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SUBCOURSE OVERVIEW

This subcourse presents the basic procedures that are involved in the analysis of adverse pay inquiry trends for command action, and the analysis of special pay inquiries.

There are no prerequisites for this subcourse.

This subcourse reflects the doctrine which was current at the time that it was prepared.  In your own work situation, always refer to the latest official publications.

Unless stated otherwise, the masculine gender of singular pronouns refers to both men and women.

Terminal Learning Objective

Action: 
You will identify the procedures that are used for analyzing adverse pay inquiry trends for command action and for analyzing special pay inquiries.

Condition: 
You will have access to information from Army Regulation (AR) 37-101-3 and AR 37-104-4.

Standard: 
To demonstrate competency of this task, you must achieve a minimum of 70% on the subcourse examination.
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LESSON 1

IDENTIFYING ADVERSE PAY INQUIRY TRENDS FOR COMMAND ACTION
MQS Task:  01-0204.00-0004
OVERVIEW

Lesson Description:
In this lesson you will learn to identify adverse pay inquiry trends by categorizing their natures and causes.  You will also learn to select the appropriate corrective actions to correct these trends.

Learning Objective:

Action: 
Identify adverse pay inquiry trends from the information that is found in completed pay inquiries and select the appropriate actions to correct these trends.

Condition:

You will be given information from AR 37-101-3 and AR 37-104-4.

Standard:

Your identifications will be in accordance with (IAW) AR 37-101-3 and AR 37-104-4.

References:

The material contained in this lesson was derived from the following publications:


AR 37-101-3.


AR 37-104-4.

INTRODUCTION

Soldiers should receive accurate pay and entitlements on time.  Communication problems often cause pay inquiries.  For this reason, required monthly meetings between the Personnel Service Center (PSC) and the finance and accounting office (FAO) take place.  Use these meetings to improve the flow of documents and to decrease the number of pay inquiries.  Pay inquiries can cause significant losses in work hours.  Pay inquiries also inconvenience soldiers.  Moreover, soldiers and their families may not overcome the hardships that are caused by pay problems.  All inquiries should receive prompt attention and response.
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An adverse pay inquiry trend occurs when several inquiries of the same type are submitted.  Two common causes of adverse pay inquiries involve document submission and screening.  The failure to submit documents, the late submission of documents, and the insufficient screening of documents at the unit and the battalion adjutant (Bn S1) levels account for most adverse pay inquiries.  Conduct a careful analysis of adverse trends and effective corrective actions.  This will decrease the workload in the finance office.  It will also prevent the loss of manhours and productivity.  These losses usually result from soldiers' unnecessary trips to the finance office.

Refer to AR 37-101-3 (Field Organization and Policy Under Joint Uniform Military Pay System-Active Component/Joint Service Software [JUMPS-AC/JSS]) and AR 37-104-4 (Military Pay and Allowances Procedures, Joint Uniform Military Pay System-Active Component/Joint Service Software [JUMPS-AC/JSS]) for guidance.  These regulations do not include specific procedural guidelines.  This lesson presents a format for conducting the analysis and for determining the proper corrective action to take.

Identifying adverse pay inquiry trends and analyzing special pay inquiries are management techniques which, when properly used, increase the efficiency of the finance services and help to resolve pay problems.  AR 37-101-3 recommends that you make a monthly analysis of adverse trends.  More frequent checks may be warranted for units that have numerous problems.

In this lesson, you will learn to identify adverse pay inquiry trends for command action.  This lesson is divided into two parts.  Part A teaches you the procedures to follow to determine the nature and the cause of an inquiry.  Part B teaches you to determine the appropriate corrective actions to take to decrease the number of future inquiries.

This lesson also contains the necessary background information for the successful completion of Lesson Two.
PART A - CATEGORIZE THE NATURE AND CAUSE OF INQUIRIES
1.
Finance Section and Functions.

The finance section consists of the control section, the determination and processing section, the finance services section, and the reconciliation section.  The following subparagraphs discuss these sections and their functions.
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a.
Control Section.  The control section uses logs and other prescribed forms to control all documents and records that enter the section.  The control section also determines whether all the documents that are received require processing action.  The control section uses established controls throughout the processing cycle.  It uses these controls until all the required actions are taken and it receives an acknowledgement of acceptance from the Department of Defense Finance and Accounting Service, Indianapolis Center, Indianapolis, Indiana (DFAS-IN).  The extracts of AR 37-101-3 in Appendix B provide more details.


b.
Determination and Processing Section.  The determination and processing section inputs all the pay change transactions which result in updates to the master military pay account (MMPA) at DFAS.  It processes work on a first-in, first-out basis.  The determination and processing section sets priorities (when needed) on block tickets that contain arrival (ARV) or departure (DEP) permanent change of station (PCS) transactions, local payments, and separation transactions.


c.
Finance Services Section.  The finance services section provides customer services concerning individual soldier pay accounts and special actions.


d.
Reconciliation Section.  The reconciliation section reviews records and vouchers.  It also analyzes reports.  In addition, the reconciliation section reviews the MMPA for soldiers who are inprocessing, reenlisting, and separating.

2.
General Flow of a Pay Inquiry.

Understanding the general flow of a pay inquiry alerts you to the possible problem areas for adverse pay inquiry trends.  Use the following checklist and the flow chart that is shown in figure 1-1 to review the pay inquiry process:


(
Include all supportive documents with the Department of the Army (DA) Form 2142 (Pay Inquiry) throughout the inquiry process.


(
Check the supportive documents and the pay inquiry form for accuracy and completeness or return them to the soldier for appropriate action.


(
Ensure that the Bn S1 resolves inquiries which do not require finance action.


(
Forward valid inquiries which cannot be resolved by the Bn S1 to finance.


(
Resolve and file inquiries.
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Figure 1-1.  Pay Inquiry-General Flow.
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3.
DA Form 2142.

The proper completion, screening, and processing of a pay inquiry at the unit and Bn S1 levels increase the effectiveness of finance services.  Use the following checklist and figure 1-2 as a guide for completing the DA Form 2142:


(
Complete all of the applicable blocks in Section 1 (A).


(
Describe the exact pay problem (B).


(
Have the unit commander or the first sergeant approve and sign the DA Form 2142 if payment is needed (C).


(
Cite the TL number and the date received for previously forwarded documents (D).


(
Complete all the applicable blocks in Section III (E).


(
Provide an accurate description of the cause of the inquiry and the action that is taken (F) to resolve it.

4.
Sample Pay Inquiry.

To locate adverse pay inquiry trends, do a sample analysis of a number of pay inquiries.  For a better understanding of the process, conduct an analysis of pay inquiries for one day, rather than a month or a quarter.  The following subparagraphs discuss the sample pay inquiry:


a.
Pay Inquiry Log Analysis.  The DA Form 4051-R (Pay Inquiry Log) that is shown in figure 1-3 is a sequential listing of pay inquiries that were submitted to finance.  This form can help to locate adverse pay inquiries because it shows the following:


(
Soldier's name and unit (A).


(
Number of pay inquiries (B).


(
Amount of processing time (C).


Note:

For internal control purposes, you can add other information, such as a record of whether the inquiry is valid or invalid (D).

