4.3.38.4  UNIT COMMANDERS FINANCE REPORT (UCFR)

4.3.38.4.1.  GENERAL.  The UCFR provides the unit commander a one line roll up of a soldiers pay account.  This is easy to read and replaces the need to review each LES on a monthly basis.  The UCFR assists the Commander in approving leaves, counseling soldiers on indebtedness, determining which soldiers are or are not receiving various allowances, which soldiers have Sure Pay, ensuring changes to duty status are posted, etc.

4.3.38.4.2.  RESPONSIBILITIES.  The UCFR is mailed out in two copies at approximately the same time as the LESs.  The original copy goes to each unit through the Personnel Administration Center (PAC) and the 2nd copy is maintained in the finance unit until a new UCFR is received.  

    a.  Finance units are responsible for receiving, breaking the report down by PACs, and making distribution.  This report is self explanatory and contains a legend.  Finance unit personnel will assist in explaining the report when necessary.

    b.  PACs receive the listing and make distribution to unit commanders.

4.3.38.4.3.  DATA EXPLANATION.  An explanation by item of the UCFR is as follows and as depicted in Figure 4.3.40.3.

    a.  MONTH - Month of report.

    b.  UNIT - Unit name and installation.

    c.  UIC - Under the Defense Joint Military Pay System (DJMS) it is called PACIDN.  This is an eight digit code.  The first three digits identifies the PAC and the last five identify the unit.

    d.  DSSN - Servicing Finance Unit.

    e.  GR - Grade as expressed as E1 through E9 for enlisted, W1 through W4 and O1 through O10 for officers.

    f.  NAME - Name of soldier beginning with last, not to exceed 9 positions.  Listed in alphabetical sequence without regard to rank.

    g.  NET PAY - This shows net monthly pay to include Mid Month (MM) and End of Month (EM).  By dividing the money amount by 2 you will get the amount received for MM and EM.  EM following the money amount indicates the soldier received an End of Month pay only.

    h.  ALMTS - Total amount of allotments to include savings bonds.

    i.  BAQ - Indicates at what rate BAQ is being paid.  For example:

        W/D = With dependents.

        W/O = Without dependents.

        REB = Rebate/Partial BAQ.

        QTR = Soldier is living in government type family housing.

For the remainder of the report review, refer to the legend on the UCFR example on page D-2 of this handout.    

    j.  BAS -  Indicates at what rate BAS is being paid.  Blank indicates soldier is not receiving subsistence allowance.  

    k.  VHA - Indicates the type of VHA the soldier is receiving.

    l.  PAY OPT - ADDR indicates pay is going to a local address.  CHEK indicates pay is going to a checking account at a financial institution.  SAVE indicates pay is going to a savings account at a financial institution.

    m.  LV BAL - Shows leave balance at end of reporting month.

    n.  C/M-ART 15 - Shows any collection during reporting month for Court Martial or Article 15.  If none, will be left blank.

    o.  BAL DUE US - Total amount owed or balance of all indebtedness at end of reporting month.  If none, will be left blank.

    p.  INCEN PAY - “Yes” indicates if soldier is receiving Incentive Pay.  If none, will be left blank.

    q.  ETS - Shown only when Expiration of Term of Service is within four months.

    r.  STATUS - Indicates duty status at the end of month.  For example:  AWOL, Military and Civil Confinement, etc.  Blank indicates soldier is an authorized duty status to include leave.  

    s.  OHA - W/D is With Dependents and W/O is Without Dependents.  Leave blank when not being paid.  

    t.  COLA - W/D is With Dependents and W/O Dependents.  Leave blank when not being paid.

SAMPLE CHECKLIST FOR DEPLOYMENT/MOBILIZATION

The entire sample checklist is shown here.  Information from other than finance items are provided by the proponent for that area, (e.g., Legal readiness provided by JAG.)

1.
Medical:

a.     Date of latest immunizations for each family member.

b.  
Location of health and dental records of each family member.

c.  
Doctor’s name, address and telephone numbers in case of medical assistance.  Include local and national numbers for Tricare/Champus.

