PERSONNEL SUPPORT DETACHMENT (PSD) CORPUS CHRISTI’S GAINS CHECKLIST

The documents listed below are required in order to fully and successfully process a gain.  The gain transaction cannot be processed unless each of the following documents (listed below) is submitted to the Receipts Section.  All newly reporting personnel should first report to their Command Duty Officer (CDO) to have their orders properly endorsed reflecting the correct time and date of arrival.  The members should then contact their respective CPC in order to complete all required documents as part of the Receipts Package, which includes the travel claim.  The complete Receipts Package must be forwarded to PSD Corpus Christi via Transaction Online Processing System (TOPS).  Failure to provide required documents and proper endorsements on orders often results in delays in starting/stopping pay entitlements.

Reference (s):
MILPERSMAN 1320-140

DJMS PROCEDURES TRAINING GUIDE (PTG)

JFTR, VOLUME 1

DODFMR VOLUME 9

OPNAVINST 7220.12 BASIC ALLOWANCES FOR HOUSING ENTITLMENTS (BAH).
____ ORDERS- When members are checking in, their orders must be properly endorsed.  There should be a “date stamped” from the previous command and /or from the Intermediate Duty Stations (if applicable), which shows the actual checking in date and checking out date to/from the command.  The endorsement must also indicate whether or not QTRS WERE ASSIGNED OR IF QRTS WERE NOT ASSIGNED.  The endorsement must be signed by the person endorsing the orders.  

It is imperative that these endorsements be on the member’s orders in order to properly account for him or her at the various Intermediate Duty Stations and/or at the Ultimate Duty Station and in order to determine a member’s pay entitlements.

NOTE: If the member is missing any necessary endorsements from the previous command(s) or from the Intermediate Duty Station(s), it is the responsibility of the CPC and the member to get in contact with the previous command(s) to obtain proper endorsement(s) on the orders.  This is not optional!  Not having endorsements on the orders always delays the member from being properly gained to the command.  An e-mail from the previous command showing required check-in/check-out information, including Quarters availability will suffice if obtaining an actual “date stamp” is not practical.
_____ Obligated Service (OBLISERV) requirements – (CPC’s, please read the member’s orders carefully).  If the member did not “OBLISERV”, the gain will be processed.  However, the member must still complete his full obligation directed by the orders.  

Note: CPC’s must submit a request to OBLISERV (NPC REENLISTMENT REQUEST FORM) to the Reenlistments/Extensions Section via TOPS, in case the member does not have the sufficient obligated service to complete the tour of duty in compliance with the orders.   Download this document from our Website.
_____ NAVPERS 1070-602 (Page 2) - Upon detachment from the member’s previous duty station, he or she should have been provided a copy of his or her Page 2.  The page two that the member was provided and/or that he or she should have been provided is necessary in order to process the member’s travel claim upon reporting to the Ultimate Duty Station.  If a Page 2 was not provided, have the member log in to his or her BUPERS Online account (https://www.bol.navy.mil) to print one and make sure that the member makes all the necessary corrections.  If the member does not have access to BUPERS Online, the CPC must get in contact with the PSD Corpus Christi’s Gains Section to request a copy.

______ SGLV 8286, Servicemembers’ Group Life Insurance Election and Certificate & SGLV 8286A - Family Coverage Election- Please send an updated version of these two documents.  They must be signed and dated with the member’s full social security number.   Once we receive these forms, we will electronically submit (E-sub) them to update the member’s electronic record in BOL.  Download these two documents from our Website.
NOTE:  The witness section block on the SGLI, must be signed, “Do not print name” 
______TRAVEL CLAIM-(1351-2) - Travel claim must be filled out with the date the member departed from his or her previous duty station to include all stops in between such as Intermediate Duty Station(s) and leave address.  The travel claim must be signed by the member and must be dated correctly.  
NOTE: CPC’s please go to the Travel and Transportation Section of PSD Corpus Christi’s public Website https://auth.cnic.navy.mil/corpuschristi/InstallationGuide/PersonnelSupportDetachment/index.htm to print out the travel claim form if you do not have one readily available.  PLEASE MAKE SURE THAT THE MEMBER PRINTS LEGIBLY before you, as the CPC, upload and submit the travel claim to us as part of the Gain/Travel Package.  

NOTE:  There is a common misconception among CPC’s, that once the travel claim is sent to the Receipts Section as part of the Receipts Package that it somehow also goes to the Travel Section.  This is not the case at all.  Separate TOPS transactions must be submitted.  One package goes to the Receipts Section for gaining and elapsed time determination/computation purposes only and the other separate Travel Claim Package goes to the Travel Section for travel claim liquidation.  Make sure you (CPC) know exactly what each package must contain before you submit it via TOPS.  

NOTE:  Box 18 of the Travel Checklist states that the old and new Page 2’s are required for Dislocation Allowance (DLA).  This means that the hard copy of the Page 2 (with previous address) from the previous duty station, and the new one at the current duty station must be submitted.  The Page 2 with pen and ink changes is not acceptable if it is being submitted as the new Page 2.  A new Page 2 is the latest Page 2 updated by PSD with the changes provided by the member.  Once a correct Page 2 is updated by our PSD, it must be signed by both the member and the PSD supervisor or a person that has been given authority to sign Page 2’s.  As such, TOPS transactions will be going back and forth from member’s command and our PSD until that is accomplished. 
NOTE:  If we request a CPC action via TOPS and we do not receive a response within five working days, the transaction will be considered completed and we will close it out.  You as the CPC will have to resubmit a new TOPS transaction.
______ Special Duty Assignment Pay (SDAP) and Clothing Allowance:  You as the CPC are required to submit a Page 13 entry authorizing SDAP and/or Clothing Allowance.  In addition to the Page 13 entry, you are also required to submit a letterhead memorandum signed by the Commanding Officer authorizing the member to draw Special Duty Assignment Pay (SDAP) and/or Clothing Allowance. 
______FLIGHT ITINERARY (IF Applicable) – Submit the member’s flight itinerary/itineraries with the gain package.  This will help the gain’s section process the member’s travel time.

______ Basic Allowance for Housing (BAH) NAVPERS 1070-613(Page13) BAH PAGE 13 - Member must initial the line next to the applicable BAH statement and enter address if required.  Member must sign and date the Page 13 entry.  Please make sure that the full social security number is provided at the bottom of the Page 13 as this Page 13 will be uploaded to the member’s electronic record in BOL.  Download sample Page 13 from our Website. 

NOTE:  CPC’s please take the time to read the OPNAVINST 7220.12 and go to http://www.defensetravel.dod.mil/site/bah.cfm to familiarize yourself with (BAH) entitlements.  

