Systems Analyst, Eastern Region, Brigades 5, 6 & 7, Commercial (757) 788-2379 or DSN 680-2379; email address - jackson.ooten@monroe.army.mil. 

Mrs. Marcia McChesney, Financial Systems Analyst, Western Region, Brigades 8, 9 & 12, Commercial (757) 788-4636 or DSN 680-4636; email address –marcia.mcchesney@monroe.army.mil. 

Mrs. Sandra Jones, Financial Systems Analyst, Western Region, Brigades 10, 11, 13 & 14, Commercial (757) 788-4625 or DSN 680-4625; email address – sandra.jones@monroe.army.mil
Fax Number Commercial (757) 788-5276/3749 or DSN 680-5276/3749.

Toll Free Number 1-888-297-6971.

Mr. Mike Tinker, Senior, Financial Systems Analyst, Commercial (757) 788-2385 or DSN 680-2385.

Currently Vacant, Chief, Pay Operations Division, Commercial (757) 788-4633 or DSN 680-4633.
Chapter 3
Scholarship Tracking 

3-1. Overview.  As a Battalion Commander of an ROTC unit you are the primary person responsible for ensuring financial assistance payments for cadets with an ROTC scholarship are accurately and properly made to the appropriate academic college/university.  The Scholarship Tracking Subsystem in CCIMS provides you with the necessary automated elements to help you better manage and accomplish this challenging task (CCIMS User Manual, Chapter 8, Scholarship Tracking).
3-2. Scholarship Tracking Subsystem.  There are three primary sub-functions, filters and reports (Figure 3-1) used in creating and processing a Cadet Scholarship Tracking Payment Record maintained for the current and previous school years.  All data is pulled from the Student Management and Directory Subsystems. 
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                         Figure 3-1
    a.  Validations - Displays estimated tuition and fee amounts and validated approved amounts based on billing invoices.

    b.  Additional Payment – Enter additional payments to already validated tuition and fee amounts.

    c.  Adjustments – Modify already approved validated tuition and fee amounts.

    d.  Filters – Create and modify a query by means of using Scholarship Tracking related data elements.

    e.  IMPORTANT!  Some reports in Scholarship Tracking have "FOR OFFICIAL USE ONLY" markings and maintained IAW AR 380-5, Chapter 5.   The following reports are:

    (1) Cadet Listing.
    (a) Estimated Amounts Only.

    (b) Estimated and Validated Amounts. 

    (2) Obligated Tuition and Fee Listing.

    (3) Tracking Payment Listing.

NOTE:  If you do not have the “Battalion Technician Role” you will only be able to view the data in those sub-functions mentioned in paragraph 3-2. 


3-3. Directory Subsystem.       

    a.  Key Dates for the Host School (Figure 3-2).  All dates must be updated the day after the Last Day Spring to reflect the upcoming school year dates.  This action must be run NLT 1 Aug of each calendar year.       
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                       Figure 3-2
    b.  Key Dates for Non-Host Schools (Figure 3-3).  All dates must be updated the day after the Last Day of Spring to reflect the upcoming school year dates.  
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                       Figure 3-3
NOTE:  CCIMS will not allow access to data if dates are not changed accordingly on the day after the Last Day Spring for the Host and Non-Host Schools.
    c.  Host Tuition and Fees (Figure 3-4).  Displays the annual Academic and ROTC In-and Out-of-State tuition and fees amounts for full-time students attending the Host School.  The ROTC amounts are only entered if there is a scholarship cadet who attends a Non-Host School, but takes ROTC classes at the Host School and is charged for taking these classes. 
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                          Figure 3-4
    d.  Non-Host Tuition and Fees (Figure 3-5).   Displays the annual Academic In-and Out-of-State tuition and fees amounts for full-time students attending the Non-Host School 
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                      Figure 3-5
3-4. Scholarship Tracking Process.
    a.  Prior to the first day of the fall term the Cadet Listing for Estimated Amounts must be run (Figure 3-6).  
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                          Figure 3-6
This establishes returning cadets with estimates for the upcoming school year.  As new scholarship cadets are added to the Student Management Subsystem the Listing must be rerun to add them to the Scholarship Tracking Subsystem.  Additionally, the Listing must be rerun to reflect cancellation of financial benefits for a scholarship cadet whose status was changed due to termination, transfer, leave of absence, completion, admin suspension, MS VI, etc.            
NOTE:  Scholarship cadets will remain on the Cadet Listing for Estimated Amounts until the Academic and/or ROTC Class term is validated.  After that they will appear on the Cadet Listing for Estimated and Validated Amounts.   