2.   
Finance:

a.
Does the spouse or other designee of the soldier have continuous access to money (joint/separate checking accounts, or through allotments)?  If separate accounts are maintained, does the other spouse or designee have signature access to the account?

b.  
Is the amount of money available through SURE PAY or allotment sufficient to meet all the necessities to run the household?   If not, what other arrangements have been made to provide the required funds?

c.  
If the family must move away from post during the deployment, is there money available to make the move?

d.  
Make a list showing the name and type of financial institution (bank, credit union, etc.), and the type of accounts the family has with each.

e.  
Where are the passbooks, statements, account numbers, applicable ATM cards and codes, and other information for each account?

f.  
Does the family have a safety deposit box?  If so, where is the box, and where are the keys?   Who has signature authority for entry to the box?

g.  
What credit cards does the family have?  Make a list, with account numbers, and keep it in a safe place.  Also, keep a list of numbers to contact in case of loss or theft of the credit cards.

h.  
Is the spouse prepared to take over full responsibility for the family’s financial affairs?  Do they know the location of:

(1)  
Marriage certificate; birth certificates; social security cards/numbers; and adoption papers, divorce decrees, and any court orders regarding custody of minor children? 

(2)  
Copies of prior year’s Federal and State tax returns and tax information for preparing the current year tax returns?

i.  
Have allotments been established where practical for recurring payments (e.g., mortgage/rent, car payments, insurance)?  Have they been reviewed recently to ensure that they are current or what changes (additions or deletions) should be made?

j.  
What recurring payments not covered by allotments are necessary (account number, address, and phone number), and when are they due?   Make a list.  Some of the more typical expenses are:  rent, telephone bill, water and sewage, electricity, trash disposal, insurance, taxes, utilities, car payment, child care, and cable television.
k.  
Does the non-deploying spouse have a properly prepared and legally sufficient general or specific power of attorney, as applicable, permitting them as full of freedom of action for financial management decisions as required during the absence of the other spouse?

l.  
Are emergency telephone numbers and the rear detachment commander’s number and location available to the non-deploying spouse?


3.  
Transportation/Automobile:

a.  
Is the spouse familiar with the responsibilities of operating the automobile?

b.  
What is the name and address of the finance company holding the lien on the automobile(s)?

c.  
Is the vehicle insurance paperwork in the car with the registration?

d.  
Where is the vehicle title?  Is the registration or a copy of it in the vehicle?

e.  
Does the spouse have a valid driver’s license?  When does it expire?

f.  
When is the renewal date for the license plates and/or safety inspection?

g.  
Does the spouse have insurance to drive the vehicle?

h.  
Is a duplicate set of keys available?  Where?

i.  
Is the spouse able to make emergency repairs on the car if the situation arises?  

j.  
Is the automobile equipped with a spare tire?

k.  
If a member of an auto club that provides roadside assistance, ensure phone number and policy number are current.
  

l.  
If the spouse does not drive, what transportation is available?

m.   
Who can the family members call for emergency transportation?

4.  
Housing:

a.  
Ensure the spouse knows the location of the electrical control box, water control valve, and gas control valve and how to operate each.

b.  
Make sure the family has a duplicate set of house keys and knows the location where they are kept.

c.  
Make a list of emergency phone numbers for fire, police, and post engineer service desk.

d.  
Ensure the name and address of a point of contact for the spouse to call in case of emergency repairs is readily available.

5.  
Legal/Administrative:

a.  
Are family members’ identification cards up to date?

b.  
Where and how does the family member replace identification cards?

c.  
Does the spouse have a power of attorney to take necessary action on important family matters in the soldier’s absence?

d.  
Where is the power of attorney kept?

e.  
Does the spouse have a copy of the marriage certificate?

f.  
Does the spouse have copies of the birth certificates?

g.  
Are there copies of any adoption papers, divorce decrees, or court orders awarding custody of children?

h.  
Does everyone in the family have a valid social security number?

i.  
Does the spouse have copies of federal and state tax records?

j. 
Where are the insurance polices?

k.  
Does the family know the location of the stocks, bonds or securities?

l.  
Does the spouse know the location of any deeds to land the family owns?

m.  
Do both the soldier and the spouse have up-to-date wills?

n.  
If the family is on a housing list, have they given the housing office telephone numbers where the spouse can be reached?

o.  
Have the following documents readily available:  Current identification cards, marriage certificates, birth certificates, divorce decree, automobile tags/title/registration, bills/burial plan, power of attorney, property deeds, lease agreements, insurance policies, adoption papers, letter of naturalization, passport, immunization records, unit family support handbook and applicable unit support points of contact.