An analysis of the pay inquiry log that is shown in figure 1-3 shows six consecutive entries that were submitted for 1st Bn, 41st FA personnel.  These entries suggest that Bn S1 personnel hand-carried them.  This saves valuable time.
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BLOCK NUMBER
For Finance Use
INQUIRY NO. DATE
2 10 Aug 03

PAY INQUIRY

For use of this form see AR 37-104-3; the proponent agency is USAFAC.

SECTION | (To be compieted by soldier)

NAME (Last,

irst, Middle) SSN @
Pease, Warren D. 999-00-0111

UNIT PHONE NUMBER
HHC 54th Inf Div (Mech) 5678

NATURE OF PAY INQUIRY (Be specific)

(Description of the exact problem including all available details which would help achieve
a fast resolution of the pay inquiry.)

(When documentation has been previously submitted by unit, the T/ numbers and date
received by the FAO must be cited.)

SECTION I (T0 be compieted by Unit Commander)

DATE 7L NUMBER
D1 Supporting document{s) submitted or will be submitted to finance

D 2. Local payment. Soldier has been counseled regarding impact on future pay. My recommendation is 1o approve/disapprove {cross out the
approrpriate word) the local payment.

*
D 3. Other {Specify) @

Signature of Unit Commander (or soldier as appropriate).
* (Whan payment is to be made, unit commander or designee must sign
SECTION Ii! {To be compieted by Finance)

[J entitiements [ colection [ Leave Mark an 'X' in the
appropriate blocks.
0 Non-receipt Check [[J Non-receipt LES ] other (Specity) 6‘_ pprop

] Allotment
PROBLEM

[J1 Non-receipt of document from Unit Commander [ 2. Late receipt of document trom Unit Commander
Da Document received - Finance did nol process. [34. Document received and processed but not rejected on DJUOL
DS. Document received from Unit Commander on time D 6 Problem with prior station

but too late to be processed prior to JUMPS cutoff. D 8 Other (Specify)

(7. UsAFac

DESCRIPTION OF CAUSE AND ACTION TAKEN.
Complete and accurate description of cause and action.

®

STUDENT NOTE: The Pay Inquiry {DA Form 2142) is completed
when the pay inquiry has been resoived.

ACTION REQUIRED
DA Form 3684 INQUIRY EVALUATION

O other {Specity) %} Valid {3 avatia

DATE APPROVED LOCAL PAYMENT PAID SIGNATURE OFf PAY CLERK
10 Aug 03 Leo N g/w»maa/ SPC

DA FORAM 21 42 EDITION OF 1 APR 73 WILL BE USED UNTIL EXHAUSTED
APR 82

Local Payment





Figure 1-2.  DA Form 2142--Pay Inquiry.
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Figure 1-3.  DA Form 4051-R--Pay Inquiry Log.
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Note:

Soldiers are not required to physically report to the finance office to resolve their pay problems.  Resolve most inquiries by explaining the leave and earnings statement (LES) to the soldier or by referring to the unit transmittal letter file.  A clerk may call finance about pay inquiries or hand-carry several pay inquiries to finance to be discussed and analyzed with a finance clerk.

A further analysis of the pay inquiry log, section (C), shows that the two inquiries from 1st Bn, 42d FA took little time to process and may be invalid.


Notes:

An INVALID pay inquiry is one which the soldier's chain of command could have answered or resolved.



A VALID (necessary) pay inquiry is one which is referred to the finance office because it involves action which only the finance office can take.


b.
Review of 1st Bn, 42d FA DA Forms 2142.  Examine the DA Forms 2142 that were submitted by 1st Bn, 42d FA personnel to determine whether they are valid.  Figure 1-4 gives general guidelines to use to help to determine whether an inquiry is VALID or INVALID.

A review of the DA Form 2142 for Miguel Rodriquez (figure 1-5) shows Section I as accurately completed.  The problem is defined, and dates have been provided.

Section II is correctly completed with the transmittal letter (TL) number, dates, and signature.

A comparison of the dates in Section I and Section II clearly shows the problem.  The request to stop payment was made 12 January 2004.  The supporting documents were submitted to finance 23 February 2004.


Note:

AR 37-104-4 counts a pay document that the FAO receives more than five days past the effective date of the document as a late pay document.

FI0172
1-8

Figure 1-3 shows that it took only five minutes to resolve the inquiry.  Bn S1 personnel should have explained the problem, resolved the inquiry, and eliminated the resulting manhour losses.  Figure 1-3, shows this INVALID pay inquiry as an "X."
[image: image5.png]GENERAL GUIDELINES ON VALID AND INVALID INQUIRIES
VALID (necessary) INQUIRIES
Request for advance pay (PCS).

Request for stop payment on US Treasury checks three or
more days after payday.

Initiation, change, or stoppage of basic allowance for
guarters as a result of marriage or divorce.

Health and comfort payment when the soldier is in a "no
pay due" status.

Inquiries about garnishment action, notices of levy
(NOL) , collection action or Report of Survey.

Unit request for review or discussion of a serious or
recurring finance problemnm.

INVALID (unnecessary) INQUIRIES
The interpretation of LES.

Request for health and comfort payments when all normal
pay has been received.

Request for local payment when normal pay has been
received.

Individually submitted documents relating to promotion,
separate rations, etc., which should have been forwarded
from Bn S1 by transmittal letter.

Request for stop payment on US Treasury checks less than
three days after payday





Figure 1-4.  VALID and INVALID Inquiries Guidelines.
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BLOCK NUMBER
B-47-Al
INQUIRY NO. DATE ’
1 06 Mar 04
SECTION | {To be completed by soidler)

SEN
999-00-8338

UNIT PHONE NUMBER
Btry B, 1st Bn, 42nd FA 8210/8213

NATURE OF PAY INQUIRY {Be spechic)
Allotment to Army Emergency Relief was not stopped as per request of 12 Jan 04,

PAY INQUIRY

For use of this lorm see AR 37-104-3; the proponent agency is USAFAC.

NAME {Last, Firsl, Middie)

SECTION 1l {TO bs completed by Unh Commander)

s s ing d {s) submitied or will b bmitted 10 fin DATE TL NUMBER
L) . Suppon ocument{s) su tied or @ Submitt 10 ante.
"8 23 Feb 04 00222

0 2. Local payment. Soldier has been counseled regarding impact on Nture pay. My recommendation s to approve/disapprove {cross out the
approrpriate word) the local payment,

D 3. Other {Specity)

Signature o! Unil Commander {or soldier as appropriate). DATE
ROLAND R. DE CASTRO. CPT R domd R. De 06 Mar 04
SECTION Itf {To be completed by Finance
[X) Allotment O entitlements {0 collection [ Leave
PROBLEM
Non-receipt Check (I Non-receipt LES 7] Other (Specity)
INQUIRY ANALYS!S CAUSE
[J1- Non-teceipt of document from Unit Commender. 2. Late receipt of document irom Unit Commandaer.
Da. Document received - Finance did not process. Dl. Document received and processed bul not rejected on DJUOL.
Ds. Document received trom Unil Commander on time D 8. Problem whh prior station.
but 100 Iate to be processed prior 1o JUMPS cutoll. D 8. Other {Specily)
D?. USAFAC

DESCRIPTION OF CAUSE AND ACTION TAKEN.
Supporting documents were received late,
DA Form 3684 completed and input made.