    b.  IMPORTANT!  All amounts on the billing invoice are to be billed as part of the tuition and fees IAW CC Reg 145-1.  Billing invoices for the Host and Non-Host Schools should be obtained prior to the 45th day of classes during the Fall term and prior to the Last Add/ Day for the Winter and Spring terms.  This will allow ample opportunity to review the invoices for each cadet.  Again, it is important to check the status of each cadet to ensure that he/she has been enrolled full time (if not, must have approval from HQs, Cadet Command, Personnel and Actions Division), taken Military Science and there are no other changes that could affect scholarship payments.  

    c.  IMPORTANT!  You can only validate an amount up to the authorized Tier level.  After paragraphs a and b are completed, cadets can be validated (tuition and fees for a given term) in the Validations Sub-function by entering amounts in the correct data fields of the cadet’s Scholarship Tracking Payment Record.  CCIMS will not allow the validations of cadets until the 45th day of the fall term and after the Last Add Day for the Winter and Spring terms.
  
    d.  After all cadets scholarship payments are validated, an Obligated Tuition and Fees Listing (OBL) Report must be produced (Figure 3-7) for the correct school year (Current or Previous).  When created the report will reflect a Report Control Number (RCN) located in the upper left hand corner.  This is used in tracking the report as it goes through the various processing channels for final payment.  Also keep in mind, reports may reflect different pay options – pay to school or to the cadet and each FICE Code will have a separate report created.
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                           Figure 3-7
    (a) The Obligated Report is printed and given, along with supporting documentation (i.e. billing invoice) to the battalion commander or designee for review, approval and signature.  Signing the reports means all information is correct scholarship payments are authorized IAW appropriate regulatory guidance.     
    (b) Authorized personnel must have a current DD Form 577 on file at the Pay Operations Division.  A new form must be submitted if the individual will be approving the Obligated Reports.
    (c)  Original Obligated Report(s) and billing invoice(s) will be mailed to the following address for final processing:
Headquarters

US Army Cadet Command
ATTN:  ATCC-RM-P (Pay Ops Div/POC)

16 Murray St

Fort Monroe, VA  23651-1077
Faxes will only be accepted if directed by the Pay Operations Divisions.  Battalions must maintain a file copy of each Obligated Report and invoices for a retention period of 3 years and disposed IAW AR 25-400-2.
    e.  Additional payments or adjustments to previously validated amounts can be done by accessing the appropriate sub-functions in the Scholarship Tracking Subsystem (CCIMS User Manual, Chapter 8, for guidance).   

3-5. Scholarship Payments Received at the Pay Operations Division.   Payments are logged in, date stamped, and annotated if payment will be via International Merchants Purchase Authorization Card (IMPAC) or EFT.  Payments are worked in the order they are received.  However, payments made directly to cadet have a higher priority.
All schools utilizing EFT must have a current Central Contractor Registration (CCR) Form registered on-line at (www.ccr.gov).  The form must be updated yearly.  The CCR form is the responsibility of the school’s bursar/financial office and not the ROTC battalion.  WARNING!  If CCR is not current, DFAS-Rome, NY will not process the scholarship payment.    
    a.  Battalions whose ROTC scholarships are paid by credit card will be faxed an approved IMPAC memorandum (Figure 3-8).  
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                          Figure 3-8
    b.  Battalions whose ROTC scholarships are paid by EFT will be faxed an approved SF 1034 – Public Voucher for Purchases and Services Other Than Personal (Figure 3-9). 
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                   Figure 3-9     
    c.  Battalions will be notified by the Pay Operations Division to correct scholarship payment deficiencies.

