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tc "
Section II  Introduction " \l 2SECTION II.
INTRODUCTION

Method of Instruction:    Conference / Discussion

Instructor to Student Ratio is:    1:25

Time of Instruction:    5 mins

Media:    Viewgraph

Motivator
As a leader, you must ensure that your soldiers are technically, tactically, and individually ready to deploy at all times.  A soldier’s individual readiness has many elements.  One key element is personal financial readiness.  Ensuring the financial readiness of your soldiers is an important factor in maintaining overall unit readiness.  Soldiers who deploy to a contingency operation or training exercise with their financial matters in order will perform better and the unit will spend less time dealing with family problems at home.

NOTE:  Display VIEWGRAPHS 1 and 2.



tc "Terminal Learning Objective - Supervise the implementation of financial readiness policies in a company. " \l 3Terminal Learning Objective
NOTE:  Inform the students of the following Terminal Learning Objective requirements.

At the completion of this lesson, you [the student] will:



Action:
Supervise the implementation of financial readiness policies in a company.



Conditions:
Given the following publications:

1.  Department of Defense Financial Management Regulation (DODFMR) Vol 7A, Military Pay Policy and Procedures Active Duty and Reserve Pay;

2.  Training Circular (TC) 21-7, Personal Financial Readiness and Deployability Handbook;

3.  A Unit Commanders Finance Report; and,

4.  A C-27 Personnel Report.      



Standards:
Answer 10 of the 15 questions correctly on the examination in order to be proficient in the following steps of implementing financial readiness policies in a company:

1.  Verify accuracy of the Unit Commanders Finance Report in accordance with (IAW) the Military Pay Procedures Manual (MPPM) Extract.

2.  Verify that financial considerations are applied in preparing a unit for deployment IAW TC 21-7.

3.  Identify types of soldier indebtedness and execute command responsibilities IAW DODFMR, Volume 7A.

4.  Verify that unit training encompasses individual soldier and family financial readiness IAW TC 21-7.      





Safety Requirements
In accordance with local standard operating procedures.



Risk Assessment Level
Low


Environmental Considerations
NOTE: It is the responsibility of all soldiers and DA civilians to protect the environment from damage. 

In accordance with local standard operating procedures.



Evaluation
Students will receive a 1 hour written test with 15 questions.  They must correctly answer 10 questions to receive a Go. 



Instructional Lead-In
It is the unit commander’s responsibility to review all items on the Unit Commanders Finance Report (UCFR) monthly.  The UCFR is a tool designed to give the unit commander a one line roll up of a soldier’s pay status.  This eliminates the time spent each month reviewing each individual soldier’s Leave and Earnings Statement (LES).  The first page of the UCFR has a legend that gives a short explanation of each item on the UCFR.  Use the following administrative personnel reports to verify data on the UCFR:  unit roster/ad hoc query, C-27 personnel report, DA Form 4187’s, AWOL files, and Article 15 files.  The UCFR will assist you in verifying accountability, verifying duty status'/ETS dates, ensuring receipt of correct entitlements/allowances, reviewing accuracy of debts; and screening allotments, pay options, and leave balances for accuracy. 
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Section III Presentation " \l 2SECTION III.
PRESENTATION 

1.
Learning Step / Activity 1. Verify accuracy of the unit commander's finance report.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:25



Time of Instruction:
 1 hr  



Media:
 VGT and Student Handout

NOTE:  Discuss the actions required by the unit commander when the UCFR is received.  Display VIEWGRAPH #3 through 6 and refer students to pages 2 through 4 in the Student Handout.  Have the students follow along as you explain the comparison of the C-27 report and the UCFR.  Information from the Military Pay Procedures Manual (MPPM) is provided on pages 5 and 6 of the handout and should be assigned as a reading assignment.

NOTE:  Soldier as used throughout this lesson includes both enlisted and officer personnel unless specifically stated otherwise.  Officer as used in this lesson includes both commissioned and warrant officers unless otherwise stated.

a.  Verify Accountability:

     (1)  The UCFR is received monthly with the soldier’s LES.  It lists all soldiers assigned to the unit in alphabetical order, not by grade.  Verify that all soldiers in the unit appear on the UCFR by comparing it to the unit roster/ad hoc query and C-27 report.  With the implementation of SIDPERS-3, a new report will be generated.  Contact the servicing Personnel Support Battalion (PSB) for further information regarding this report.  If data is correct, no action is necessary.  If data is not correct, take corrective action.

           (a)  If a soldier is not in the unit and appears on the UCFR, then return LES to finance, annotating in bold letters that the soldier has "PCSed (with address and date)" and have the Personnel Administrative Center (PAC) attach a copy of the orders to the LES, "Separated/retired - (date), "never in unit", or "Intra-post transfer (with address and date)".  If a soldier is in the unit and not on UCFR, then furnish a listing or memorandum to finance, via the Personnel Administrative Center (PAC), showing soldier’s name, SSN, and date arrived in unit with the unit commander’s signature.

           (b)  Ensure that the LESs received are for the personnel assigned to the unit.  All LES requests for those soldiers not receiving an LES should be made to the unit PAC, who in turn will submit them to the servicing finance unit.

     (2)  Verify the social security number (SSN) on the UCFR is correct.  In the event that it is not correct, have the unit PACs coordinate corrective action with the personnel support battalion (PSB).

     (3)  Verify the soldier’s pay grade is correct.  If pay grade is incorrect have your PAC contact the PSB for corrective action.

     (4)  Verify the duty status and expiration of term of service (ETS) of the soldier.  The status will be blank if the soldier is in a duty status.  "FILD" indicates that the soldier is in a field status (BAS will be suspended for enlisted soldiers).  "SUSP" indicates suspension of the soldier’s pay due to a separation transaction input on the pay account. "AWOL" is absent without leave,  "CONF" is military or civilian confinement, and "DEST" is deserter.  If status is incorrect, have your PAC submit a DA Form 4187 to the PSB for corrective action.

b.  Ensure soldiers are receiving correct entitlements.

NOTE:  Refer students to DODFMR Volume 7A, Chapter 26, and TC 21-7, Chapter 1.  Inform students that basic allowance for quarters (BAQ) and variable housing allowance (VHA) are now combined as basic allowance for housing (BAH).  The UCFR will not change immediately to reflect this entitlement restructuring.  As a result, BAQ and VHA are still referred to separately on the UCFR. 

     (1)  Verify basic allowance for quarters (BAQ) status and type.