LOCAL PAYMENT/PROCUREMENT
1. 
Local paying agents (formally referred to as “Class A Agents”) for local procurement and individual support.

a.  
Appointed only when adequate service cannot be provided only when needed.  

(1)  
Only one person per command should be appointed at any one time.

(2)  
The paying authority cannot be sub-delegated to another individual.

(3)  
A paying agent’s funds may NOT be entrusted in any manner to any other person for any purpose.

(4)  
Paying agent should be an officer, senior NCO, or civilian in grade GS-6 or higher.

b.  
An agent functions as a representative of the disbursing officer (DO) from whom funds for payments were advanced for the purposes set forth in the appointment letter.

c.  
Paying agents will NEVER be appointed or utilized over protest of the accountable DO.

d.  
Paying agents will not act as purchasing officers or receiving agents at any time.  This includes field ordering officers.

e.  
Paying agents, unless limited by their letter of appointment, are authorized to pay proper invoices (e.g., SF 44s) generated by the unit ordering officer.

f.  
Paying agents must be appointed in writing by the commander with the concurrence of the DO.  Appointments may be revoked at any time by the appointing commander.

(1)  
Appointments will be in letter form.

(2)  
Letter will show agent’s name, rank, DO station and DSSN for whom the agent will act, the duties and responsibilities of the agent, a description of the type of payments or currency conversions the agent will be making, the maximum amount of funds to be advanced to the agent, and the period of time covered by the appointment.  

(3)  
Letters must also show the agent’s acknowledgment of acceptance of the appointment; the statement, “I acknowledge that I am strictly liable to the United States for all public funds under my control.”; and a statement that the appointed individual has been counseled as to the pecuniary liability and has been given written operating instructions.  

(4)  
Written instructions should include, as a minimum, procedures for safeguarding funds, identifying payees, signature requirements, cashier procedures, return of funds, prohibition against entrusting funds to another person for any reason, and penalty provisions for misuse of Government funds.

g.  
Appointments may be for a specific transaction, a definite period of time, or for an indefinite period of time.  Funds may not be advanced prior to the effective date of the appointment.

(1)  
Appointments for an indefinite period of time continue until the individual is transferred or relieved from duty by the appointing officer.

(2) 
Indefinite appointments also terminate when the accountable DO is transferred or relieved from disbursing duty.  If the paying agent’s appointment is to continue, a new letter of appointment to the new accountable DO is required.  

(3)  
Whenever the appointment as paying agent is terminated, the agent must clear their accounts with the DO.

h.  
Letters of appointment must be maintained in the file for six months after the individual is relieved from such duty.

2.  
Unit field ordering officers:

a.  
Appointed only when adequate service cannot be provided through an established contracting office (CO).  

(1)  
Only one primary and one alternate per command should be appointed at any one time.

(2)  
The purchasing authority cannot be sub-delegated to another individual. 


(a)  
Requirements must be submitted to the ordering officer in writing signed by the requester.  This provides the ordering officer a backup for the purchase.

(b) 
The ordering officer is solely responsible for obtaining prices and placing orders with the vendors.  It CANNOT be re-delegated. 

(c)  
Prices must be obtained prior to placing the order, and the order must be issued prior to receipt for the items.  The ordering officer is responsible for ensuring that prices are fair and reasonable.  This can best be done by soliciting competitive prices from two or three vendors before placing the order.

(3)  
A field ordering officer’s accountable documents (e.g., SF 44s) may NOT be entrusted in any manner to any other person for any purpose.

(4)  
An ordering officer should be an officer, senior NCO, or civilian in grade GS-6 or higher.

b.  
An ordering officer functions as a representative of the local contracting officer (CO) from whom contract authority is derived.

(1)  
Ordering officers may not make any purchases until they have received a Purchase Request and Commitment Form (DA Form 3953) showing the funds total they are authorized to obligate.  

