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Section Overview

	Introduction
	This section provides you with the procedures needed to start, stop or change an allotment. It also provides the procedure for submitting a claim for non-receipt of an allotment.
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8.A.1 Allotments 
	8.A.1.1 Introduction
	The allotment system is a convenience provided to active duty members (or reservists on long-term active duty) for deductions from their monthly pay. These deductions can be used for savings, loans, insurance, U.S. Savings Bonds, charities, support of dependents, education, CG associated dues, and any other legal purpose. 


	8.A.1.2 Reference
	(a) Coast Guard Pay Manual, COMDTINST M7220.29 (series), Chap. 7, Allotments From Pay


	8.A.1.2 Procedures
	To start, change or stop an allotment or a bond:

· Assist the member in using the Self Service option in Direct Access to start, stop, or change the following types of allotments:

1) CG Association Dues

2) Contributions to CG Mutual Assistance

3) Insurance Premiums, including Navy Mutual Aid Insurance

4) Loan repayment to financial institution (other than, CG Mutual Assistance, American Red Cross, Armed Forces Relief, and government debts)

5) Personal savings/checking accounts

6) Purchase of U.S. Saving Bonds other Treasury securities through TreasuryDirect
7) Support of Dependents

· Self Service users see http://www.uscg.mil/ppc/ps for instructions.

· For all other types of allotments and for members without access to Direct Access:

· Submit an Allotment Worksheet (CG-2040), or if starting a CFC allotment, submit the CFC pledge card (provided with CFC fund raising materials) to the SPO.


8.A.2 Allotment Checklist

	8.A.2.1 Introduction
	This checklist provides a job aid to be used when a unit/SPO is completing necessary tasks for starting, changing, or stopping allotments.  It is designed to be reproduced locally.


	8.A.2.2 Checklist
	Standard procedures for allotments.


	Step
	Item
	Applies To
	Check Off

	1
	Allotment must be for an authorized purpose. Refer to Coast Guard Pay Manual, COMDTINT M7220.29 (series), Section 7-A or the reverse side of the Allotment Worksheet (CG-2040) for allotment rules.
	Starts
	

	2
	A member is permitted to have only one current allotment of the following types:

· Combined Federal Campaign Fund

· One education allotment (either Veteran’s Education Assistance or Montgomery GI Bill)

· MGIB Additional Amount

· Loan Repay-CG Mutual Assistance

· Navy Mutual Aid Insurance
	Starts
	

	3
	A member may have multiple allotments to the same payee provided each allotment has a unique account number.
	Starts
	

	4
	Member must have enough projected pay to cover new allotment amount.
	Starts

Changes
	

	5
	Allotment starts and changes must process in JUMPS prior to mid-month compute; e.g., an allotment start effective 1 June must process in JUMPS prior to mid-month June compute cycle cutoff.  See the Direct Access Allotment Overview in the online help for compute cycle cutoff dates.
	Starts

Changes
	

	6
	Allotment stops must process in JUMPS prior to end-month compute of the following month; e.g., an allotment stop effective 30 June must process in JUMPS prior to the July end-month compute cycle.
	Stops
	

	7
	Allotments may not be submitted more than two months in advance of desired action.
	Starts

Changes Stops
	


8.A.3 Nonreceipt of an Allotment
	8.A.3.1 Introduction
	This job aid explains the process for reporting nonreceipt of an allotment.


	8.A.3.2 Reference
	(a) Coast Guard Pay Manual, COMDTINST M7220.29 (series), Section 7, Allotments from Pay


	8.A.3.3 Procedures
	Follow these procedures for claiming nonreceipt of an allotment.


	When Allotment Type is
	Then the....
	Does This....

	An allotment
	Member or
Admin unit

	· Verifies with financial institution ACH Department that allotment payment has not been received by electronic fund transfer (EFT).

· Sends an E-Mail message to PPC-DG-CustomerCare@uscg.mil or submit an online trouble ticket (http://www.uscg.mil/ppc/ccb) with the following information:

· member's EMPLID

· member's name (last, first, mi)

· member's rank

· member's unit

· member's phone number

· date of missing allotment payment

· name of financial institution

· allotment amount

· allotment account number

	
	PPC (mas)
	· Locates original payment or makes special EFT payment, normally within 3 business days


Continued on next page

8.A.3 Nonreceipt of an Allotment, Continued

	8.A.3.3 Procedures (continued)
	


	When Allotment Type is
	Then the....
	Does This....

	
	
	If
	Then
	And

	An allotment
	
	The member does 
not have access to 
E-mail

	Complete a Nonreceipt Worksheet, CG-2050 
	Mail to PPC (mas)
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�Admin to assist user.


�Add step process for Admin to assist users complete form, then Admin submit to SPO for input in DA.


�Remove member.  Admin to assist member verifying EFT information.  Admin to send email to SPO, SPO sends email to Customer Care.


�Make step action chart.  Member to fill out form, forward to Admin.  Admin forward to SPO, SPO to MAS.
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