            (a)  The BAQ column of the UCFR depicts the status of entitlement and type of monetary assistance authorized the soldier to assist in supporting his or her household.  If the data on the UCFR is correct, the commander does not need to take action.  If the data is incorrect, documents supporting the correct type of BAQ need to be forwarded to the unit PAC, who will then submit the documents to the Personnel Support Battalion (PSB) or supporting finance unit.  

           (b)  Verify that the soldier is receiving the correct type of BAQ.  Single soldiers authorized to reside off-post receive BAQ at the without dependent (W/O) rate.  Soldiers with dependents residing off-post receive BAQ at the with dependent (W/D) rate.  Single soldiers living in government quarters receive partial BAQ or Rebate (REB).  Soldiers paying child support receive BAQ differential (DIFF).  Soldiers with dependents residing in government quarters will have (QTR) in the BAQ column and do not receive BAQ.

     (2)  Verify Basic Allowance for Subsistence (BAS) status and type.

NOTE:  Refer students to DODFMR Volume 7A, Chapter 25, and TC 21-7, Chapter 1.

           (a)  The BAS column shows the type of basic allowance for subsistence the soldier is receiving.  If blank, the soldier is not drawing the allowance.  These enlisted soldiers should have a meal card or be in a duty status that precludes receipt of BAS.


Officers maintain their entitlement to BAS at all times. 


Enlisted soldiers may become entitled to BAS on a daily basis if rations in kind are not available, when permission to mess separately is granted, or when assigned to duty under emergency conditions where no messing facilities are available.  When rations not available (RNA) is authorized, the installation commander is responsible for determining the non-availability and impracticability for subsistence in kind furnished by the government.  A determination of impracticability due to mission may be made by the Secretary of the Army or his/her designee.  Soldiers requesting to draw rations under emergency conditions (EMG) must receive approval from the Secretary of the Army or the Secretary’s designee.  A designated commander may grant an enlisted soldier permission to mess separately (SR) when the soldier is in a travel or hospital status, residence makes the use of a mess impractical, or for various other reasons when determined in the best interests of the soldier, and the service.  Under normal circumstances individuals in the rank of SFC and above, residing with dependents, are authorized to mess separately.

     (3)  Verify variable housing allowance (VHA) status and type.

           (a)  Soldiers authorized to reside off-post, normally receiving BAQ W/D or W/O, are entitled to draw a VHA authorized for their grade in that area.  If soldiers are drawing BAQ and are not receiving VHA, they must submit a DA Form 5960 (Authorization to Start, Stop, or Change Basic Allowance for Quarters (BAQ) and/or Variable Housing Allowance (VHA)) through the PAC or servicing finance unit.

           (b)  Soldiers receiving standard VHA will have a "V" in the respective column of the UCFR.


An "I" in this column implies that the soldier is receiving interim VHA signifying a recent PCS.  This interim allowance is only payable for a  60 day period and will automatically terminate on the 61st day.


A "D" indicates dual VHA.  A soldier is entitled to dual VHA when assigned to an unaccompanied tour to a permanent duty station in Alaska or Hawaii, and the soldier is or would be entitled to a family separation allowance, type I (FSA Type I) if the soldier’s permanent duty station were outside the United States.  In this situation, the soldier, if not assigned to single government quarters, is entitled to VHA at the rate prescribed for the permanent duty station as a member without dependents and can also receive an additional VHA for dependents residing at a designated place in the United States.

     (4)  Verify overseas housing allowance (OHA) status and type (OCONUS only).

           (a)  OHA reimburses soldiers for expenses incurred for housing based on the actual monthly rental cost of lodging within a prescribed ceiling.  The existing OHA provides a monthly initial/terminal occupancy allowance, determined by prorating the average "moving in" and "moving out" expense for members at a particular location over the average length of time they reside in privately leased housing at that location.

           (b)  OHA is paid to soldiers who are entitled to BAQ at the "with dependent" rate.  Soldiers receiving BAQ at the "without dependent" rate will receive OHA on their own behalf.  Dual OHA is payable to soldiers who are entitled to "with dependent" BAQ and "without dependent" OHA.  

     (5)  Verify cost of living allowance (COLA) status and type (OCONUS only). 

           (a)  COLA assists a soldier in maintaining the purchasing power of the discretionary portion of spendable income incident to assignment to an OCONUS permanent duty station (PDS).  Comparing the CONUS cost-of-living with the OCONUS cost-of-living determines the amount of COLA.

           (b)  Soldiers authorized COLA will have one of the following codes:  WD(#) means COLA with dependents (number of dependents), WO means COLA without dependents, and B/C means barracks COLA.  Blank means no COLA is being received.  Ensure a soldier’s COLA is adjusted at any time family returns to the States for more than 30 days, when a child is born, or when the soldier marries.

NOTE:  Refer the students to DODFMR Volume 7A, Chapters 22-24. 

     (6)  Verify INCEN PAY (incentive pay) status and type - Verify qualified/non-qualified soldiers' entitlements to any incentive payment.  There are numerous types of incentive pay for which a soldier may qualify (e.g., parachute pay, flight or Aviation Career Incentive Pay (ACIP), demolition duty, stress duty, diving duty, foreign duty pay, special duty assignment pay (SDAP)).  The codes shown on this report are:

           (a)  YES - Soldier is receiving incentive pay.

           (b)  BLANK - Soldier is not receiving incentive pay. 

     (7)  Allotments - Shows the total amount of all active allotments, including Savings Bonds.

     (8)  Court martial and Article 15 - shows the amount of collection.  If money amount is incorrect have your PAC contact the local PSB or finance unit for corrective action. 

     (9)  Balance due US - is the total amount the soldier owes for indebtedness to the government at the end of month.  If money amount is incorrect have your PAC contact the local PSB or finance unit  to arrange an appointment with the soldier for corrective action.  This figure will also include:

           (a)  All advance or casual pays not fully collected.

           (b)  All miscellaneous collections not fully collected.

           (c)  All excessive allotments not fully collected.

           (d)  Garnishments/bankruptcies not fully collected.

     (10)  Leave balance - Shows the number days accrued leave as of the end of month.  For example:

           (a)  "15.0" means fifteen days accrued leave at the end of the month.

           (b)  "15.0-" means fifteen days leave in a negative balance at the end of the month.

     (11)  PAY OPT (pay option) - Use this column to counsel soldiers in having their pay go to a financial institution (Direct Deposit - "SURE PAY") so if deployed, dependents will have access to funds.  Direct Deposit also reduces the chance of lost pay checks.  The codes are:

           (a)  Chek/Save  - Check to financial institution (SURE PAY).

           (b)  ADDR (address) - check to address (Soldier does not have SURE PAY).