ACTION REQUIRED

DA Form 3684 [ Locat Payment INQUIRY EVALUATION
[ other (Spacily) [ valid tnvalid
DATE APPAOVED LOCAL PAYMENT PAID SIGNATURE OF PAY CLERK
Hugh L. Masen SPC
FORM EOITION OF 1 APR 73 WILL BE USED UNTIL EXHAUSTED.
D APR 82 2 1 4 2




Figure 1-5.  Pay Inquiry--Rodriquez.

FI0172
1-10

Determine whether inquiries are unit-caused or finance-caused.  Documents that are received from the unit commander on time but that are received too late to be processed prior to the JUMPS-AC/JSS cutoff produce neither unit-caused nor finance-caused inquiries.  A problem with a prior station does not produce a locally-caused pay inquiry.  The following subparagraphs define unit- and finance-caused inquires.


(1)
Unit-Caused Inquiries.  Define unit-caused inquiries as follows:


(
Nonreceipt of a document from the unit commander.


(
Late receipt of a document from the unit commander.


(
Incomplete documentation.


(
Insufficient screening at Bn S1.


(2)
Finance-Caused Inquiries.  Define finance-caused inquiries as follows:


(
Document received--finance did not process.


(
Document received and processed but rejected on the daily register of rejects (DROR).

5.
Trend Analysis.

To conduct a trend analysis, summarize a number of pay inquiries that were submitted during a given time period.  Categorize these pay inquiries by the unit and their natures and causes.  Figures 1-6 through 1-8 summarize the pay inquiries of the units that are discussed in the following subparagraphs:


a.
Review of 1st Bn, 41st FA Inquiries.  Review figure 1-6.  Check the 1st Bn, 41st FA summary sheet to categorize unit-caused problems and finance-caused problems.  Which unit-caused problems do you find?

n addition to the problems involving the documents that have not been received, there is an obvious problem with the unit's screening of documents.  Ten of the inquiries could have been handled at the unit level.  This is a significant adverse trend because of the loss of the manhours that are needed to process the inquiries.  Treat these inquiries as valid, since you should evaluate all inquiries that are hand-carried to finance by Bn S1 personnel as valid.
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SUMMARY OF PAY INQUIRIES
For use of thig N,
Unit ! Bn 47“ FA Date S 04

Problem
Allotment 0 Collection
Non-receipt of check 7 Leave
Entitlements 0 Other
Non-receipt of LES

Cause

] Non-receipt of document from Unit Commander.

D' Supporting o Late receipt of document from Unit Commander.

Document received - Finance did not process.

D 2 iLocal paymse )
Spprorpriate Document received and processed but rejected on DROR.

Document received from Unit Commander on time

but too late to be processed prior to JUMPS cutoff.
Darre 0 Problem with prior station.
I .
0 Other (specify).
10 J 7wdw?wo,to, 3 CTeRNANG at Bn S1

D 1 Non-receipt

[J3 Document re
[J5 Document recsved Yiom Uni CoRmaRder 3R O ["1E Problem with prior station

but 100 late tc be processed prior to JUMPS cutolt D 8 Other {Specity)

ACTION REQUIRED

[X DA Form 3684 ] Local Payment INQUIRY EVALUATION
D Othar (Specity) D Valid va‘"d

N /A UR. Wil SPC

DA FORAM 2 1 42 EDITION OF 1 APR 73 WILL BE USED UNTIL EXHAUSTED
APR 82





Figure 1-6.  Summaries of Pay Inquiries--lst Bn, 41st FA.
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[image: image8.png]SAMPLE |
SUMMARY OF PAY INQUIRIES

Unit 1“8’? 42d FA Date 3@& 04 \

Problem
Allotment 0 Collection
Non-receipt of check 0 Leave
Entitlements ¢ Other
Non-receipt of LES

Cause

I Non-receipt of document from Unit Commander.
DNt Supporting d Late receipt of document from Unit Commander.
— Document received - Finance did not process.
payms
D Approt,

priste Document received and processed but rejected on DROR.
Document received from Unit Commander on time

but too late to be processed prior to JUMPS cutoff.
'@ nd 5 Problem with prior station.
]

PR Other (specify).
PROBLEM On b7 aw&o,?umtc soreening al Bn S1

[t Monsecsipt

but 100 Iste to be processed prior to JUMPS cutoft D B8 Other (Specily)

ACTION REQUIRED
[ X DA Form e84 [T tocat Payment INGUIRY EVALUATION
D Other (Spacity) m valid ] 1ovatia
DATE APPROVED LOCAL PAYMENT PAID SIGNATURE OF PAY CLERK
N A u/m,c,cu Jd j@?}l@v CPL

DA FORM 2 1 42 EDITION OF 1 APR 73 WILL BE USED UNTIL EXHAUSTED °
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Figure 1-7.  Summaries of Pay Inquiries--lst Bn, 42d FA.
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Non-receipt of document from Unit Commander.
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Figure 1-8.  Summaries of Pay Inquiries--lst Bn, 43d FA.
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Your analysis of the 1st Bn, 41st FA inquiries shows two finance-caused problems.  Two received documents were not processed, and one received and processed document was rejected on the DROR.


b.
Review of 1st Bn, 42d FA Inquiries.  Review figure 1-7.  What is the major problem with the 1st Bn, 42d FA, inquiries?

The majority of the 1st Bn, 42d FA inquiries concern insufficient screening at the Bn S1.

Another area that you need to examine is the prior station.  In this small sampling, five inquiries are due to problems that originated at the prior station.  Check a larger sampling of the DA Forms 2142 that were submitted by the 1st Bn, 42d FA, personnel to see whether a trend is evident.  Determine whether the same sending unit or units at the prior station are involved.  You cannot address these problems at a local level.  However, you can address them in a letter to the commanders of the prior station's sending units.


c.
Review of 1st Bn, 43d FA Inquiries.  Review figure 1-8.  Your review of the 1st Bn, 43d FA, found unit-caused inquiries concerning the late submission and screening of documents.  No finance-caused inquiries were found.

PART B -DETERMINE APPROPRIATE ACTIONS TO CORRECT ADVERSE PAY TRENDS

Determining the nature and the causes of pay inquiries does not solve pay problems.  You must select the appropriate corrective actions to take.

1.
Reduce Invalid Inquiries.



You can reduce invalid inquiries in several ways.  The following list discusses the ways to reduce invalid inquiries:


(
Train unit and Bn S1 personnel on the screening of inquiries.


(
Familiarize unit and Bn S1 personnel with basic finance information such as handouts, publications, and monthly bulletins.


(
Instruct the Bn S1 assistant personnel sergeant and the Bn S1 to call finance about inquiries instead of sending the soldier to finance.
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(
Instruct Bn S1 personnel to handcarry those inquiries which cannot be resolved at Bn S1 to finance for an analysis and discussion (treat these
inquires as valid).


(
Utilize monthly meetings to discuss the problems determined by regular adverse trend analysis.


(
Address adverse trends in personal letters to unit commanders.


(
Increase the frequency of the analysis of units having adverse trends.