(2)  
Ordering officers are NEVER authorized to exceed their funds authorized on the DA Form 3953.  

c.  
Ordering officers will NEVER be appointed or utilized over protest of the accountable CO.

d.  
Ordering officers will not act as a paying agent or receipt for goods or services at any time.

e.  
Appointments may be for a specific transaction, a definite period of time, or for an indefinite period of time.

(1)  
Appointments for an indefinite period of time continue until the individual is transferred or relieved from duty by the appointing officer.

(2)  
Whenever the appointment as ordering officer is terminated, the agent must clear their accounts with the responsible CO.

(3)  
A change in the responsible CO does not terminate the ordering officer’s appointment.

f.  
Letters of appointment must be maintained in the file for 6 months after the individual is relieved from such duty.

g.   
Ordering officers must be appointed in writing by the commander with the concurrence of the responsible CO.  Appointments may be revoked at any time by the appointing commander.

(1)  
Appointments will be in letter form.

(2)  
Letter will show agent’s name, rank, CO’s station for whom the ordering officer will act, the duties and responsibilities of the ordering officer, a description of the type of supplies the officer is authorized to make (generally supplies and nonpersonal services), the maximum amount per purchase authorized the ordering officer, and the effective date and period of time covered by the appointment.  

(3)  
Letters must also show the agent’s acknowledgment of acceptance of the appointment and: 

(a)  
A statement to the effect that the individual is familiar with the provisions of subsections 27(b), (c), and (e) of the Office of Federal Procurement Policy Act (41 U.S.C. 423) as amended by section 14, Public Law 101-189. 

(b)  
A statement to the effect that the appointed individual will not engage in any conduct prohibited by these provisions, and will immediately report to the CO any information concerning a violation or possible violation of subsections 27(a), (b), (d), or (f) of the Act and applicable implementing regulations. 

(c)    The individual must acknowledge a written explanation of subsections 27(a) through (f) have been made available to him/her, and certify they understand they cannot disclose proprietary or source selection information relating to any procurement.

(d)  
Sign a statement to the effect, “I attest that I have read and understand the requirements of AR 600-50, Standards of Conduct for Department of the Army Personnel” at the time of appointment.

(4)  
Written instructions should include, as a minimum, procedures for safeguarding accountable documents, requirement for a single delivery and payment, signature requirements, prohibition against re-delegating this authority to another person for any reason, and penalty provisions for misuse of Government funds.

h.  
The absolute maximum expenditure authorized for each SF 44 is limited to $2,500.  This may be further limited by the CO to any lessor amount in the ordering officer’s appointment. 

(1)  
Purchases exceeding the ordering officer’s authority or the limit of the SF 44, must be referred to a responsible contracting officer for action.

(2)  
Equipment shown on a unit TOE or TDA is not authorized for purchase.

(3)  
Ordering officers may not expend funds for food items, social functions, honorariums, or plaques.

i.  
Ordering officers should not include state and local taxes in purchase totals.  Foreign taxes may be paid under certain circumstances -  check with the local contracting officer or finance unit /DO for guidance in these instances. 

j.  
Purchases can NEVER be split to avoid the monetary limitation imposed.  

k.  
Ordering officers as a minimum should become familiar with :

(1)  
Paras 20-13 (SF 44s) and 20-14 (small purchases by credit card) of DFAS-IN Regulation 37-1.

(2)  
Appropriate provisions of the Prompt Payment Act (available from the local contracting office or servicing finance unit/DO).

INDEBTEDNESS

4.3.26  GARNISHMENTS, INVOLUNTARY ALLOTMENTS FOR COMMERCIAL DEBTS, BANKRUPTCY AND NOTICE OF LEVY (NOL).   Input to the MMPA for garnishments, involuntary allotments for commercial debts, and bankruptcy are restricted to the Garnishment and bankruptcy Branch of the Directorate for Military Pay, DFAS-IN.  Inputs for NOLs are made at the finance unit.