     (12)  ETS (expiration term of service) - This column shows the ETS date when a soldier is within four months of ETS.  If the soldier extends or reenlists and the transaction is not processed to update his/her finance records, the previous ETS date will remain under the ETS column.  When this occurs, ensure that your PAC furnished the PSB or finance unit with the proper documents (reenlistment and extension) to update the soldier’s records and that input was made.

c.  Complete administrative procedures.

     (1)  A statement signed by the commander or his/her designated representative is required to complete the review of the UCFR.

     (2)  Maintain the original report in the unit files for one year.  Forward the second copy to the finance unit through the PAC with any applicable documentation to correct soldiers’ entitlements or statuses.

NOTE:  Explain to the students that the "Legend" at the bottom of the UCFR is always there to assist them in deciphering the abbreviation used in the heading of the UCFR.

NOTE:
Conduct a check on learning and summarize the learning activity.

Q:  What is the main purpose of the UCFR?

A:  To give the unit commander a one line roll up of a soldier’s pay status, to facilitate   individual and unit financial readiness.

Q:  How often does the unit receive the UCFR?

A:  Once a month.



2.
Learning Step / Activity 2. Prepare for deployment/mobilization.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:25



Time of Instruction:
 1 hr  



Media:
 VGT and Student Handout

INSTRUCTIONAL LEAD IN:  In the first activity, we discussed verification of soldiers’ entitlements and administrative data by using the UCFR.  In learning activity two, we will discuss the financial preparation of soldiers for deployment and/or mobilization.  In today’s force projection Army, soldiers are deploying/mobilizing frequently.  Lessons learned from past contingency operations have demonstrated the importance of personal and family financial readiness.  With personal finances in good order, deployed soldiers are better able to concentrate on the mission.  As unit leaders, you must make this happen.

NOTE:  Display VIEWGRAPH #7, then reshow VIEWGRAPH #4 through 6 and cover steps 1 through 6 below. 

a.  Using the latest copy of the UCFR and C-27 Personnel Roster.

     (1)  Compare and verify status of soldiers assigned.

           (a)  Ensure all soldiers listed on the UCFR are assigned to your unit.

           (b)  Ensure all soldiers listed on the C-27 Personnel Report are the same soldiers listed on the UCFR.

           (c)  Verify the duty status of each soldier to ensure they are capable of deploying.

     (2)  Verify entitlements/allowances each soldier is/is not authorized and documentation required to start, change, or stop payment.

           (a)  Verify BAH and VHA entitlements.  Is the soldier married and living off post or in government quarters?  (NOTE - Soldier must be authorized BAH W/D or W/O to be authorized VHA.)

           (b)  Verify enlisted BAS status.  (NOTE - Officers always retain right to payment of BAS.)  Normally deployed soldiers eat in field mess.   Determine date to stop or start the appropriate type of enlisted BAS.

           (c)  Verify if deployed area is a foreign duty area for pay purposes.  Determine date to start entitlements.

           (d)  Verify if deployed area is a hostile fire area for pay and tax purposes.  Determine date to start entitlements.

           (e)  Verify each soldier’s entitlement to a family separation allowance by type.  Determine date to start entitlements.

     (3)  Verify mid-month and end of month pay amount.

           (a)  Verify which deductions/collections are in effect.

           (b)  Verify reasonableness of the net amount for deposit.  Current Pay Tables are available from the local finance unit.  

     (4)  Verify each soldier’s entitlement to incentive pay(s).  Will there be a new entitlement and will current entitlements still exist after mobilization and/or deployment?  If not, prepare appropriate start, stop, or change actions.

     (5)  Verify enlisted ETS data to ensure that the latest reenlistment/extension is reflected.  ETS data shows when a soldier’s separation date is within four months.

     (6)  Verify SURE PAY (Direct Deposit) status of assigned soldiers.  SURE PAY being sent to a joint account, or an account to which both partners have access, plays an important role in providing for the family in times of the sponsor’s absence.  (When only the soldier has access to the account where SURE PAY is deposited, the family member does not have access to funds in an emergency.)  A majority of married soldiers prefer joint checking accounts, yet many couples still prefer separate checking accounts. Some key points on each type of account are shown:

           (a)   Joint accounts:


Spouse and sponsor have access to the account.


Money is available on payday so bills can be paid on time.


It costs less to maintain a joint account vs separate accounts.


Both can write checks at the same time on the same account.


Usually only one spouse is balancing the checking account.

           (b)  Separate accounts:


Each person monitors his/her own account.


Easier to keep an up-to-date balance when only one person is drawing checks against the account.


Sure pay deposit can only go to one account.  To deposit money into any other account, an individual must write a check or start an allotment.  Otherwise, the money is only available to one account holder on payday.


It costs more to maintain two separate accounts. 

NOTE:  Display VIEWGRAPHS #8 and #9 and refer students to pages 7 - 9 in the Student Handout. 

b.  Create a family deployability/mobilization checklist that the soldier can complete upon arrival at the unit and update it bi-monthly.  Keeping this checklist current will lead to unit financial readiness.  This checklist should include information on, but not limited to the following:

NOTE:  While the entire checklist is shown here, information from other than finance items are provided by the proponent for that area; for example, legal readiness is 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 number in case of medical assistance.  Include local and national numbers for Tricare.

     (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:

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


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 full 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.

c.  Discuss the following responsibilities and actions required by unit personnel designated as field ordering officers or local paying agents for local procurement.

NOTE:  Display VIEWGRAPH #10 and refer students to pages 10 - 13 in the Student Handout.

     (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.

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


The paying authority cannot be sub-delegated to another individual.

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


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.


Appointments will be in letter form.


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.  


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.  


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.

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


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.  

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


Maintain a file for letters of appointment for 6 months after the individual completes such duty.

     (2)  Unit field ordering officers:

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


Only one primary and one alternate per command should be appointed at any one time.


The purchasing authority cannot be sub-delegated to another individual. 

           (b)  Submit requirements to the ordering officer in writing signed by the requester.  This provides the ordering officer a backup for the purchase.

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


Obtain prices prior to placing the order.  Issuance of the order must be prior to receipt of 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.

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


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.  


Ordering officers are NEVER authorized to exceed their funds authorized on the DA Form 3953.  

           (b)  Ordering officers will NEVER be appointed or utilized over protest of the accountable CO.

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

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

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

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


A change in the responsible CO does not terminate the ordering officer’s appointment.

           (e)  Maintain a file for letters of appointment for 6 months after the individual completes such duty.

           (f)  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.


Appointments will be in letter form.


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 non-personal services), the maximum amount per purchase authorized the ordering officer, and the effective date and period of time covered by the appointment.  

     (5)  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 Department of Defense Joint Ethics Regulation, DoD 5500.7R" at the time of appointment.

