NOTES FOR NEW BC CLASSES

FOR NATIONAL GUARD AND USAR SOLDIERS

MUST DO REQUIRED FORMS – CHECKLIST

1.  Direct Deposit Forms for TDY money – for both TDY account and Military Pay account.  


If you have not set up your TDY direct deposit account before leaving your unit, you need to do so now.  If not, then you will be issued a check and it can end up going anywhere.  Regular Army pay and TDY pay are not the same accounts and they do not share information.  You are being paid by 2 separate counts and will receive 2 separate vouchers.   Also must do direct deposit forms for the regular army pay. 

2.  Transportation vouchers  DD 1351-2:  

Both NG and USAR need to fill out the 1351s.  Covers from home of record to Ft Leonard Wood.  Put down the mileage and motel expenses, attach motel receipts.   No motel receipts, no money.

As a note to NG:  Not all states pay transportation – mileage up front.  The majority of the  

states pay at the final voucher but we request the form be done so see if we can get you some

money up front.  Also state that transportation money may or may not be paid up front.  When LTs receive a TDY voucher and transportation is not listed, then all must file for round trip mileage upon their return to their unit home.

Note to USAR:  Fill out transportation voucher, DFAS may decide to assist money wise

3.  TDY Advance Forms – USAR soldiers only:

Must be on orders issued by ARPERCEN out of St Louis.   Only the USAR will receive TDY advances.  Must complete TDY Advance form and submit a copy of their orders.   If by chance their home unit gave them a charge card (government), they  DO NOT get an advance.  

National Guard on state orders do not get TDY advances.

4.  DD 1561 – Family Separation Forms:

Both NG and USAR fill out these forms.  Even though their money does not start until after they have been here 30 days, they still need to have these forms completed and turned in to finance.  They do not have to wait until they get home to get the money or turn in the form.

5.  Charge Cards/Applications:

NG and USAR:  If you requested a Charge Card from your unit and you have not received it, please let NG and USAR office know.  Submit a copy of your orders and when you had applied for the card and this office will find out where the card is.  

If you are National Guard:  The rules state that you must have a charge card or enough personal money of your own to cover your living expenses for the first 30 to 45 days.  If you do not have a charge card and want one, fill out an application with a copy of your orders and the NG office will submit it for you.  You should have a card within 5 working days after the application has been turned in.    If your card fails to show up within that time frame, notify the National Guard office.

If you are USAR:  If you did not come with one, you can not get one here.  It is a TDY advance only.  Can only get a charge card if your unit submitted an application prior to you coming here.  If this is the case and you have not received the card, please let the NG and USAR office know.  Submit a copy of your orders.

NOTE:  DOD is trying to finalizing its policy regarding use of charge card.  This new policy will require military members to discontinue using private credit cards while on government travel and require you to use the government charge card.  

6.  All orders must be stamped “Meals are not available”

Any questions or assistance, please call Linda Winchester at 563-4030.

ADDITIONAL INFORMATION FOR NATIONAL GUARD AND USAR LTs

You do not get paid your monthly accruals automatically. You must do a voucher, DD1351, 

to get paid.  No voucher no money.

Orders must be stamped that meals are not available.

You will not get paid for billeting costs without submitting a payment receipt.  States and DFAS will not pay billeting just because you are here; they pay you after you paid billeting.  Do not

pre pay your room.  You will only receive payment on the time that has gone by not future dates that have not taken place.  

Don’t assume that the USAR and National Guard Office knows what is going on with your pay.  We do not get notified that payment has gone out and the states do not call us if there are problems.  If you do not receive your pay within 10 days after turning in your voucher, you must let that office know.

Do not use just one TDY voucher, DD 1351, for your entire time here.  Each month submit a 

new voucher to cover that 30 days time.  Using the same voucher and just adding days to it confuses everyone and the voucher will have to be redone.

 You need to have enough money to cover the first 30 days of your TDY here.  The state will 

not give you any money before the first 30 days are up and only after you have submitted a voucher.

Ms Winchester will handle all the state orders travel vouchers and charge card applications. 

She will make copies of all the vouchers for faxing and you will receive all originals back thru your finance officer for the class.

Your orders must be stamped that meals are not available in order to get paid full meal rate of $30 a day.  If they are not stamped, the state/arpercen, will assume you are eating in the mess hall and you will not receive full payment.

On your TDY vouchers, the individual States and DFAS, only pay 75% on the first day and last day of each accural.  This is policy and can not be changed.  You will receive full per diem for the days in between.

 If you are on APERCEN orders and you have a government charge card, you will not get an advance.  If you have no government charge card, you can fill out a TDY Advance form and have it submitted for an advance.  Should get about a month of perdiem. This should cover your first billeting bill and cover some meals.   You all still need to do the monthly accurals.