4.3.26.1  PROCEDURES FOR GARNISHMENTS.

    a.  DFAS-IN will compute the soldier’s disposable earnings, taking any action required on allotments stops, and will automatically start the garnishment collection from the soldier’s account.  All garnishments will appear on the soldier’s MMPA as format ID HG (Held Pay, Garnishment).  Since garnishments are considered “held pay”, the pay must be released each month; thus a HY (Pay Held Released) format ID will also be shown on the MMPA.  Since garnishments are restarted each month, a continuous garnishment will always show the date of the first update of each month.  “START” in the HG line of the MMPA reflects the actual date the garnishment started and “PD-TO-DATE” reflects the cumulative amount paid for the garnishment.

    b.  DFAS-IN will notify the soldier’s finance unit, via electronic mail, of a garnishment action.  The finance unit will then advise the soldier of the garnishment action by forwarding a copy of the electronic mail message to the soldier through his commander.

   c.  If the finance unit receives a garnishment for child support or alimony which requests an assignment, appointment, attachment, garnishment, withholding, deduction, or collection on a soldier for whom finance service is currently being provided, immediately forward these documents to the Office of General Counsel, DFAS-IN, 8899 E. 56th Street, Indianapolis, IN  46249-0160, for review and appropriate action.  At the same time, the finance unit will provide notification to the soldier that court action has been received and additional information will be provided.

    d.  Any questions pertaining to garnishment of pay and allowances for the enforcement of child support or alimony should be addressed through the servicing finance unit.

4.3.26.2  PROCEDURES FOR INVOLUNTARY ALLOTMENTS FOR COMMERCIAL DEBTS.

    a.  Public Law 103-94 authorizes involuntary allotments for commercial debts from military members.  If a soldier owes a third party a debt, that third party can obtain a court judgment against the soldier for collection of the outstanding debt.

    b.  All court judgment for commercial debts must be sent too DFAS-Cleveland Center for legal review.  If a finance unit receives a court judgment from a creditor, return the judgment to the creditor with a message that all judgments must be sent to the Defense Finance and Accounting Service, Cleveland Center, ATTN:  DFAS-CL-L, P.O. Box 998002, Cleveland, OH  44199-8002.  

  
Bankruptcy Cases

a.  
Bankruptcy is a condition when an individual’s debts far exceed his/her ability to pay them.  When this condition becomes so uneven with no real hope of ever being able to extract oneself from the debt burden, the soldier may decide to avail him/herself of bankruptcy protection.     

(1)  
All bankruptcy actions filed in the U.S. are governed by federal law outlined in Title 11 of the U. S. Code.  In the U.S., these actions are NEVER brought in state or local courts.  The individual, through his or her legal counsel, files a petition of bankruptcy with the nearest U.S. Bankruptcy Court.  

(2)  
Commanders and leaders, as part of counseling their soldiers on debt control and money management, will explain the bankruptcy options, always stressing that filing for protection under bankruptcy should be done only as a last resort after careful legal counsel and advice.   

(a)  
Bankruptcy can be costly to file.  Legal costs can run upwards of $700 - $900 in most places - more complicated cases can cost more.  

(b)  
Bankruptcy has long term detrimental effects on a soldier’s credit; it stays on the credit record for 10 years.  It seriously affects the soldier’s ability to gain future credit even though there may be major changes improving the soldier’s credit status.

b.  
There are two separate types of bankruptcy protection under which the soldier can file.  Each type refers to a specific chapter authorization of the U.S. Code, Title 11, Bankruptcy.  Note, regardless of the type of bankruptcy filed,  all collection or repossession action against the petitioner is “frozen” at the time the individual files a bankruptcy petition.  Pre-petition debts (debts existing prior to the date of filing a bankruptcy petition) due the U.S. may continue to be setoff from the soldier’s pay if the government files proofs of claim with the U.S. Bankruptcy Court and such claims are acknowledged as valid by the court.  If a bankruptcy petition is subsequently dismissed by the court, the bankruptcy protections are set aside and collection or repossession action by the individual creditors can be resumed.

(1)  
Chapter 7, individual bankruptcy, offers the soldier complete remission of indebtedness through the cancellation of all debts.  

(a)  
The soldier (now the bankruptcy petitioner) completes the petition for bankruptcy listing every debt and asset.  