     (6)  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.

           (a)  The absolute maximum expenditure limit authorized for each SF 44 is  $2,500.  There may be a further limit by the CO to any lesser amount in the ordering officer’s appointment. 

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


Equipment shown on a unit TOE or TDA is not authorized for purchase.


Ordering officers may not expend funds for food items, social functions, honorariums, or plaques unless specifically stated in their instructions.


Ordering officers should not include state and local taxes in purchase totals.  Under certain circumstances, foreign taxes may be payable.  Check with the local contracting officer or finance unit /DO for guidance in these instances. 


Purchases can NEVER be split to avoid the monetary limitation imposed.  For example, if the command sets a $500.00 limit, an item costing $1,000.00 is not payable in 2 payments of $500.00 each, where one payment is at the time of purchase, and another is at a later date to avoid exceeding the limitation.    

           (b)  Ordering officers as a minimum should become familiar with:


Paragraphs 20-13 (SF 44s) and 20-14 (small purchases by unit credit card) of DFAS-IN Regulation 37-1, Finance and Accounting Policy Implementation.

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

NOTE:
Conduct a check on learning and summarize the learning activity.

Q:  Can a soldier drawing a partial basic allowance for housing (REB) receive the variable housing allowance portion?

A:  No.  Only soldiers drawing BAH W/D or W/O dependents are eligible to receive the VHA portion.

Q:  A soldier is receiving Barracks rate COLA.  Can the soldier also be eligible for BAH W/D?

A:  Yes, provided his/her dependents have not been authorized to accompany the service member to the overseas station.

Q:  Can local paying agents receive goods or perform ordering officer duties?

A:  No.  They cannot receipt for goods or perform any ordering officer duties.

Q:  When does a local paying agent’s appointment terminate?

A:  When the specific transaction for which appointed is completed, the period of the appointment expires, the accountable DO is changed, or the appointment is terminated by letter.



3.
Learning Step / Activity 3. Identify types of soldier indebtedness and execute command responsibilities.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:25



Time of Instruction:
 1 hr  



Media:
 VGT and Student Handout

INSTRUCTIONAL LEAD IN:   We have discussed the importance of verifying the soldier’s pay data through review of the UCFR and preparing the soldier and the unit financially for deployment.  We will now discuss one of the most serious areas concerning the soldier’s financial health - indebtedness.  Unit commanders are responsible for ensuring the financial readiness of their soldiers.  One of the major problems in the financial readiness of a soldier is indebtedness.  Debts come from many different sources, both voluntary and involuntary, but the soldier ultimately has full control over all of them.   Commanders must educate their soldiers in proper debt management and control so debts do not "overload" their financial resources, hinder their necessary support of their family, or allow them to become a detrimental morale factor.  Soldiers must have a basic knowledge of controlling and managing debt, and understand the consequences to themselves and their family if this is not done effectively.  Unit leaders must counsel their soldiers regularly regarding debt and money management, and provide information on the help available to them should they experience debt problems.  Some of the areas you will need to cover include:

NOTE:  Display VIEWGRAPH #11.

a.  Knowing the various types of indebtedness.

     (1)  Voluntary collection of debts.  A soldier may voluntarily have almost any type of debt collected against his/her pay account.  While the soldier knows of and accepts these debts, they are still a liability impacting on his/her financial health.  The soldier has to consider each debt when planning a budget.  The soldier completes the necessary collection document or allotment form and submits it to the PAC/PSB.  Some types of collections are:  

           (a)  Lost or damaged property on a statement of charges or report of survey.  This can be a single collection or payments on an approved collection schedule.

           (b)  An allotment to satisfy spouse or child support payments, a commercial financial institution, or other valid creditor.

     (2)  There are statutory rules governing what various types of pay and allowances exempt from certain involuntary collection actions to satisfy specific types of debt.

           (a)  Certain statutory rules also apply as to the percentage of a soldier’s disposable, or available, pay that can satisfy a particular type of debt.  These rules are shown in DODFMR Volume 7A; however, you should always have the soldier contact the servicing PAC or finance unit regarding the application of these rules.  

           (b)  When we refer to a soldier’s "available pay" we mean pay subject to collection for a particular debt after certain exemptions allowed by law.  Certain types of allowances (e.g., BAQ and BAS) are not subject to collection.  Likewise, certain deductions, such as Federal Income Tax withholding and SGLI deductions, are taken out prior to determining what pay is available for collection.

     (3)  Garnishment of pay and allowances.

NOTE:  Refer students to pages 13 - 15 in the Student Handout.

           (a)  Garnishment is the process of involuntary attachment of part of a soldier’s pay for amounts adjudicated by a court of competent jurisdiction.  The only garnishments authorized against a soldier’s pay and allowances are for payment of adjudicated amounts of spouse and/or child support or court ordered alimony.

           (b)  A garnishment is a court ordered levy against a soldier’s pay accepted by the Defense Finance and Accounting Service (DFAS) for involuntary collection.  

           (c)  When DFAS receives a garnishment from a court they:


Verify the legal sufficiency of the document and determine the amount withheld from the soldier’s pay. 


Within 15 days after receipt, DFAS sends the soldier’s unit commander notification of the action and pending collection.  


Advise the soldier to review the documents received and discuss the issue with a local JAG or legal counsel.  The commander or designee certifies to DFAS within 30 days of the date of the notice that the soldier has received a legal consultation regarding his/her support obligation and the consequences of failing to keep these payments current either through direct payment or an allotment, or that a legal consultation has not been arranged and the steps that have been effected to initiate such consultation.  


Request the soldier provide documented proof that support payments are not delinquent or that the underlying support order furnished by DFAS has been amended, superseded, or set aside as applicable.  The soldier’s commander will furnish this evidence to DFAS for review and action with the submitting authority.

           (d)  For the purposes of this lesson, our discussion of garnishments will also include the items identified below.  While these are not court ordered levies against the soldier’s pay, they do have a statutory basis for collection.  They are involuntary collections input against a soldier’s pay based on actions by an agency of the federal government.  The number of separate actions that may be entered against a soldier’s pay account at any one time is not limited except for the total allowable percentage of available pay and the priority of collection established by law.  Collections/debts are prioritized as follows:


Involuntary collections entered to satisfy courts-martial fines and forfeitures. 


Administratively determined debts to the U.S., including property liability. 


Debts owed to other federal government agencies (e.g., Dept. of Education for student loans, HUD or VA for home loans) forwarded to DFAS and accepted for collection. 


Collections for returned checks to a federal appropriated or non-appropriated fund activity.


Debts owed the U.S. based on current or prior National Guard or other Reserve component service.  

