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APPENDIX E-2LT Counseling Checklist (By PMS)

· How to read Orders

· TDY en route status not TDY and return

· Active Duty Date (IA vs. AD)

· Travel Pay vs. Base Pay

· How to read a LES

· Understand time it takes to get paid (importance of correct info and forms)

· Difference between Advance Pay and Casual Pay

· In order to receive Advance Pay, you must be on Active Duty and finance must have the LT’s packet in order to issue an Advance Pay.  Casual Pay you have to be on Active Duty, but you are able to receive it without having been entered into the system.  Casual Pay is military pay that is already accrued and due to the soldier.  

· Explain the importance of the following:

1. LT needs to take initiative to ensure that all forms are correct prior to the Admin Tech forwarding the packet.

2. If the LT is going to change banks, they need to submit a new 1199, and that they should NOT close their bank account until after 1st Paycheck received into the NEW bank account.

· Governement Credit Card, if authorized

**If the LT is IA, the packet will have already been sent to Finance, unless there are missing documents, therefore, it is important that the LT review the packet, sign a statement verifying that the LT reviewed the packet and the forms are correct, as well as initial the SF 1199.

· DA 31 LEAVE FORM:

Excess leave or Advance leave should be on a separate DA 31 from travel time.  A DA 31 needs to be completed for travel time.  Travel time does not count against the LT, but it needs to be reflected on the leave form.  The travel DA 31 is used for accountability, and it is required to be filed in conjunction with all travel voucher settlements

LEAVE FROM date : the day the LT takes leave

LEAVE TO date: the day leave ends

TRAVEL FROM date: the day the LT begins travel

TRAVEL TO date: the day the LT report to WF

NOTE:  The dates of travel on the DA 31 should coincide with the DD Form 1610 travel orders.

· OPTIONS:

1.  Advance Travel Pay to Advance WF – Admin Tech needs to send to DFAS

Forms—Advance Travel – 30 days prior to travel

1. Request for Advance Travel

2. Orders to Active Duty and to WF


3. Forms SF 1199

2.  If IA, and packet complete, Advance Pay (Pay back over 12 Months)

· Orders – Need to bring 20 copies (1610 OBC, 1610 WF and AD)


































































