2.
Prepare Memorandums.

Based on the analysis of the pay inquiries, prepare memorandums to the battalion commanders and to the personnel sergeants regarding the improvement of pay administration.  The submission of documents to finance is the major area that you should address to individual units.  Documents that are submitted late cause soldiers to wait for payment.  Documents that are never submitted prevent soldiers from receiving payment.

Address a memorandum to all Bn S1s about the need for the careful screening of documents and pay inquiries at the unit or the Bn S1 level.  In addition, remind the Bn S1s that the soldier does not need to hand-carry the DA Form 2142 to finance.  Figure 1-9 shows a sample memorandum.

Conduct an analysis of the pay inquiries of the 1st Bn units sooner than the recommended interval to be certain that these suggestions have been followed.

You may recommend a separate analysis to determine 
why finance is not processing documents in a timely manner.
FI0172
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[image: image10.png]DEPARTMENT OF THE ARMY
HEADQUARTERS 54TH INFANTRY DIVISION (MECHANIZED)
FORT ATTERBURY, INDIANA 46124-5000

AJJIGH (MARKS NUMBER) 8 April 2004

MEMORANDUM FOR: SEE DISTRIBUTION
SUBJECT: Quarterly Analysis of Pay Inquiries

1. Each quarter, the finance and_accounting office (FAO)
erforms a detailed analysis of all the pay inquiriles
hat office receives. Each inquiry is closely analyzed

and classified as either valid (necessary) or invalid

(unnecessary).

2. Currently, soldiers make many unnecessary trips to

the FAO. In most cases, it is apgagent that the pay ‘
inquiries could have been resolved in the unit or b¥ the

Bn S1. Unnecessary trips impair the FAO’s ability to

Rroglge prompt services for valid inquiries and cost many
os ours.

3. _Invalid in?uirieg can be reduced easily through an
analysis of all the inquiries by knowledgeable Bn S1
gersonpel and the effective use of the chain of command

o assist 1in eliminating pay problems. When neither the
Bn S1 nor the chain of command can solve the problem, the
finance office is available to provide prompt,
comprehensive service.

4. The finance liaison team is available to assist in
_8rov1d1ng information or training for Bn S1 personnel.
ommanders are encouraged to take advantage of this
service by scheduling a visit by the finance liaison,
team. Alternatively, commanders are invited to_receive
ggsgnswer to any finance-related question by calling Ext.

FOR THE COMMANDER:

Walter Cory
LTC, FC . )
Finance and Accounting Officer

DISTRIBUTION:

COMMANDERS
1st Bn, 40th FA
1st Bn, 41st FA
1st Bn, 424 FA
ist Bn, 434 FA




Figure 1-9.  Sample Memorandum to Commander.
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3.
Reduce Finance-Caused Inquiries.

You can reduce finance-caused inquiries in several ways.  The following list discusses ways to reduce finance-caused inquiries:


(
Resolve pay inquiries as quickly as possible.


(
Ensure that finance personnel are familiar with changes in finance procedures and that they read finance handbooks, monthly bulletins, and other finance publications.


(
Encourage finance to analyze pay inquiries with Bn S1 personnel, and advise them on the proper course of action.


(
Analyze reports regularly for potential problem areas.


(
Employ the mobility concept to assure the prompt processing of pay-related documents.


(
Conduct monthly meetings for finance personnel to discuss problems and to suggest improvements to procedures.

Pay problems cause hardships for soldiers and can affect entire families.  Resolve these problems before they become serious.  The prompt and accurate resolution of pay inquiries and the employment of preventive management techniques decrease the probability of serious hardships.

The best-designed pay system is not effective unless the quality of service is evaluated and the results are communicated to those who are concerned to allow corrective measures to be taken.

4.
Summarize Pay Inquiry Trends Analysis.

Summarize the pay inquiry trends analysis.  Use the following summary as a guide:


(
Compile a list of pay inquiries by unit.


(
Categorize unit inquiries by nature and cause.


(
Check the DA Forms 2142 for accuracy and completeness.


(
Separate inquiries into unit- and finance-caused inquiries and inquiries such as prior station.


(
Compile pay inquiry analysis results for communication to units or activities.


(
Determine the appropriate actions to take to reduce the number of pay inquiries.
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LESSON 1

PRACTICE EXERCISE
The following items will test your grasp of the material covered in this lesson.  There is only one correct answer for each item.  When you complete the exercise, check your answers with the answer key that follows.  If you answer any item incorrectly, study again that part of the lesson which contains the portion involved.

Situation:  You are assigned to the pay and examination division of the 118th Area Finance Support Center, Fort Atterbury, Indiana.  Your concern about the loss of manhours and productivity that occurs because of adverse pay inquiries compels you to review the pay inquiry log.  The log represents one day's pay inquiries that Bn S1s and walk-ins have submitted.  Analyze the sample pay inquiry log that is shown in figure 1-10 to gather the information that you require to initiate an analysis of adverse pay inquiries.  Use this situation to answer questions 1 and 2.


1-19
FI0172
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Figure 1-10.
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1.
Which Bn S1 should be trained in LES interpretation?


A.
77th Inf.


B.
78th Inf.


C.
79th Inf.


D.
80th Inf.

2.
The infantry or artillery unit that is most likely to be in need of analysis is the


A.
77th Int.


B.
40th FA.


C.
79th Info


D.
80th Inf.

Situation:  
You have isolated four units which show an unusual number of pay inquiries.  You analyze the information from the unit summaries that are shown in figures 1-11 through 1-14 to gather information for a written report from the finance officer to the unit commanders.  Use this situation and figures 1-11 through 1-14 to answer questions 3 through 10.
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] 0 Non-receipt of document from Unit Commander.
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Figure 1-11.
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[image: image13.png]SAMPLE
SUMMARY OF PAY INQUIRIES
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Figure 1-12.
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Figure 1-13.
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Figure 1-14.
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3.
The unit with the most unit-caused inquiries is the


A.
40th FA.


B.
41st FA.


C.
42d FA.


D.
43d FA.

4.
The unit with the most finance-caused inquiries is the


A.
40th FA.


B.
41st FA.


C.
42d FA.


D.
43d FA.

5.
All the following are unit-caused problems EXCEPT


A.
nonreceipt of a document.


B.
problem with a prior station.


C.
late receipt of documentation.


D.
inadequate screening of documents.

6.
Which unit has problems which you cannot address at the local level? 


A.
40th FA.


B.
41st FA.


C.
42d FA.


D.
43d FA.

7.
Which cause should you discuss with each personnel sergeant?


A.
Nonreceipt of documents.


B.
Late receipt of documents.


C.
Problem with prior station.


D.
Inadequate screening of documents at Bn S1.

8.
Which cause should you discuss with the 40th FA personnel sergeant?


A.
Nonreceipt of a document from the unit commander.


B.
Late receipt of a document from the unit commander.


C.
Document received on time but too late to be processed prior to the JUMPS-AC/JSS cutoff.


D.
Inadequate screening at the Bn S1.
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9.
The determination and processing section inputs all the pay change transactions which result in updates to