3-6. Actions Taken by the Battalion for Approved Payments.  As stated above battalions will receive an IMPAC memorandum or an SF 1034 when scholarship payments are approved.  In addition, a DA Form 3918 – Facsimile Transmittal Header Sheet will precede these documents when faxed.  This form provides instructions on how to process approved scholarship payments.
    a.  Pull file copy of the Obligated Report (make sure it reflects the correct RCN number and dollars amounts as on the faxed approved payment) and provide a copy of all documents to the school’s appropriate finance office so they can post the cadets account accordingly.
    b.  EFT payments will be deposited in the school’s or cadet’s established account within 7-10 days working days after receipt of the approved SF 1034.

    c.  IMPAC payments should be processed within 3 workdays after receipt of the approved memorandum.
WARNING!  The approved memorandum clearly states the use of the IMPAC credit card is a “ONE TIME” authorization for a specific scholarship payment and is not to be overcharged and should not be taken lightly by all.
   d.  IMPORTANT!  No personal checks accepted.  If an IMPAC payment is overcharged a credit to the credit card account must be made by the school’s financial office and if an EFT payment is overcharged the school’s financial office must issue a refund check (school or cashier) or money order, payable to U.S. Treasury, for the overcharged amount.  The check or money order is then given to the ROTC Department who in turn will submit a detailed memorandum stating, but not limited to, the cadet’s name, SSN, amount of overpayment, the term it was applicable to, and mail to the following address:

Headquarters

US Army Cadet Command

ATTN:  ATCC-RM-P (Pay Ops Div/Debt Mgmt)
16 Murray St
Fort Monroe, VA  23651-1077

3-7. Other Areas of Interest.
    a.  IAW with CC Reg 145-1, Battalion Commanders has the authority to approve Foreign Study.  However, a detailed payment plan for the period of overseas study must be submitted (at least 45 days prior to enrollment in the program) to the Chief, Pay Operations Division for final approval of scholarship funds.  
    b.  Extension of Scholarship Benefits (including Summer Benefits) must be approved by HQs, Cadet Command, Recruiting, Retention &  Operations Division before the payments can be processed.
    c.  If a school has an ROTC scholarship cadet attending then an Education Support Agreement (ESA) must be established.  This is a standing agreement and is not modified each time a new scholarship cadet attends for the first time.   It allows the cadet to attend, be treated the same as all other students, addresses the pay option, and the cut-off dates of each term before payment on behalf of the cadet can be finalized.  ESAs should be maintained until a new one is reissued by the Northern Region Contracting Center at Fort Eustis, VA.  Further guidance can be found at the Right Site or contacting the Pay Operations Division.
    d.  Disenrollment. 
    (1) IMPORTANT!  Scholarship cadets who are being considered for disenrollment should be placed in an “F” status (Leave of Absence Pending Disenrollment) before requesting any dollar amounts from the Pay Operations Division, Debt Management.  To obtain the specific dollar amount of funds expended on a scholarship cadet in the form of scholarship assistance, an email request must be sent to:  cadetpay@monroe.army.mil.  When requesting the amount, include cadet's name, SSN, school FICE code, cadet's current status, battalion fax number, and the point of contact for this action.  Battalions should receive requested information within 7 working days. 
 
   (2) Recoupment of Scholarship Funds.  If it is determined by Headquarters, Cadet Command that the scholarship cadet must repay the cost of advanced education assistance provided by the Army, the Cadet Actions and Standards Division, will send the cadet a disenrollment memorandum and an Addendum detailing the payment options the cadet can elect from:
    (a) Pay the total amount owed in full.
    (b) A repayment schedule in the liquidation of debt established by DFAS-Denver. 
If the cadet elects the repayment plan, he or she agrees that if the money owed to the United States is not paid on the scheduled due date, it shall bear interest at the rate equal to the highest rate being paid by the United States on securities having maturity dates of 90 days or less and shall accrue from the day the cadet was disenrolled from the ROTC battalion.  Once the debt is established with DFAS-Denver, the cadet may contact the Customer Service Department at 1-800-962-0648 if he or she has any concerns regarding the debt.  Interest rates can be found at www.publicdebt.treas.gov. 
3-8.  Headquarters, Cadet Command, Scholarship Pay Operations Division points of contact.

Ms. Debra Martin, Financial Systems Analyst, Eastern Region, Brigades 1, 2, 3 & 4, Commercial (757) 788-2571 or DSN 680-2571; email address – martind1@monroe.army.mil.

Mr. Randy Siders, Financial Systems Analyst, Eastern Region, Brigades 5, 6 & 7, Commercial (757) 788-2568 or DSN 680-2568; email address – randy.siders@monroe.army.mil. 