(b) 
The petitioner may then elect to “reaffirm” - or exempt from the bankruptcy and continue to pay - certain debts listed in the petition.  This allows the petitioner to have continued access and use of essentials such as one’s residence, a car, or specific credit cards or store accounts that might be needed for future emergencies.

(c)  
All “reaffirmations” are subject to the court’s approval.  All other debts in an approved petition are ordered canceled by the court.   

(d)  
NOTE -  when a debt is “canceled” under bankruptcy procedures, any property securing the debt such as a stereo, car, house, or other tangible goods, revert to the creditor.  You do not get to file for bankruptcy and keep the durable merchandise or goods you purchased.  There are exceptions to this - personal services, such as medical or dental treatments; certain other services such as funerals, non-durable goods such as clothing and food, and specific items that may be exempted by the court, are not reverted to the creditor.  

(2)  
Chapter 13, bankruptcy payment plan, provides for a court-directed “reorganization” of a soldier’s debts.  Unlike the chapter 7 bankruptcy, this plan does not  “liquidate” or cancel a soldier’s debts.  It simply allows the petitioner and the court to “reorganize” debt payments into a manageable payment plan.  All debts will be paid off on a newly set payment schedule in keeping with the petitioner’s ability to pay.  

(a)  
This petition was formerly known as the “wage earners plan.”  It furnishes the same protection from continued adverse credit collection or repossession action offered in chapter 7 cases.

(b)  
In these cases, the court will establish a debt liquidation payment schedule and appoint a trustee to administer the plan.  

(c)  
The soldier’s pay will be forwarded to this court-appointed trustee who distributes the court-approved payments to the soldier and the creditors of record.  Any changes or “adjustments” to this established schedule must have prior approval of the court.

c.  
There is also a Chapter 11 bankruptcy.  Since this is only for   corporations and should never affect the individual soldier, you need not be concerned with it. 

4.3.23.3  PROCEDURES FOR BANKRUPTCY.

       a.  All bankruptcy actions will be handled by DFAS-IN.  If the finance unit receives an assignment/appointment for bankruptcy, such documents will immediately be sent to the Office of the General Counsel, DFAS-IN, 8899 E. 56th Street, Indianapolis, IN  46249-0160, for review and appropriate action.  At the same time, the finance unit will provide notification to the soldier that court action has been received and additional information will be provided.

    b.  Input to the pay account for establishment of a bankruptcy action is restricted to the Garnishment and Bankruptcy Branch of the Directorate for Military Pay, DFAS-IN.  All bankruptcy actions are input to the pay account.  DO NOT, however, assume that the existence of an entry means the soldier has a bankruptcy action.  The recipient of the government debt must be determined by the company code cited in the entry.  Contact the servicing finance unit to determine the type of debt.

    c.  DFAS-IN will compute the soldier’s disposable earnings and will automatically  start the bankruptcy collection from the soldier’s account, and take action on allotment stops, if necessary.

  d.  DFAS-IN will notify the soldier’s finance unit via electronic mail of a bankruptcy action.  (A follow-up letter will be provided along with a copy of the court order.)  Additionally, DFAS-IN will notify the soldier, by letter, through the soldier’s commander.

    e.  A soldier, under a bankruptcy action, may not be paid a mid-month payment.  This option will be stopped by the Central Site and should not be restarted by field input.

    f.  Each finance unit will maintain a file for each soldier, within their paying jurisdiction, who is under judgement for a Chapter 13 bankruptcy.  This file will contain all documents relating to the soldier and the bankruptcy.  When the soldier makes a PCS move, the file will be sent to the gaining DSSN.

    g.  All questions pertaining to bankruptcy actions should be made to the Office of General Counsel, DFAS-IN, 8899 E. 56th Street, Indianapolis, IN  46249-0160.

4.3.26.4    PROCEDURES FOR NOTICE OF LEVY (NOL).  A NOL may be served by mail or by personal delivery from an Internal Revenue Service (IRS) officer.  Instructions for responding to the levy will be provided by the IRS.  The levy will be accompanied by TD Form IRS 668-P (Statement of Personal Exemptions).   When a levy is served in person, request the IRS agent provide positive identification.  Once served, the NOL will continue in effect until collection is satisfied or until released by the IRS.

    a.  When the TD Form IRS 668-W is received by mail for a soldier who has departed on PCS, the finance unit will forward the NOL, including all other documentation, to the gaining finance unit for processing.  Also furnish the soldier’s new address to the appropriate IRS District Director.