A.
the MMPA.


B.
JUMPS-AC/JSS.


C.
DROR.


D.
the Standard Finance Installation System (STANFINS).

10.
Which cause should you discuss with the 43d Bn S1 personnel sergeant?


A.
Nonreceipt of a document from the unit commander.


B.
Late receipt of a document from the unit commander.


C.
Document received on time but too late to be processed prior to the JUMPS-AC/JSS cutoff.


D.
Inadequate screening at the Bn S1.
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LESSON 1

PRACTICE EXERCISE

ANSWER KEY AND FEEDBACK

Item
Correct Answer and Feedback

1.
D.
80th Inf.


A careful analysis of the pay inquiry log shows that the 80th Inf had the most (two) invalid inquiries.  Each took only five minutes to process.  An inquiry that takes such a short time to resolve is apt to be an invalid inquiry.  The soldier's chain of command could have resolved these inquiries by explaining his LES to him.  (page 1-8, 1-9, para 4a)

2.
C.
79th.


A careful analysis of the pay inquiry log shows that of the 22 inquiries, the 79th infantry generated 7 inquiries or 32 percent of the inquiries that are shown on the log.  (page 1-5, para 4a)

3.
C.
42d FA.


A careful analysis of the summaries of pay inquiries shows that the 42d FA had five nonreceipt of documents from the unit commander, three late receipt of documents from the unit commander, and six inadequate screenings at the Bn S1.


(page 1-11, para 4b(l), and para 5)

4.
B.
41st FA.


An analysis of the summaries of pay inquiries shows that the 41st FA had three documents that finance received but did not process and four documents that finance received and processed but that were rejected on the DROR.  
(page 1-11, para 4b(2), and para 5)

5.
B.
Problem with prior station.


Unit-causes inquiries include the nonreceipt and the late receipt of documents from the unit commander, incomplete documentation, and insufficient screening at Bn S1.  
(page 1-11, 1-15, para 4b(l))
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6.
A.
40th FA.


The summary of pay inquiries for the 40th FA show that there were five inquiries from the prior station, not the local level.  A separate analysis of those inquiries may be advisable to determine whether any prior station in particular is involved.


(page 1-15, para 5b)

7.
D.
Inadequate screening of documents at the Bn S1.


Two common causes of adverse pay inquiries involve document submission and screening.  The failure to submit documents, the late submission of documents, and the insufficient screening of documents at the unit and the Bn S1 levels account for most adverse pay inquiries.  A review of the summary of pay inquiries shows that all units had inadequate screening at the Bn S1.  Other causes should also be discussed with the individual Bn S1 personnel sergeants.


(page 1-2, introduction and page 1-15, para 1)

8.
D.
Inadequate screening at the Bn S1.


An analysis of the summary of pay inquiries for the 40th FA show that there were six cases of inadequate screening at the Bn S1.  (page 1-11, 1-15, para 5)

9.
A.
the MMPA.


The determination and processing section inputs all the pay change transactions which result in updates to the master military pay account (MMPA) at DFAS.  It processes work on a first-in, first-out basis.  In addition, the determination and processing section sets priorities on block tickets that contain ARV or DEP PCS transactions, local payments, and separation transactions.


(page 1-3, para lb)

10.
D.
Inadequate screening at the Bn S1.


An analysis of the summary of pay inquiries for the 43d FA shows that a discussion on the inadequate screening at the Bn S1 should take place.  Although there were only three unit screening causes, this represents 43 percent of the unit pay inquiries.


(page 1-11, 1-15 para 5)
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LESSON 2

ANALYZING SPECIAL PAY INQUIRIES
OVERVIEW

Lesson Description:

In this lesson, you will learn to analyze special pay inquiries by:


(
locating the causes of pay errors.


(
selecting the appropriate corrective actions to take.


(
identifying the appropriate research documents.

Learning Objective:

Action:
Identify special pay inquiries.

Condition:
You will be given access to extracts from AR 37-101-3 and AR 37-104-4.

Standard:
Your identifications will be in accordance with AR 37-101-3 and AR 37-104-4.

References:
The material contained in this lesson was derived from the following publications:


AR 37-101-3.


AR 37-104-4.

INTRODUCTION

A special pay inquiry is similar to a normal pay inquiry except that it is a request from outside the unit.  This request may be from the inspector general (IG) or it may be a congressional request.  Handle a special pay inquiry separately and carefully and meet the suspense dates.

Follow the normal pay procedures to process a special inquiry.  Determine the validity of the claim and any needed corrective actions.  The methods of relaying the results are usually different, as determined by local policy.
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The nature of the complaint may be different in each case.  Therefore, procedures may vary.  Research the claim carefully to reach a determination.  Since finance regulations provide only general guidance on special pay inquiries, consult local standing operating procedures (SOPs).  Local SOPs should provide the following:


(
Processing procedures.


(
Command channels.


(
Areas of responsibility.


(
Auditing procedures.


(
Special handling instructions.

A special pay inquiry often deals with unusual circumstances.  The person who initiates the inquiry may feel that an unjustified amount of time has elapsed or that an unfair decision has been made.  Therefore, diplomatic, careful, and speedy handling are important.

You are now familiar with the processing of pay inquiries.  In this lesson, you will learn how to handle a special pay inquiry.  This lesson is divided into two parts.  Part A teaches you the appropriate corrective actions to take.  Part B deals with the appropriate regulations to use to research the pay inquiry.

PART A - IDENTIFY APPROPRIATE CORRECTIVE ACTIONS
1.
Suspense Time or Date.

You must meet all suspense times and dates throughout a special pay inquiry.  A suspense time or a suspense date is the time or the date by which you must complete an action.  Normally, you complete all actions within 72 hours.  You may communicate suspenses telephonically, in person, or in writing.  Give an interim reply whenever you encounter a problem which you suspect may keep you from meeting the deadlines.  Ask for any assistance that is necessary to expedite the resolution of the inquiry.

2.
Person Responsible.

Locate the person who is responsible for a corrective action.  This may be a person who failed to perform an action when he first handled a soldier's document.

3.
Sample Special Pay Inquiry.

The following terms relate to the sample special inquiry section:

FI0172
2-2


(
Close of business (COB).


(
FAO.


(
Finance office (FO).


(
IG.


(
Not later than (NLT).


Example:


You are the Chief, Pay and Examination.  It is 0945 on 09 February.  You just came from a meeting with the FAO concerning a letter that was sent to the Inspector General (IG) from the wife of Master Sergeant (MSG) Carleton H.  Mott.  The FAO must reply to the IG NLT 0900 tomorrow, 10 February.  You are to reply to the FAO NLT COB (1600) today.

Review the letter of inquiry that is shown in figure 2-1 to determine how to resolve the inquiry.

Even though MSG Mott has been deployed to a combat area, pay documentation and pay inquiries are routed through the continental United States (CONUS) force administration base for pay actions.

Figure 2-2 shows a partially completed DA Form 2142.  This form must be accurate and complete when you resolve the inquiry.

Time:  0945

Determine what pay option was elected.  You can find information on account transactions on MSG Mott's MMPA.

Time:  1025

You receive MSG Mott's MMPA containing the DA Form 3685-R (figure 2-3).  Is this a request for pay accrual?
MSG Mott requested an accrual of $50.00 each month.  The balance is to be sent to the Worcester National Bank as a direct deposit.

What action should you take to resolve this pay inquiry?

The pay inquiry is finance-caused.  You must change MSG Mott's pay file to reflect the correct pay option.