           (e)  Each of these collections against a soldier’s available pay has a serious impact on his/her financial health.  A sudden, unexpected charge against the soldier’s funds for past debts or obligations can impinge on the soldier’s ability to keep other debts current and cause a ripple effect on his/her financial health.

           (f)  A courts-martial fine or forfeiture adjudication and approval papers serve as the collection document.  Certifications forwarded to DFAS from other federal agencies, DOD appropriated or non-appropriated fund activities, or the final adjudication of a report of survey or other administrative determination action from any of the Armed Forces, serves as authority for DFAS’ entry of the collection action.

NOTE:  Debts owed a state or other political entity, including state or local taxes, cannot be input for collection against a soldier’s federal pay and allowances absent a formal court order under normal civil process accomplished in accordance with involuntary allotment procedures.

     (4)  Involuntary allotment collection for commercial debts.

           (a)  A soldier’s available pay is subject to one - note, only one - involuntary commercial debt allotment action at a time.  If more than one request is received, the first one received is processed - first in, first served.

           (b)  This allotment is based on a final judgment to satisfy commercial indebtedness from a court of competent jurisdiction in any state or U.S. territory.

           (c)  Involuntary allotment requests from a creditor are submitted to DFAS - Cleveland for adjudication and review.  


Before being entered against a soldier’s pay, DFAS will notify the soldier and his/her commander of the pending action.  


The soldier, working with their commander, has 90 days to respond to this notification.  The soldier’s commander may request an extension of this period if the soldier will be unavailable or unable to respond due to military duties. 


Fifteen days after the end of the 90 day notification period, or the end of an extended period if the soldier’s commander notifies DFAS of an approved extension, DFAS will enter the collection action against the soldier’s pay.  There are certain conditions, outlined in DODFMR Vol 7A, that authorize the commander to extend the 90 day notification period.  You should consult the finance unit and/or the local JAG or legal advisor before taking this action.  In any case, after the soldier’s legal consultation, the soldier’s commander will promptly furnish any documented evidence presented by the soldier showing payment of the debt, or the setting aside, modifying, or terminating the judgment, to DFAS for their action back to the person submitting the claim.

           (d)  The amount of the involuntary allotment action is restricted by the percentage of available pay remaining after the higher priority deductions and/or collections have been made.  This collection action is further restricted by the maximum percentage allowed by the laws of the jurisdiction issuing the judgment order.  The local JAG or legal advisor or DFAS should answer these questions and make these determinations.  Do not attempt to do so on your own.  Rely on advice from experts on these technical questions.

     (5)  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.


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.


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 only done as a last resort after careful legal counsel and advice.   

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

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

           (d)  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.

     (3)  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.

c.  Notice of Levy (NOL) collections.

NOTE:  Display VIEWGRAPH #12 and refer students to pages 16-17 in the student handout.

     (1)  As a unit leader, you will be involved in counseling your soldiers regarding the payment of their debts, including taxes.  Therefore, you should have a working knowledge of how the Internal Revenue Service (IRS) levy works.  Obtain detailed knowledge for the soldier from your servicing finance unit if a levy is received.  

     (2)  When a soldier has not paid an amount of Federal Income Tax due after the IRS has issued a due notice, the IRS files a notice of levy (IRS Form 668-W[c]) with DFAS against the soldier’s pay.  At a unit or command level, you should NEVER receive a notice of levy direct from the IRS.  If one is sent to you from the IRS, return it immediately to the sending office and advise them that they must forward it to the designated DFAS office.  Generally, a levy works as follows:

           (a)  DFAS, after receipt and review, forwards parts 2-5 of the form to the soldier.   It is at this point that you are likely to become involved.  The soldier, when he/she receives the levy, will probably want advice and assistance.

           (b)  The soldier completes his/her tax filing status and lists the number of personal exemptions.

           (c)  The soldier must return parts 3 and 4 to the servicing finance unit within 3 days, unless a longer period is specified by the IRS.  

     (3)  As is the case with garnishments, the law regarding IRS levies permits certain exemptions of income from "available pay."  Part 3 of the form, which the soldier returns to the PSB or finance unit, shows these exempt amounts.  

     (4)  DFAS will attach a soldier’s "take home pay," minus these exempt amounts and the soldier’s usual pay deductions which will continue in effect, and send the available balance to the IRS until the levy is satisfied or released by the IRS. 

     (5)  If the soldier does not return part 3 of the levy to the servicing PSB or finance unit within the established time frame, DFAS will process the levy against the soldier’s account as if a "married filing separate with one personal exemption" existed.  

     (6)  Even though the IRS has issued a levy against a soldier’s pay, the soldier may still arrange for specific monthly payments on delinquent taxes. 

           (a)  Leaders should always advise a soldier to work out payment agreements with the IRS to avoid a total levy against his/her income.  This is ALWAYS to the soldier’s advantage and best interests.  

           (b)  Once a payment schedule has been worked out with the IRS, the soldier completes an IRS Form 2159 and furnishes it to the PSB or finance unit.  DFAS makes the collection from the soldier and furnishes payment to the IRS.  This agreement cannot be canceled by the soldier.  It is automatically canceled when the amount of the agreement has been collected and furnished IRS, or the IRS advises DFAS that the agreement is canceled.

           (c)  There are special exceptions to enforcing a levy, or any other collection action, when the soldier is deployed in or performing in direct support of missions in a designated combat zone, or is listed in a missing status, and for certain periods after a change in status.  In these instances, DFAS should notify the IRS of the soldier’s status and there should be no action required by the soldier or the unit.  If one of your soldiers in the above categories receives a notice of levy, make sure you annotate it with the soldier’s status and return it immediately to the servicing PSB or finance unit.

d.  Command Responsibilities.

NOTE:  Refer students to pages 17 - 19 in the Student Handout.

     (1)  Procedures for remission or cancellation of indebtedness - enlisted soldiers.

           (a)  Debts due to the U.S. from 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.  


Remission or cancellation of debts applies only to active duty.  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.  


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.


An enlisted member of the Army National Guard who is charged with liability for government property lost, damaged, or destroyed on or after 1 October 1980, may have such liability remitted or cancelled under regulations prescribed by the Secretary of the Service concerned.

           (b)  The soldier or the soldier’s commander can submit a request for remission or cancellation.  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 non-collection of courts-martial forfeitures or fines cannot be remitted or canceled.  

           (d)  A member may file a written claim for any amounts erroneously collected through the pay account.  This may be done through the servicing finance unit.

     (2)  Waiver of claims for erroneous payments of pay and allowances.

