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Section Overview

	Introduction
	This section explains the types of payments available to Coast Guard members and the procedures to request special payments, advances and death gratuity.
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6.B.1 Regular Payments

	6.B.1.1 Introduction
	A regular payment is a payment made by JUMPS based on the member’s pay account. It is delivered based on the member’s payment option election.


	6.B.1.2 Pay periods
	Each month is divided into two pay periods (mid-month and end-month). Approximately 10 days before the end of each pay period, PPC computes the payroll based on Direct Access transactions that are submitted prior to the cutoff for the pay date and process successfully through JUMPS. Cutoff dates are published annually via E-Mail ALSPO message.


	6.B.1.3 Description
	A regular payment covers the amount of pay and allowances accruing to an account during a semimonthly pay period. This payment also includes routine adjustments to previous pay periods.


6.B.2 Special Payments

	6.B.2.1 Background
	In addition to making regular semimonthly payments, PPC has the authority and ability to make certain special payments through the Department of Treasury.  Special payments can be authorized in two instances:

1. Nonreceipt of pay:  Member did not receive his/her regular semimonthly payment, or received it but it was lost or stolen.

2. Significant pay shortage: Member’s regular semi-monthly payment was significantly less than it should have been, and the member will experience a hardship if he/she must wait until the next scheduled payday to receive the pay due.


	6.B.2.2 Reference
	(a) Coast Guard Pay Manual, COMDTINST M7220.29(series), Section 9-C


	6.B.2.3 Criteria for special payments due to nonreceipt of pay
	A member may be authorized a special payment once the ACH (Automated Clearing House) department at the member’s financial institution verifies that no payment has been received.  Special payments may only be requested by SPO personnel E-7 and above using the Offline Payment template (See exhibit 6.B.2.1 on page 6-B-6) and sent via email to PPC-DG-Customercare@uscg.mil (Be sure to put member’s Name, Emplid, and Special Payment Request in subject line.) or submit an online trouble ticket at http://cgweb.ppc.uscg.mil/ccb/.  Complete the Problem/Issue section of the online trouble ticket as shown below:
[image: image1.jpg]Problem/lssue Information

User Role
for this issue: 1am a Command, SPO or ADMIN supportuser
Category: PAY ACTION

Type: PAYMENTS

Reason. 'SPECIAL OFFLINE PAYMENT





Include the information from the Offline Payment template (See exhibit 6.B.2.1 on page 6-B-6) in the Description of the Problem section of the online trouble ticket web form.


Continued on next page

6.B.2 Special Payments, Continued

	6.B.2.4 Criteria for special payments due significant pay shortage
	A member may be authorized a special payment if he or she meets all of the following 5 criteria:

(1)  The member is underpaid $100.00 or more in his/her regular semimonthly payment; and
(2)  The pay shortage amounts to 10% or more of the member’s total pay entitlements; and
(3)  The member is not scheduled to receive the reimbursement of the pay shortage in the next scheduled payday; and
(4)  The pay shortage is causing the member to experience a financial hardship; and
(5)  The SPO has submitted documentation certifying the member’s entitlement to the additional pay due.


	6.B.2.5 How special payments are liquidated & posted on the eLES
	Special payments are posted as a debit/deduction from the next scheduled pay date.  For example, a special payment made to a member on 4 June 2010 will be deducted from the member’s 15 June 2010 pay.  Special payments made in a mid-month compute cycle will post as a debit/deduction from the mid-month pay.  Special payments made in an end-month compute cycle will post as a debit/deduction from the end-month pay.


Continued on next page

6.B.2 Special Payments, Continued

	6.B.2.6 Nonreceipt of pay procedures
	Follow these procedures for claiming nonreceipt of pay.


	When member’s pay delivery is
	Then the ...
	Does this...

	Direct Deposit
	Member
	Notifies unit admin office, provides the following:

· name and address of financial institution.

· name and phone number of person to contact at the financial institution.

	
	Unit
	Notifies SPO.

	
	SPO
	Verifies information and sends email to PPC-DG-Customercare@uscg.mil or via online trouble ticket using the Offline Payment template (See exhibit 6.B.2.1 on page 6-B-6).

	
	PPC (mas)
	Makes special payment via EFT if needed within 
3 working days.


	6.B.2.7 Significant pay shortage procedures
	Follow these procedures for requesting a special payment in pay shortage cases:

Note:  Special payments for IDT pay discrepancies are generally not authorized but may be considered on a case-by-case basis.


	When member’s pay delivery is
	Then the ...
	Does this...

	significantly less than it should 
have been
	Member
	Notifies unit admin office that a special payment is needed to avoid a financial hardship.

	
	Unit
	Notifies SPO.

	
	SPO
	Verifies information and sends email to PPC-DG-Customercare@uscg.mil or via online trouble ticket using the Offline Payment template (See exhibit 6.B.2.1 on page 6-B-6).

	
	PPC (mas)
	Makes or authorizes special payment if needed within 3 working days.


Continued on next page

6.B.2 Special Payments, Continued

Exhibit 6.B.2.1 – Offline Payment Template

	Introduction
	Include the following information in requests for special payments:


To: PPC-DG-CustomerCare@uscg.mil
Cc: Unit POC; Member

Subject: Request for Special Payment

1.  Request a special payment for RATE/RANK NAME,  EMPLID, USCG

2.  (Reason for request) Request for special direct deposit payment of pay and allowances for the period 16June 2010 to 30 June 2010, due to non-receipt of pay for 01 July 2010. An e-mail statement of intent was submitted on 08 June 2010, reflecting member’s intentions to extend current contract but was not submitted in time to make the 15 June 2010 pay cut.