Time:  1245

You must meet the suspense time.  How much time do you have before you must report to the FAO?

Since you must report by COB (1600), you have 3 hours and 15 minutes before a report is due.
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You want to determine the cause for this pay inquiry, so you meet with the chief of Determination and Processing (D&P).  A review shows that no coding error was charged.  Coder 1 and Coder 2 must have agreed on the input data.  The chief of D&P reports five similar cases in which coder 23 and coder 21 agreed on faulty input.  Train the coders to make independent determination on input.

[image: image16.png]14939 Tunnel Road
Arthur, IN 46120

February 6, 2005

MG James R. Franklin
Commander
Ft Atterbury, IN 46124

Dear General Franklin:

My husband, MSG Carleton H. Mott, was transferred
to a combat area in January. We decided to put all
but $50 of his monthly pay into an allotment to be
automatically deposited to our bank here. No check
has arrived.

Due to the nature of his job, I was advised that
I had to go through Army Community Services to resolve
the problem.

ACS reported that he chose to have his pay
accrued. I know my husband did not elect accrual as I
was with him when he completed the form. Besides,
what would we live on for 18 months?

I have two small children and cannot work because
of their poor health. My savings are depleted and I
am desperate.

Please look into this matter for me so I can feed
my family.

Sincerely,
Dawn L. Mott
MSG Carleton H. Mott

999-00-9999
Co E, 1st Bn, 78th Inf





Figure 2-1.  Letter of Inquiry
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[image: image17.png]SAMPLE

BLOCK NUMBER
132-M1
INQUIRY NO. DATE j ’
09 Feb 05
SECTION | (To be completed by soidier)
NAME (Last, First, Middle) SSN _
Mott, Carleton H. 999-.00-9999 MSG
UNIT PHONE NUMBER
Co E, 1st Bn, 78th Inf 5292
NATURE OF

PAY INQUIRY (Be specific)

Letter to IG from wife concerning lack of pay. ACS advised wife that soldier
elected accrual of pay.

PAY INQUIRY

For use of this form see AR 37-104-3; the proponent agency is USAFAC.

SECTION Il {TO be complsted by Unit Commander)

DATE TL NUMBER
1. Supporting document(s) submitted or wilt be submitted to finance.

1.
D 2. Local payment. Soldier has been counseled regarding impact on future pay. My recommendation is to approve/disapprove (cross out the
approrpriate word) the local payment.

J 2. Other (Specity)
Bignature of Unit Commander (or soidier as appropriate). ‘

SECTION 1l (To be complsted by Finance)

] Allotment [ Entitiements [ coltection [ teave
PROBLEM
D Non-receipt Check DNon-rocolpt LES ['_']onm (Specity)

D1. Non-receipt of docurment from Unit Commander. D 2. Late receipt of document from Unit Commander.

DS. Document received - Finance did not process. Dd. Document received and processed but not rejected on DJUOL.
(35 Document received from Unit Commander on time [] & Problem with prior station.
but tco late to be processed prior to JUMPS cutoff. [[J 8. Other (Specify)

[J7- usarac
DESCRIPTION OF

CAUSE AND ACTION TAKEN.

STUDENT NOTE: The Pay Inquiry (DA Form 2142) is completed
when the pay inquiry has been resolved.

ACTION REQUIRED

[J DA Form 3884 [ Local Payment INQUIRY EVALUATION
[ other (specity) O vatia O tnvaiid
OATE APPROVED LOCAL PAYMENT PAID SIGNATURE OF PAY CLERK
FORM EDITION OF 1 APR 73 WILL BE USED UNTIL EXHAUSTED.
DA aen 122142




Figure 2-2.  DA Form 2142.
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[image: image18.png]SAMPLE

JUMPS-JSS PAY ELECTIONS
For use of this form, see AR 37-104-3; the proponent agency is ASA(FM)

S A S o S AT A

PRIVACY ACT STATEMENT

Authorlty: Title 37 USC, Section 101

Prinoiple Purpose: To provide the service member a means of electing the manner in which he or she desires to receive
pay and allowances '

Routine Use: To establish the pay account of the MMPF

Disciosure: Disclosure of your social security number {SSN} am! other personal information Is voluntary, however
without the requested information, the Finance Office cannot identily members, or take the requested
action

1. HOW DO YOU WANT TO BE PAID? (X one item.) 2. METHOD OF PAYMENT (X one item.)

a Once a Month X | a Sure Pay/Direct Deposit {Complete Section 4.)

HBE

b Twice a Month . b Check 10 Address {Complete 5.)

3. ACCRUAL OF PAY (NOTE: All amounts may be withdrawn al any time upon b SPECIFY AMOUNT

application to your Finance Officer.)

a JI an accrual of pay is also desired, check box and enter amount s5(]_()0
SURE PAY/DIRECT DEPOSIT (X one item.)
SF 1190A attached (Complete items (1) thiough b SF 1199A on file (Use this box if you already
(5)) have SURE PAY/DIRECT DEPOSIT 1o this tinancial

{rgfnluuon) (Do not complete items (1) through
).

(1) NAME OF FINANCIAL ORGANIZATION

Worcester National Bank

{2) SAVINGS OR CHECKING ACCOUNT NO {3) NAME OF ACCOUNT HOLDER
60-9901-4 Carleton H. and Dawn L. Mott

(4) STREET NO, AR NO, PO BOX [(5) CITY, STATE, 2IP CODE (Or Couniry)
420 JOHN FITCH HGWY ARTHUR, IN 46120

_ Y= T

5. CHECK TO ADDRESS (Provide complete mailing address.)
a STREET NO, RR NO, PO BOX

b CITY c  STATE d ZIP CODE e COUNTRY

& REMARKS

7. 1| HEREBY AUTHORIZE PAYMENTY AS SPECIFIED ABOVE.

a TYPED OR PRINTED NAME E NAME AND ADDRESS OF ORGANIZATION
Mott, Carleton H. CO E, 1st Bn, 78th Inf

b SSN
999-00-9999

t  SIGNATURE d DATE

Carleton H Mt 04 JAN 05

DA FORM 3685_R, APH 90 DA FORM 3685, OCT 86 IS OBSOLETE





Figure 2-3.  DA Form 3685-R.
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PART B -IDENTIFY APPROPRIATE REGULATION TO RESEARCH INQUIRY
For many pay inquiries, you may need to research items to determine whether an error was made and whether an entitlement is justified.  Moreover, you must find ways to resolve difficulties that were caused by pay problems.

The extracts of AR 37-104-4 (found in appendix C at the end of this subcourse) contain a list of prescribed and referenced forms.  Read the extracts of AR 37-101-3, (found in Appendix B at the end of this subcourse) and AR 37-104-4 for a breakdown of the logs.  The extracts also contain information concerning necessary supporting documents.

Time:  1350

What other action might be needed?

Mrs. Mott's letter indicates financial need.  Review the publications list (figure 2-4) for the appropriate publications to locate possible resolutions for her financial difficulties.

Both AR 37-104-4 and the DODPM contain information on allotments, but the DODPM provides provisions for entitlements.  Figure 2-5 is an extract from the DODPM Table of Contents.  It shows that Part six, chapter 2, section A, paragraphs 60211 through 60212, covers allotments to dependents or relatives.  Figures 2-6 and 2-7 show the DODPM extracts of chapter 2, section B, paragraphs 60211 and 60212, and table 6-1-1.  These two figures show that a class X allotment may be paid locally in emergency circumstances.  This possibility should be included in your report to the FAO.