Mrs. Lucy Sherman, Financial Systems Analyst, Western Region, Brigades 8, 9 & 12, Commercial (757) 788-2574 or DSN 680-2574; email address - lucy.sherman@monroe.army.mil. 

Mrs. Mary Parkison, Financial Systems Analyst, Western Region, Brigades 10, 11, 13 & 14, Commercial (757) 788-5879 or DSN 680-5879; email address – mary.parkison@monroe.army.mil. 

Fax Number Commercial (757) 788-5276/3749 or DSN 680-5276/3749.

Toll Free Number 1-888-297-6971.

Ms. Donna Hudgins, Lead Financial Systems Analyst, Commercial (757) 788-2373 or DSN 680-2373.

Mrs. Patricia Brewington, Lead Financial Systems Analyst (Debt Management), Commercial (757) 788-2893 or DSN 680-2893.
Currently Vacant, Chief, Pay Operations Division, Commercial (757) 788-4633 or DSN 680-4633.
Appendix

INFORMATION PAPER

SUBJECT:  Leader Development and Assessment Course Cadet Pay Information
1.  Purpose.  To provide Commanders with Leader Development and Assessment Course (LDAC) cadet pay information. 
2.  Facts.
    a.  Cadets attending LDAC are paid twice a month; LES’s will be received at Box 339543 (identified by Course, Regiment, Company, Platoon for each cadet).  All contracted cadets should be paid by Direct Deposit (our mandatory method of pay).  

    b.  The majority of cadet’s (MS III’s) arriving to LDAC should be in a current pay status for subsistence.  MS III’s are paid continuously from the start of the MS III year/ contract date for 20 months, less the training days for LDAC/CTLT.  The rate of base pay is $25.48 per day, which is then reduced by federal and state taxes, SGLI, etc.  The base pay starts on the 1st day of LDAC.  

    c.  In most cases, a cadet will see a reduction to the payment of subsistence that was scheduled to be paid prior to arrival at LDAC.  The LES statements will have remarks that will clearly describe the reduction of subsistence and then the start of base pay for LDAC for a few days to include the dates for each type of pay.  

    d.  The majority of payments will be processed according to the mid-month or end-of-month pay dates but depending on the start date of each regiment, some cadets may see a pay adjustment at a time other than those dates.  All cadets should ensure that funds have been deposited rather than assuming funds have been deposited into their applicable account.  

    e.  Prior to the end of LDAC, the address for LES’s will be changed to the cadet’s local mailing address.  For those cadets attending follow-on paid training (CTLT, etc.) the LES will be sent to the cadet’s local mailing address.  

    f.  Once a cadet leaves LDAC, all cadet pay questions should be addressed to the Battalion Cadet Pay POC or the Liaison at their CTLT, Nurse, etc. location.  

    g.  All pay problems during LDAC will be processed as follows:  

    (1) Regiment POC will consolidate problems and can either email or call HQS, Cadet Command Pay Operations Division for assistance.  The email address is CADETPAY@MONROE.ARMY.MIL or the telephone number is 1-888-297-6971.  

    (2) When reporting a pay problem/question, the following information must be included on each cadet:  

    (a) Last Name, First Letter of First Name 

    (b) Social Security Number (SSN)

    (c) Short Description of Problem

    h.  Email or telephonic responses will be provided to the requestor from HQS, Cadet Command, Pay Operations Division within 3 workdays (we will also provide a copy to Susan Mayer, Camp Cadet Personnel Division).  

    i.  If a response is not received by the 4th workday, contact Mr. Mike Tinker, 757-788-3679 for immediate assistance.  

    j.  Points of contact at HQS, Cadet Command, Pay Operations Division to be used to answer all cadet pay inquiries/problems are:

    (1) Financial Systems Analyst:   1-888-297-6971  (Toll Free Number for all POCS)

                   Primary:  Mrs. Sandy Jones, 757-788-4625

                   Alternates:   Mr. Jack Ooten, 757-788-2379

    (2) Senior Financial Analyst – Mr. Mike Tinker, 757-788-3679, email TINKERM@MONROE.ARMY.MIL
    (3) Acting Chief, Pay Operations Division:  Mr. Mike Tinker, 757-788-3679, email - TINKERM@MONROE.ARMY.MIL
   k.  Our office is here to assist you at all times.  

Janie Imgrund /ATCC-RM-P/4633
APPROVED BY MRS. IMGRUND
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