Computation of payment are as follows:

CREDIT
PERIOD


MONTHLY/DAILY AMOUNT
BASIC PAY
2010JUN16  -  2010JUN30
$60.91 X 15 DAYS = $913.64

SDAP STRIKE TM
2010JUN16  -  2010JUN30
$4.67   X 15 DAYS =   $70.05

ENL BAS
2010JUN16  -  2010JUN30
$8.31   X 15 DAYS = $124.68

BAH WITH DEP
2010JUN16  -  2010JUN30
$37.74 X 15 DAYS = $566.06

DEBIT
PERIOD


MONTHLY/DAILY AMOUNT
TAXES
2010JUN15  -  2010JUN30
$9.13   X 15 DAYS = $137.02

TOTAL PAYMENT
$1,526.79

3.  Request meets the criteria of chapter 6-B of PPCINST M1000.2(series), Personnel and Pay Procedures Manual.

4.  Corrective actions taken by the SPO to rectify the non pay issue...(for example, documents submitted and when)
5.  SPO Point of Contact: (provide rate, name, e-mail address and phone number)
6.  Released by: (Must be a Designated Payment Approving Official (PAO), provide rate, name, e-mail address and phone number)
6.B.3 Advance Payments
	6.B.3.1 Introduction
	This information is provided to aid in determining the type of advances allowed, when they may be utilized, and how they will be liquidated.


	6.B.3.2 Reference
	(a) Coast Guard Pay Manual, COMDTINST M7220.29(series), Sec. 9-D, Advance Payments.
(b) Servicing Personnel Office (SPO) Direct Access (DA) Manual, Part II – Pay Entitlements, Chapter 4 – Advances 


	6.B.3.3 Rules
	See reference (a) for types of advance payments and conditions for payment. 

Note:    Effective 01 October 2012, COMDTNOTE 7220/ALCOAST 422/12 amended the policy in reference (a) for the payment of advance pay. Any request for two or three months advance pay requires approval by the member’s commanding officer. 

Payment of advances must be made through Direct Access/JUMPS unless a bona fide emergency exists.  Advance Pay may not be paid in cash.


	6.B.3.4 Types and amounts of advances
	See reference. (a), Paragraphs 9-D-3 and 9-D-4 to determine which advance should be taken and the amounts payable.


	6.B.3.5 Process
	This is the process for payment of advances:


	Step
	Who Does It
	Action Taken

	1
	Member
	Submits appropriate worksheet to unit

· Submits Advances Worksheet (CG-2010), or

· Submits PCS Departing Worksheet (CG-2000), if applicable.

	2
	Unit

	Authorizes advance and forwards to SPO.

	3
	SPO
	Completes Advance transactions in Direct Access per reference (b)


Continued on next page

6.B.3 Advance Payments, Continued

	6.B.3.6 Liquidation
	Refer to reference. (a), Paragraph 9-D-5 for specific liquidation schedules. The Advances Worksheet (CG-2010) provides a general description of the liquidation process.


	6.B.3.7 Changes to liquidation schedules
	See reference (a), Paragraph 9-D-5.  Use this table to determine action needed to change liquidation schedule.


	When Member
	Then

	requests increase in payment amount, 
	monthly amount is increased.

	requests a payment decrease and the liquidation period for advance pay will not exceed 24 months.

Note:   Applicable to liquidation of advance pay only.  The liquidation period for advance BAH, OHA, and Interim Housing Allowance is limited to 12 months.
	decrease may be authorized by unit commanding officer.

	requests a payment decrease for liquidation of advance OHA or Interim Housing Allowance, and BAH in conjunction with Overseas Assignment
	decrease may be authorized by unit commanding officer.

	is separated during liquidation schedule,
	ensure a lump sum payment is effected.

	did not use advance for its intended purpose,
	ensure a lump sum payment is effected.


Changes in the monthly installment amount being deducted are made in Direct Access by the servicing SPO following the procedures in reference (b).
6.B.4 Death Gratuity Payments

	6.B.4.1 Introduction 
	Death gratuity is payable to eligible survivors of Coast Guard members who die while on active duty, Active Duty for Training (ADT) or Inactive Duty for Training (IDT), or while traveling to/from IDT/ADT.  The survivors of a member or former member, who dies within 120 days of their separation date, are also authorized a death gratuity, if the Administrator of Veterans Affairs determines the death was service connected.  


	6.B.4.2 References 
	(a) Military Civil and Dependent Affairs, COMDTINST M1700.1
(b) Coast Guard Pay Manual, COMDTINST M7220.29(series), Sec.10-I, Death Gratuity 


	6.B.4.3 Discussion
	PPC (SEP) normally pays the Death Gratuity via an EFT, but the beneficiary may request payment by check. PPC (SEP) records the Death Gratuity payment in JUMPS. 


	6.B.4.4 Procedure
	This is the procedure for payment of the Death Gratuity:


	Step
	Who Does It 
	Action Taken 

	1
	Base Decedent Affairs Officer  (DAO) or Casualty Assistance Calls Officer (CACO)
	1. Prepares DD Form 397 (Claim Certification and Voucher for Death Gratuity Payment).

· Places the following information in Block 5:

· Beneficiary SSN
· Indicate whether beneficiary has requested payment by check or EFT.  If by EFT, indicate if the EFT will be sent to the member’s account as listed in Direct Access/JUMPS or to another account designated by the beneficiary.  If not using the same account as listed in Direct Access/JUMPS please provide the bank information via a deposit slip or voided check.
2. Takes DD Form 397 to beneficiary for signature.

3. Faxes signed DD Form 397 to PPC (SEP) at (785) 339-3784 for payment.

	2
	PPC (SEP) 
	Issues payment. 
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