If you need to know the correct procedures to follow to initiate an allotment, refer to AR 37-104-4 for procedural guidance.

Time:  1430

You determine that coder error caused the pay inquiry.  You ensure that the correct data are input and that all actions are documented appropriately.  You see a need for coder training and have researched possible ways to provide assistance to the dependents.  You now must report your findings to the FAO, and then follow up any directions that he gives to you.

How much time do you have left on your suspense?

COB is at 1600.  You have 1 hour and 30 minutes left before you report.  You can report early with the inquiry resolved and assistance ready.  Give an interim report to the FAO as soon as you have a resolution of the problem.  You should also report if
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it becomes evident that a resolution cannot be made prior to the suspense deadline.  This gives the FAO time to prepare a reply.

[image: image19.png]QUESTION CONCERNING REFERENCE

Organizational structure and standard AR 37-101-3
procedures for pay and examination
functions

Policies and procedures for determining AR 37-104-4
entitlements and collections of pay and

allowances; information on forms completion

and input

Provisions for entitlements, deductions anad
collections, and policy on pay and DODPM
allowances; information on amounts of

entitlements

Travel and transportation allowances and AR 37-106 and JFTR
amounts I and ITI

Remission or cancellation of indebtedness
Coding input M

Note: For further information, refer to the Table of Contents
pages in the extracts.





Figure 2-4.  Publications List.
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[image: image20.png]DeDPM PART SIK 60101803280 31 August 1992 373

PART SIX

ALLOTMENTS OF PAY

Paragraph
Chapter 1. General Provisions Governing Allotments of Pay (Other Than

Child and Spousal Support Allotments Requiredby Law) ............. 60101-60110
General ..o ittt ee e 80101
SpecializedTerms ............. ... ... .. . . iiiiiit i 50102
Autherized Allotments .. .. .. B PP 60103
Eligible Allotters ..................... e . 60104
Payand Allowances WhichMayBeAllotted ..................... 60105
PeriodsofAllotments ........................., e 60106
Allotment PaymentOffices ..................c.ciiiinnnnnenn. 60107
Restrictions.............. ... ... i i 60408
Right to AllotmentinCaseofDeath ... ......... .......... ..... 60109
Allotment Overpayment Responsibilities . . . ... e ieaeee e 60110

Chapter 2. Discretionary Allotments .. .............. .. ccoiiianiiarnnnann. $0201-60251
Section A—Restrictions on Discretionary Allotments ...... ....... 60201
Restrictions . .............. ... ... .. iiiiiiinnn, R 60201

Section B—Allotments to Dependentsor Relatives . . . ...... ........ 60211-60213
AuthorizedAllottee . ................ ... ciiiiiiiiiiiii s, 60211

60212

------------------------------------------------------

Allotment or DeductionforRent ................................ 60213
SectionC—InsuranceAllotments ................................ 60221-60224
PUL OB ...t e e e e 60221
Eligible Allottees ................... . it 60222

Effective Dates for Starting, Changing, and Stoppmg ‘
InsuranceAllotments ............. ... . ... i, 60223
MandatoryStoppages ...................ciiieiiiinaann e 60224
Section D—Allotments to Financial Organizations ................. 60231
AuthorizedAllottee............. ... ... .. .o iiiiiii .. 60231
Section E—~Allotments for Payment of MortgageorRent ............ 60241
AuthorizedAllottee..................... ... i 60241
SectionF—OtherAllotments ........... .. ... ... ... cceieninrn.. 60251
OtherAllotments...................... oottt 60251
Chapter 3. Non-DiscretionaryAllotments ................................ 60301-60338
Section A—Allotments for the Purchase of SavingsBonds . .......... 60301-60305
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CHAPTER 2
DISCRETIONARY ALLOTMENTS

SECTION A~RESTRICTIONS ON
DISCRETIONARY ALLOTMENTS

80201. Restrictions

a. General. Service members are autho-
rized no more than six purely discretionary
allotments. Discretionary allotments are con-
sidered as class D allotments and examples are
indicated in Sections B through F of this chap-
ter.

b. Savings Provision. All existing ap-
proved registered allotments of military pay

and allowances from active duty and retired
members that were authorized previausly by
this part at the time registered may be contin-
ved as approved allotments. If any such allot-
ments are discontinued, they may not be
reestablished except as a new allotment in ac-
cordance with the requirements of this part.
Any change in the aliotment initiated by the
member is considered a discontinuance, except
those that are beyond the control of the member.
Changes beyond the control of the member are
administrative ‘changes that are dictated by
events incidental to the allotment, i.e, name
and address changes, or mortgage payment
changes because of a variable rate mortgage or
changing escrow requirements. Although the
changes in this paragraph do not constitute a
discontinuance, such administrative changes
that adjust the amount of the allotment shali be
accepted only when the member initiates a new
allotment request. Discontinuance occurs with
any mortgage réfinancing action.

SECTION B—ALLOTMENTS TO
DEPENDENTS OR RELATIVES

6021L. Authorized Allottee

Officers and enlisted members of the services
may authorize allotments of pay to their depen-
dents, relatives, or divorced spouse. This allot-
ment may be authorized by the member or ad-
ministratively initiated under procedures
established by the service concerned. [t may be
made payable to an individual or to a financial
organization for credit to the account of the al-
lottee, or a joint account of the allotter and allot-
tee. The member may request to stop a depen-
dentallotment administratively started.

60212. Locally Paid Dependent Allotment
(Class X)}-Army and Air Force Only

This allotment is locally paid and is autho-
rized only in emergency circumstances which
prevent the member from supporting the mem-
ber's dependent(s) by the usual means. it may be
paid directly to the member's dependent or
made payable to a financial organization for
credit to an account. This allotment is intended
to be flexible enough to cope with the various
types of emergencies that may arise. The follow-
ing are examples where an Air Force or Army
member may authorize aclass X aliotment:

Example 1. An Army member stationed
overseas {including Alaska and Hawaii} with
dependents residing in the same overseas area
but in a different foreign country may authorize
a class X allotment (Type 1) for an indefinite pe-
riod.

Example 2. An Army member, stationed
anywhere, who is required to depart the perma-
nent station in & timeframe which precludes
normal arrangements for support of dependents
may authorize a class X allotment (Type Ii) for a
definite period not to exceed 6 months. If the
member has not returned to the permanent sta-
tion by the date the allotment is due to expire,
the commander may extend the allotment for
another 6 months.

Example 3. An Air Force member sta-
tioned overseas {(including Alaska and Hawaii)
with dependents residing in the same overseas
area may authorize a class X allotment for an
indefinite period during periods the member is
away from the permanent station.

Example 4. An Air Force member, sta-
tioned anywhere, may authorize a class X allot-
ment for a one-time emergency payment.

Exampie 5. An Air Force member, sta-
tioned anywhere, who is TDY for more than 30
days may authorize a class X allotment for a pe-
riod not to excced 6 months. If the member has
not returned to the permanent station by the
date the allotment is due to expire, the account-
ing and finance officer or the appointed agent
establishes a class D allotment to replace the
class X.