        (1)  If the gaining finance unit is not known at the time of the NOL, suspend the NOL for 30 days.  If the soldier’s new location is not known by the end of the 30-day suspense, mail the NOL in its entirety to DFAS-IN, Directorate for Military Pay, Indianapolis, IN  46249-0801, for appropriate action.

        (2)  Notify the IRS District Director of all actions taken to preclude issuance of another levy.

        (3)  If the soldier has been separated from active duty or, for some other reason, the NOL cannot be accepted, all copies of the NOL will be returned to the IRS District Director with information as to the reason for non-acceptance.  Under these circumstances, the NOL WILL NOT be sent to DFAS-IN.

        (4)  In the event the soldier has previously paid the delinquent tax, the finance unit will annotate the bottom of the NOL showing the date of payment, how it was paid, and the district director’s office to which payment was made.  The annotated copies of the NOL will be returned to the appropriate district director of the IRS in the pre-addressed envelope.

    b.  If the NOL is determined to be valid, post the NOL Log, DA Form 4046-R.  Immediately notify the soldier of the levy and the methods of repayment available.  If possible, the soldier should be advised by personal contact.  If not possible, advise the soldier in writing as follows:

“A Notice of Levy (NOL) for delinquent Federal income tax in the amount of (amount) has been received by this office.  The NOL requires that your pay be stopped.  Unless you present immediate and sufficient evidence to this office that the amount of delinquent tax has been paid, we will contact the amount of the levy from your current pay account.”

         (1)  The finance unit, acting in the capacity as the soldier’s employer, is required to acknowledge receipt of TD Form IRS 2159 and return part 2, thereof, to the IRS at the address indicated on the form.

         (2)  Repayment agreements are between the soldier and the IRS, therefore, the responsibility of the finance unit is limited to counseling the soldier regarding he methods of repayment available and converting the method selected to input entries.

    c.  Determine the number of dependents and compute appropriate personal exemptions.  Dependents must be certified by the soldier on TD Form IRS 668-P (Statement of Personal Exemptions).  This form will be provided at the time the levy is served.

         (1)  Normally, the soldier will be allowed 3 workdays, following the date received, to complete and return the form to the finance unit.  When known circumstances may delay return of the form (leave, TDY, etc.) the finance unit will request guidance from the district IRS office.

         (2)  If the TD Form IRS 668-P is not returned within the established timeframe, and no unusual conditions are known that would cause delay, the amount available to be applied against the levy will be computed without allowing for a dependency exemption.  The personal exemption, however, will be allowed.

         (3)  Should the number of dependents change during the course of payment for the NOL, the soldier must submit a new TD Form IRS 668-P.

    d.  If the soldier requests lump sum deduction and has sufficient pay to collect the NOL in full, the finance unit will make the required input.

    e.  If lump sum collection is not appropriate, or, if the soldier arranges repayment by allotment, assist the soldier in the preparation of DD Form 2258, Authorization to Start, Stop, Change an Allotment.  After computing the soldier’s disposable earnings, the finance unit will make the required input.  The transaction must contain the company code of the appropriate IRS district director.  A copy of IRS Form 2159, Payroll Deduction Agreement, must be attached to the DD Form 2558.

COMMAND RESPONSIBILITIES

1.  
Procedures for remission or cancellation of indebtedness.

a.   
Debts due to the U.S. from active duty enlisted soldiers can be remitted (forgiven) or canceled by the government in certain circumstances.  The objective of allowing the remission or cancellation of these debts in meritorious cases is to alleviate what could be a serious morale problem for the indebted soldier.   

(1)  
Active duty is defined for these purposes as any active duty other than for training or initial entry training (IET).  Reserve component inactive duty training does not qualify.  

(2)  
Any remission or cancellation must take place BEFORE the soldier leaves an active duty status.  The debt cannot be remitted or canceled after the soldier is discharged, retired, or released from active duty.