           (a)  Enlisted soldiers and officers - under "Title 10 United States Code" (USC) 2774, individuals may apply for a waiver of a claim due to erroneous payment.  Individuals must apply through the servicing finance unit.

           (b)  Only the waiver application processing office, as designated by the Directors of the Defense Finance and Accounting Service (DFAS) Centers, has authority to suspend collection action pending action on a waiver application.

     (3)  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.  


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.


Once a soldier does get into debt trouble, your immediate problem is counseling them on the present problem.  However, do not forget to include how the problem can be avoided in the future.


You should counsel him/her regarding reorganizing their finances and prioritizing their 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 them to assist in making the collection process as smooth as possible with the least financial strain or effect on their 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. 

     (4)  Understand the finance support channels that are available to the soldier.

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


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.


A commander, first sergeant or other leader is the liaison - the link - among 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.  


Ensure that the soldier has the necessary time to work with the PAC or other assistance offices, and follow-up on completing their 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.


You may have to temporarily rearrange or adjust 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.

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

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

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


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 that require pay input.  BUT, remember that as a unit leader, you should still follow through to make sure that the transaction has been satisfactorily processed at all levels.


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.


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.

NOTE:
Conduct a check on learning and summarize the learning activity.

Q:  Can voluntary allotments be used by a soldier to satisfy payments to most of his/her creditors?

A:  Yes.  The soldier can start voluntary allotments to satisfy payment of most debts to private creditors and for debts owed to the U.S.

Q:  True or False -  A garnishment action is received by the soldier or the unit and forwarded to the servicing finance unit for input.

A:   False.  A garnishment action must be forwarded by the issuing court to the designated DFAS center for review, referral to the soldier and subsequent input by DFAS against the soldier’s account.  The unit and individual will only receive the notification from DFAS. 

Q:  True or False -  Bankruptcy proceedings are always handled by federal courts.

A:  True.  All bankruptcy proceedings are handled through Federal Bankruptcy Courts and are governed by federal law (Title 11, U.S.C.).

Q:  Who can issue a notice of levy for taxes for delinquent taxes?

A:  Only the IRS can issue a notice of levy for taxes owed the federal government.  State and local governments cannot issue a notice of levy - they must submit court approved civil process for an involuntary collection.



4.
Learning Step / Activity 4. Verify that unit training encompasses individual soldier and family financial readiness.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:25



Time of Instruction:
 45 mins



Media:
 Viewgraph

INSTRUCTIONAL LEAD IN:  Previously we have covered how to read and verify the accuracy of the Unit Commanders Finance Report, financial considerations in preparing a unit for deployment, and identifying types of soldier indebtedness and command responsibilities in this regard.  In this learning activity we will discuss preparing individual soldier’s financial readiness through money and credit management. Unit commanders, first sergeants, or other leaders, as part of their responsibility for ensuring the individual financial readiness of their soldiers, must make sure that everyone understands good money management.  This includes the maintenance of bank accounts and the use of banking services, use of credit, including credit and ATM cards, budgeting, savings, and investments.  Money management, especially in savings and investment, and in the use of credit, is available from many different sources and with varying returns on investment and costs.  The consumer, your soldier, ultimately has full control over all of them through his or her choice of when to invest or use credit.  Commanders, first sergeants or other leaders need to assist in educating their soldiers in the prudent use of banking services, credit, budgeting, and investments and providing information on where they can seek expert advice and assistance.  As a word of caution, while you can assist the soldier, NEVER get into a position of recommending or endorsing any specific financial institution, commercial company, investment or item.

NOTE:  Display VIEWGRAPH #13 and refer students to Chapter 6 in TC 21-7.

a.  Banking and Credit.

     (1)  Credit and interest.  

           (a)  Credit is borrowing money now and promising to pay it back at a later date or over a period of time.  


The most common form of credit is a personal loan from one’s financial institution for a specific amount of money.  Most financial institutions also offer credit cards to their customers.   


An individual’s credit rating is based on how promptly he/she makes their repayments in accordance with his/her credit (or loan) agreement. 

           (b)  Interest is the charge one must pay on the money borrowed. 


This is the cost of borrowing money (loan) or receiving credit (getting goods, services, or money).  This compensates the lender for his/her time and the use of his/her money and property.  


It is important to compare different interest rates to make sure you have the lowest rate available. The higher the interest rate, the more money you have to repay.

     (2)  A loan is an advance of cash or property for which one agrees to make repayment of the principal (the amount loaned or value of the property received), with interest.

           (a)  The soldier’s bank, credit union, or financial institution may be the first stop in securing a loan.  However, if the soldier is buying a major item, e.g., an appliance or car, he/she should compare financing rates at the store or car dealer where the item is purchased.  Sometimes these rates can be as competitive as those of a financial institution and they may offer additional incentives or rebates.

           (b)  Once a loan is approved, the borrower pays back a specific amount of money on a monthly or periodic basis until the loan is repaid in full. 

           (c)  The monthly or periodic repayment amount is determined by the total amount borrowed, plus the amount of interest charged, divided by the number of months in which one has to repay the loan. 

           (d)  For example, you borrow $2,000 from a credit union, with repayment due over the next year.  Compare two interest rates 15% and 20%:  


For the loan with the 15% rate, you pay $300 interest [(.15 X 1 yr X $2,000) + 300 = $2300].  The monthly loan repayment amount is $191.66 per month for 12 months ($2300/12 = $191.66). 


For the loan with the 20% rate, you pay $400 interest [(.20 X 1 yr X  $2,000) + 400 = $2400].  The monthly loan repayment amount is $200 per month for 12 months ($2400/12 = $200).  


Choosing the loan with the 15% interest rate saves $100 in interest costs and reduces each monthly payment by $8.33.


Note that in this example "simple" interest is charged.  "Compound" interest rates are more complicated and often result in a higher amount of money to be repaid. 

           (e)  Truth-in-lending laws obligate lenders to explain certain facts to the borrower about the loan.  This information includes:


The amount to be paid each month.


The number of payments required.


The total amount of all of the payments (principal plus interest and any "charges".)


The total amount of interest on the loan.  This is the cost to the borrower of the loan.


The yearly interest rate charged for the loan.

           (e)  Before a soldier signs any papers, he or she may wish to go to the local legal office and have a lawyer explain all the details of the loan.

     (3)  Checking and savings accounts.

           (a)  The best way to ensure that the soldier’s spouse and children are taken care of financially when the soldier is not available is to ensure they have checking or savings accounts to which both the soldier and spouse have access.

           (b)  The soldier and spouse may choose to maintain separate accounts or they may want to have a joint account that both of them can use when the soldier is not deployed.  The second account should be an individual account that has a monthly amount deposited sufficient to cover financial expenses of the soldier while deployed.