60213. Allotmentor Deduction for Rent
An allotment or deduction of pay may be au-
thorized by the appropriate service Secretary




Figure 2-6.  DODPM Chapter 2 Extract.
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Figure 2-7.  DODPM Chart 6-1-1 Extract.
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LESSON 2

PRACTICE EXERCISE
The following items will test your grasp of the material covered in this lesson.  There is only one correct answer for each item.  When you complete the exercise, check your answers with the answer key that follows.  If you answer any item incorrectly, study again that part of the lesson which contains the portion involved.

Situation:  You are the chief, Pay and Examination.  You receive a telephone call from the FAO.  He is sending you a letter of inquiry that the IG received about a pay problem concerning 1LT Gary Hack (figure 2-8).  You are to report your findings to the FAO NLT 1630 today.  Review the letter of inquiry, the pay inquiry form that you completed (figure 2-9), and the publications list (figure 2-10).  Use this situation and figures 2-8 through 2-10 to answer questions 1 through 5.


2-13
FI0172

[image: image23.png]6002 Boxer Drive
Kansas City, MO 64141

April 3, 2005

LTC Eugene R. Higgins
Inspector General
Fort Atterbury, IN 46124

Dear LTC Higgins:

My husband is: 1LT Gary Hack
999-00-1355
D Co 1st BN 3AR
Ft Atterbury, IN 46124

Gary has been authorized flight pay since
February, but has not been paid for it.

He has gone to finance to find out why but
nothing has happened. When his check arrived at the
bank this week, the flight pay was still missing.

It's o.k. for him to go through channels and wait
for them to do their thing - he's being fed no matter
how much the Army shorts his pay. 1It's the kids and I
who have to live on his pay.

I know you can straighten this out before he can.
Yours,

e K

Roberta Hack





Figure 2-8.
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[image: image24.png]SAMPLE

et LR Al

PAY INQUIRY

F ; i 1064.1 . e INQUIRY NO.  |DATE ]
or use of this form see AR 37-104-3; the proponent agency is USAFAC. 06 Aoril 2005

38 . et B i e MBS w

SECTION 1 (To be completed hy. soldier)

BLOCK NUMBER

NAME (Last, First, Middle) - SSN GRADE
HACK, GARY 999-00-1355 1LT

D Co, ist Bn, 3d Armor 5838

NATURE OF PAY INQUIRY (Be specific)

Flight pay has not been received since authorization in February. Letter to IG from spouse.

o e sttt M

SECTION It (70 be completed by Unit Commander)

- T T T T T T Y DATE TL NUMBER
[] 1. Supporting document(s} submitted or will be sut-mitted 1o finance.

D 2. Local payment. Soidier has been counseled segarding impect on luture pay. My recommendation is to approve/disapprove {(cross out the
approrpriate word) the Jocal payment,

- SN .

[ 3. Other (Specity)

Signature of Urit Commander (or zoldier as appropiate)i ) ' DATE

- SECTION 1l {To be completed by Finance)

e, s it A o et e - AN o o et e e e e e e

[ Atictment Entitlements (] cotiection [ Leave
PROBLEM
{J Non-receipt Check [ Non-receipt LES ) Other (Specity)
INQUIRY ANALYSIS CAUSE
[7]3. Non-receipt of document from Unit Commander. [7] 2. Late receipt of document from Unit Commander.
| Da. Document received - Finance did no! process. Dd. Document received and processed but not rejected on DJUOL
[[15. Document received from Unit Commander on time 7] . Problem with prior station.
but too late to be processed prior to JUMPS cutoff E] 8. Other (Specily)
7. UsAFac —

DESCRIPTION OF CAUSE AND ACTION TAKEN

STUDENT NOTE: The Pay Inquiry (DA Form 2142) is completed
when the pay inquiry has been resolved.

ACTION REQUIRED

[] oa Form 3684 (] Local Payment INQUIRY EVALUATION
3 other (Specify) [ vaiid [ invahd

DATE APPROVED LOCAL PAYMENT PAID SIGNATURE OF PAY CLERK

FORM EDITION OF 1 APR 73 WILL BE USED UNTIL EXHAUSTED.
DA APR 822 1 42




Figure 2-9.
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[image: image25.png]QUESTION CONCERNING ~ REFERENCE

Organizational structure and standard ] AR 37-101-3
procedures for pay and examination
functions

| AR 37-104-4

Policies and procedures for determining
entitlements and collections of pay and
allowances; information on forms completion
and input

Provisions for entitlements, deductions and | DODPM
collections, and policy on pay and

allowances; information on amounts of
entitlements

Travel and transportation allowances and AR 37-106 and JFTR
amounts I and II

Remission or cancellation of indebtedness AR 600-4

Coding input

ADSM

Note: For further information, refer to the Table of Contents
pages in the extracts.





Figure 2-10.

1.
Time:  1110.  The Chief of Control checks his records, questions his personnel, and determines that a hazardous duty authorization form was received unsigned on 5 March and returned to the Bn S1 for signature.  You want to resolve the inquiry by COB.  You should contact


A.
the Commander, 1st Bn, 3d Armor.


B.
Control.


C.
Determination and Processing.


D.
the Bn S1.

2.
Time:  
1220.  Approximately how many hours do you have before you must make a response?


A.
4.


B.
8.


C.
12.


D.
24.
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3.
Your next course of action is to


A.
file an inquiry.


B.
complete section III of the pay inquiry form.


C.
make an interim report to the FAO.


D.
make an interim report to the IG.

4.
You resolve this pay inquiry by


A.
completing a DA Form 3685-R (JUMPS--Army Pay Elections).


B.
obtaining a completed DA form 4730-R (Certificate for Performance of Hazardous Duty).


C.
reporting your findings to the IG.


D.
taking no action.

5.
You recommend which action to the FAO to prevent similar inquiries in the future?


A.
Training on document control.


B.
Training on processing of documents.


C.
Locate the person responsible.


D.
Taking no action.

FI0172
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LESSON 2

PRACTICE EXERCISE

ANSWER KEY AND FEEDBACK

Item
Correct Answer and Feedback

1.
D.
the Bn S1.


The Bn S1 should have obtained the authorization and returned the form.  The signature should have been obtained before the form was forwarded to finance.  (page 2-2, para 2)

2.
A.
4.


There are approximately 4 hours and 10 minutes left in the working day or until the COB.  (page 2-2, para 1)

3.
C.
make an interim report to the FAO.


Tell the FAO of the progress to date.  You cannot take any actions on the inquiry until you have a signed DA Form 4730-R.  See Appendix C, Referenced Forms, for Certificate for Performance of Hazardous Duty.  Keep the FAO informed so that there are no surprises to explain in his reply.  (page 2-7, Part B)

4.
B.
obtaining a completed DA form 4730-R (Certificate for Performance of Hazardous Duty).


You must have this form completed before you can resolve the inquiry.  Read the extracts of 37-104-4 for referenced forms.  (page 2-7, Part B)

5.
C.
Locate the person responsible.


The pay inquiry could have been prevented if the person responsible had not failed to perform the correct action when he first handled the soldier's document.  (page 2-2, para 2)

FI0172
2-18