(3)  
As an exception, debts for Army National Guard enlisted soldiers, regardless of their status, based on a liability for the loss or damage to government property may be remitted or canceled under directives prescribed by the Secretary of the Army.

b.  
Requests for remission or cancellation can be submitted by the soldier or the soldier’s commander.  Therefore, any commander who feels that an indebtedness to the U.S. is causing one of their soldiers an undue burden, becoming a morale problem, or for any good or just reason should be forgiven, can initiate the action. 

c.  
Debts to individuals, other military services, other federal government agencies, or non-appropriated fund instrumentalities cannot be remitted or canceled.  These individuals, agencies, or activities are the only ones authorized to forgive a debt owed them.  Also, debts caused by erroneous payments of pay and allowances due to noncollection of courts-martial forfeitures or fines cannot be remitted or canceled.  

d.  
Debts for erroneous payments may be processed for remission AFTER relief action has been denied through the appeals process.

2.  
Methods of assisting the collection process.

a.   
Commanders and unit leaders are in a position to furnish valuable assistance to their soldiers by counseling them on money and debt management matters BEFORE they get into trouble.  

(1)  
You should continually ensure your soldiers know how to best manage their finances, prioritize purchases, budget for expenses, and plan ahead for the unexpected expenses that might occur for various reasons.  

(2)  
Once a soldier does get into debt trouble, your immediate problem is counseling them on the present problem.  However, don’t forget to include how the problem can be avoided in the future.

(3)  
You should counsel the soldier regarding reorganizing his/her finances and prioritizing needs.  Look over what has happened and try to show the soldier how the problem could have been avoided,  and what steps to take in the future to preclude recurrence.  

b.  
Advise the soldier of the various means available to him/her to assist in making the collection process as smooth as possible with the least financial strain or effect on his/her morale - e.g., working out a reduced payment schedule with the creditor(s), a collection schedule with the finance unit for debts due the U.S., or requesting remission or cancellation of an eligible debt to the U.S. 

3.  
Understand the finance support channels that are available to the soldier.

a.  
The unit commander, first sergeant, or other leader are always the first level of advice and counsel available to the soldier.   

(1)  
Many of the problems can be resolved at this level, however, never be afraid to seek out expert and/or professional advice and assistance on technical or legal issues.  Refer the soldier to Army Community Services (ACS) or other unit/installation financial assistance offices.

(2)  
A commander, first sergeant or other leader is the liaison - the link - between the soldier, the servicing PAC, and the local staff JAG or legal counsel.  Coordinate with these offices as necessary on the soldier’s problems.  Make sure the soldier has ready and timely access to their assistance and counsel.  

(3)  
Ensure that the soldier is given the necessary time to work with the PAC or other assistance offices, and follow-up on completing his/her recommendations or requirements.  Remember you are assisting the soldier to take full responsibility for his/her actions and are working to eliminate a potential morale and/or legal problem in your unit that could ruin a good soldier.

(4)  
This may sometimes involve temporarily rearranging or adjusting the soldier’s duty schedule.  If the soldier has to visit the PAC or meet with other government agencies (e.g., IRS, Dept. of Education representatives) or debt counselors or services, this may have to be done during their business hours and the soldier’s regular duty day.   

(5)  
Let the soldier know you are willing to work with him/her but, when appropriate, that you expect he/she will carry his/her “load” on alternative work schedules.  Stress that this is NOT punitive.  You are only insisting that he/she make up the time as necessary to maintain proficiency and carry his/her fair share of the unit’s work.

b.   
Your servicing PAC is the liaison to your servicing finance unit.  

(1)  
After the PAC has completed their action, the matter is input against the soldier’s military pay account.  

(2)  
It is not usually necessary for the soldier to personally take the transaction to the finance unit.  The action is usually transmitted along with other items which require pay input.  BUT, remember as a unit leader, you should still follow through to make sure that the transaction has been satisfactorily acted on at all levels.

(3)  
One tool you have readily available for follow up is the latest Unit Commanders Finance Report (UCFR) for the soldier paid through the active component pay system.

(4)   
Remember, the PAC, PSB, and finance unit service many units.   Unless the soldier’s presence is absolutely necessary, extra people in the office may slow the process rather than help it.
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