           (c)  SURE PAY to either a checking or savings account allows the soldier to provide financially for family members during a deployment.

           (d)  Single soldiers should designate a trusted individual to handle their financial affairs in their absence.

     (4)  Credit and Debit Cards.  

           (a)  Credit cards operate much like a loan.  Each credit card has its own specific details, which one should always read and understand before signing anything.

           (b)  Credit card advantages:


Major credit cards authorize cash advances, within a limited amount.  Thus, the card may be used for emergency cash needed.


Credit cards authorize charge limits for purchasing goods and services.


A credit card is a pre-approved loan with minimum repayment.


Most cards are widely accepted.


Every month the account holder receives a statement that shows the balance owed and individual purchases and cash advances.  This statement also shows the minimum payment required.

           (c)  Credit card disadvantages:


Pre-set cash advances/purchase amounts, which the company sets.  One cannot exceed this amount in purchases or cash advances.  Exceeding this limit will cause the company not to approve further purchases until the balance is once again within the limit.


Some companies charge much higher interest rates than others.  These rates are often higher than rates offered on regular loans.


Some credit card companies charge a yearly membership fee.  It is important to shop around for the lowest interest rates and fees.


Minimum payments allow interest amounts to accumulate.

           (d)  Debit Cards are a form of electronic money.  It is equivalent to an electronic check.  (One must have a checking account to get a debit card.)  Debit cards allow for payment through a point-of-sale (POS) terminal, normally with the use of a personal identification number (PIN). 


When one uses a debit card, money moves from the individual’s checking account to the merchant’s account immediately.  


Debit cards may be used at grocery stores, gas stations and retail shops.  As this form of payment becomes more popular, additional uses will be available.


Some financial institutions offer a debit card which is used much like a credit card (e.g., Visa) in that one need not use his/her PIN  to make a purchase.  It is important to realize that if this card is stolen, the thief will have access to all funds in all the accounts with which that debit card is linked.

     (5)  Automated Teller Machines  (ATM).

           (a)  Soldiers should understand that ATMs allow you to take care of 90% of your banking needs, 24 hours a day.  One can use the card to get cash, make deposits, pay bills, transfer funds from one account to another, and check account balances electronically.  Some ATMs allow one to make loan payments, pay certain utility bills and send messages.

           (b)  Individuals should memorize the PIN associated with the card.  The PIN should NEVER be kept with the card.

           (c)  The transaction should always be recorded immediately in the individual’s check/savings register.

           (d)  Individuals must always check to ensure their ATM card and receipt are in their possession before leaving the ATM.  Retain the receipts and use them to verify the monthly bank statement.

           (e)  Even though ATMs are an excellent way to get cash fast, one must  be careful when using them.  The account balance on the machine is only as current as the information the bank has.  If checks were written recently and they have not yet cleared through the system, the balance will not reflect these checks, and the machine will indicate a balance that is overstated.  The individual may then receive a check from his/her financial institution which has been returned due to non-sufficient funds.

     (6)  Electronic Funds Transfers (EFT).

           (a)  To ensure every soldier is paid properly and promptly, the Army requires all new soldiers, active or reserve component, joining the military to have direct deposit to a financial institution prior to or immediately upon arrival at the training base.  If one already has a checking or savings account, a new account need not be opened.

           (b)  The Direct Deposit Sign-Up Form, SF 1199A, will be completed at the Personnel Administrative Center (PAC) or replacement center.   

           (c)  Soldier will complete the JUMPS - JSS Pay Elections, DA Form 3685 at the PAC or replacement center.

b.  Budgeting and investment.

NOTE:  Refer students to Chapter 7 in TC 21-7.

     (1)  Budgets for single/married soldiers.  A budget can help identify where income is being spent and help save money.  Savings are a necessity for emergencies, financial security, and special purchases.

           (a)  A basic budget indicates the amount of income available less fixed expenses.  The amount remaining is then available for goals such as savings (individuals should always save some of their income), college education, a new car, etc.

           (b)  To start a budget, list monthly earnings (take home pay).  Then list all monthly bills that are "fixed expenses."  For example, car payments, loans, insurance premiums, rent or mortgage are all fixed expenses.

           (c)  Then determine financial goals for the amount remaining, such as savings, vacation, a new car purchase, etc.  Prioritize these goals.

     (2)  Savings Plans/Value of Money.

           (a)  Keys to a successful savings program are:  start early, invest regularly, maintain a diversified portfolio, and limit your investment cost.

           (b)  One must always remember that investment plans must be unique for each individual’s needs.  Discussing individual investment strategies with trained, licensed individuals is advisable.  THE ITEMS PRESENTED IN THIS SECTION ARE MERELY SOME COMMON SUGGESTIONS. 

           (c)  Consider near and long-range needs.  One should allocate portions of savings to several objectives, for example, Individual Retirement Accounts (IRA) and children’s college funds.


Immediate needs.


Starting off:  if net worth < one year’s pay, a recommendation is to save at least 10% of take home pay. 


One should attempt to accumulate two to three months pay in a safe, liquid money market account. 


Many investment companies recommend placing 50% of savings into safe investments such as bonds, certificates of deposit (CDs), and Treasury Bills. 


One should also consider placing a portion of savings into a mutual fund.


Individuals should also consider starting an IRA as a good tax-deductible investment strategy.


Individuals should always be encouraged to pay off consumer debt as quickly as possible.  Credit cards and loans for purchases of cars, stereos, etc. often carry high interest rates.


Growth Period:  if net worth > two years pay, individuals should attempt to save 10% to 20% of their take home pay.

     (3)  Investment Options.

           (a)  Certificates of Deposit (CD) - When one purchases a CD, he or she agrees to leave money in the financial institution for a specific period.  If the money is removed before maturity, a penalty is paid for early withdrawal.  CDs pay higher interest rates than savings accounts, and the rate increases with time.  The longer the period of the CD, the higher your yield will be.  CDs are available from most financial institutions and brokerage firms.  These are low-risk investments.

           (b)  Stocks - When one purchases stock, he or she becomes part owner of a company’s assets.  The value of the shares will rise or fall depending on  the company’s success.  Stocks are available through brokerage firms.   These are fairly risky investments because one is taking a chance that the company is going to do well.

           (c)  Bonds - Are loans from the investor to a government entity or corporation.


Government Bonds - The government agrees to pay back the loan, (face value of the bond) plus a specific amount of interest dividends after a certain time.  U.S. Treasury bonds are the safest, and there are several different types (savings bonds are the most common), depending on the period and amount of the investment.  States, cities, and towns also issue bonds.  Like stocks, these are available through brokerage firms.  They are less risky than stocks because there is a guaranteed payback at maturity.


Corporate Bonds - Will pay you back the face value plus a fixed amount of interest when the bond matures.  Investors buy and sell bonds before they reach maturity because their worth fluctuates with the market interest rate.  Corporate bonds are also available through brokerage firms.  These are similar in risk to buying stocks because one is betting that the company will do well in the future.

           (d)  Mutual Funds - In a mutual fund, many investors pool their money toward a common goal.  An investor purchases a certain amount of "shares" in the mutual fund.  Fund managers invest in a diversified list of stocks, bonds, etc.  This allows the average small investor to benefit from investments without having the knowledge or time to play the various stock and bond markets.


There are many types of mutual funds.  Some charge fees to join, some charge regular monthly fees, some do not charge unless one removes money from fund, and some do not charge at all (except a small management fee), also known as "no load" funds.  


One can invest in mutual funds through a brokerage firm or directly with the managers of the fund.  Several financial journals and publication publish advertisements and listings of mutual funds, performance records, and phone numbers.  These publications are normally available at the local library. 


Mutual funds are generally less risky than stocks and bonds because they have investments in several companies and industries.  The more widespread or diverse the fund, the less risky it is.

           (e)  Individual Retirement Accounts (IRA) - IRAs are one good way to prepare for retirement.  One does not pay taxes on the investment until the money is withdrawn.  IRAs are available through most financial institutions and brokerage firms.

           (f)  Most financial management professionals will inform customers that regardless of the amount saved and the type of investment, one should always attempt to establish a regular monthly investment plan.

NOTE:
Conduct a check on learning and summarize the learning activity. 

Q:  The most common form of credit is?

A:  Personal Loan.

Q:  True or False -  SURE PAY allows for the soldier to financially provide for  family members during a deployment.

A:  True.

Q:  True or False -  Credit cards offer unlimited cash advances.

A:  False.  Credit cards offer cash advances within a limited amount.

Q:  Once you are ready to use your ATM card the first thing that you should do is?

A:  Record the transaction in your register (checking/savings account).

Q:  Married Soldier Budget:  SPC Martin is married has one child, and lives in an apartment off post.  She wants to buy a new stereo at the PX and it costs $600.  With the Deferred Payment Plan, she can spread the payments out over 1 year ($50 a month).  She makes $1,350 a month.  Her husband makes $600 a month.  They have the following expenses:

$   350.00
a month for rent

$     70.00
a month for electricity

$     50.00
a month for gas (heat and stove)

$     80.00
a week for food

$     20.00
a week for gas (automobile)

$   150.00
a month for car insurance

$   216.67
a month for a car payment

$   160.00
a month for child care

$     40.00
a month for clothing

$   200.00
a month for incidental expenses

$   100.00
a month for recreation

$     46.70
a month for furniture payment

$     50.00          a month for DPP Payment (stereo)


$     20.00
a month into savings account

$     80.00
a month into a college fund

Prepare a budget for SPC Martin and her family on scratch paper.

A.  The following answer is one of a variety of formats a budget can be done in.  However, no matter the format, the bottom line will be the same.

BUDGET - MARRIED SOLDIER

Goal: $600 for Stereo

Expenses and Savings

Rent
$350.00

Electricity
70.00

Gas (Heat and Stove)
50.00

Food
320.00

Gas (Automobile)
80.00

Car Insurance
150.00

Car Payment
216.67

Child Care
160.00

Clothing
40.00

Incidentals
200.00

Recreation
100.00

Furniture Payment
46.70

DPP Stereo Payment
50.00

Savings (Other)
20.00

College Fund
80.00     

Total Expenses and Savings                     1933.37                

Income         

SPC Martin                                             $1,350.00

Spouse                                                        600.00

Total Income                                            1,950.00
Total Income                                          $1,950.00

Expenses & Savings                                1,933.37

Left Over                                                $     16.63


tc "Section IV Summary " \l 2SECTION IV.
SUMMARY

Method of Instruction:    Conference / Discussion

Instructor to Student Ratio is:    1:25

Time of Instruction:   15 mins

Media:    Viewgraph

Check on Learning
Determine if the students have learned the material presented by soliciting student questions and explanations.  Ask the students questions and correct misunderstandings.

Q.  How many months prior does an enlisted soldier’s ETS date show on the UCFR?

A.  The soldier’s ETS date will show four months prior.

Q.  What document must be approved before an ordering officer can place orders for supplies or equipment?

A.  DA Form 3953, Purchase Request and Commitment Document.
Q.  When a court issues a garnishment of a soldier’s pay, where must the documentation be sent for review?

A.  The documentation must be sent to the designated DFAS center for review. 



Review / Summarize Lesson
NOTE:  Display VIEWGRAPHS 14 through 16.  Repeat the Terminal Learning Objective to the class.

During this lesson we have discussed the importance of verifying the Unit Commanders Finance Report, ensuring that soldiers are financially prepared for deployment and mobilization; identifying types of indebtedness and command responsibilities to those soldiers in debt; and ensuring that unit training informs soldiers of the avenues to financial readiness.



SECTION V.
tc "Section V  Student Evaluation " \l 2STUDENT EVALUATION

Testing Requirements
NOTE: Describe how the student must demonstrate accomplishment of the TLO. Refer student to the Student Evaluation Plan.

 
Students will receive a 1 hour written test with 15 questions and must correctly answer 10 questions to receive a Go.



Feedback Requirements
NOTE: Feedback is essential to effective learning.  Schedule and provide feedback on the evaluation and any information to help answer students' questions about the test.  Provide remedial training as needed.


If remedial/refresher training is required, students will be trained by peer instructors, the instructor who taught the class, or the instructor for the course.  Have students review all material and references covered in this lesson.
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Terminial Learning Objective


Viewgraphs, Viewgraphs 1 through 16


Multi Media Attached! Click here then press F9 to view.
 tc "Appendix B  Test(s) and Test Solution(s)  (N/A)     B - " \l 1  Appendix B  Test(s) and Test Solution(s)  (N/A)
 tc "Appendix C   Practical Exercises and Solutions  (N/A)     C - " \l 1Appendix C   Practical Exercises and Solutions (N/A)

 tc "Appendix D  Student Handouts     D - " \l 1HANDOUTS FOR LESSON 1:  805A1497 version 1
Terminial Learning Objective


Handout, Student Handout, cover


Multi Media Attached! Click here then press F9 to view.

Handout, Student Handout, pages D-2 through D-4


Multi Media Attached! Click here then press F9 to view.

Handout, Student Handout, pages D-5 through D-19


Multi Media Attached! Click here then press F9 to view.
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