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HANDBOOK

QUICK REFERENCE

FOR

LEADERS

  “One team…

     …One fight”
INTRODUCTION

The purpose of the User’s Guide for Deployment is to serve as a quick reference for First Sergeants, Admin Chiefs, and Admin Clerks.  It is intended to assist units concerning the services administered by the Division Personnel Administration Center (DPAC) during a deployment.  

MISSION STATEMENT 

“To provide accurate and timely administrative service, support, and training to Commanders, Marines, Sailors, and Family Members of Second Marine Division during a deployment.”

TABLE OF CONTENTS

SMB Account/UDS Points of Contact

DPAC Points of Contact

Predeployment Milestones

Entitlements:

1.  Iraq

2.  Afghanistan

3.  Djibouti

Casualty Procedures

Orders Section

Legal

Awards

Navy Personnel

Pay/Promotion
SMB ACCOUNT/UDS POINTS OF CONTACT

The UDS SMB Account was established to provide deployed units one account that’s accessible to the Officers and SNCO’s of the section.  This will ensure that in the event of someone’s absence, your request will continue to be processed without delay or interruption. 

Utilize the below email address as your primary address: 
SMB Account:  SMB2MarDivDPACuds@2MarDiv.usmc.mil
POINT OF CONTACTS

The following personnel will receive and take action on all  reach back request.  

BILLET
       NAME

  

  TELEPHONE #

OIC - CWO3 Aldridge
      


 (910)-451-6246

www.AldridgeSE@2MarDiv.usmc.mil
SNCOIC - MSgt Richardson        

      (910)-451-6249

www.RichardsonT@2MarDiv.usmc.mil
Asst. SNCOIC - SSgt Kearney
   

      (910)-451-6206

www.KearneyAL@2MarDiv.usmc.mil
Once an email is received, your request will be forwarded to the appropriate section for action.  Once action is taken you will receive email notification with the unit diary number and date.  It is highly recommended that you develop a tracking system which will allow you to follow up on any request and identify those with completed action.

Upon arrival at your destination it is imperative that you provide an email address to the UDS, OIC and Pay and Promotions OIC. Delays will become a factor if communication between DPAC and the deployed administration section is not established immediately.

                      DPAC POINTS OF CONTACT

	 
	 
	 
	COMMAND SECTION
	 

	
	DPAC OIC
	
	
	
	451-6221 A

	
	DPAC AOIC
	
	
	
	451-6202 A

	
	DPAC SNCOIC
	
	
	
	451-6218 A

	
	
	
	
	
	

	
	
	
	
	
	

	 
	
	
	

	
	OIC
	
	
	
	451-6252 A

	
	SNCOIC
	
	
	
	451-6257 A

	
	NCOIC
	
	
	
	451-6205 O

	
	NCO
	
	
	SYSTEMS
	451-6241 O 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	 
	ORDERS SECTION

	
	OIC
	
	
	
	451-6254 A

	
	SNCOIC
	
	
	
	451-6213 A

	
	ASNCOIC
	
	
	
	451-6251 A

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	 
	 
	UNIT DEPLOYMENT SECTION

	
	OIC
	
	
	
	451-6246 A

	
	AOIC
	
	
	
	451-6249 A

	
	SNCOIC
	
	
	
	451-6249 A

	
	ASNCOIC
	
	
	
	451-6206 O

	
	
	
	
	
	

	
	
	
	
	FAX
	451-6236 A

	 
	 
	LEGAL SECTION
	 

	
	OIC
	
	
	
	451-6230 A

	
	SNCOIC
	
	
	
	451-6229 O

	
	NCOIC
	
	
	
	451-6226 O

	
	
	
	

	
	
	
	

	 
	 
	 
	SRB MAINTENANCE SECTION

	
	OIC
	
	
	
	451-6239 A

	
	AOIC
	
	
	
	451-6244 A

	
	SNCOIC
	
	
	
	451-6253 A

	
	ASNCOIC
	
	
	
	451-6264 O

	
	PERSONNEL CHF
	
	
	
	451-6264 O

	
	NCOIC
	
	
	
	451-6264 0

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	SEPS

	
	OIC
	
	
	
	451-6217 A

	
	SNCOIC
	
	
	
	451-6233 A

	
	ASNCOIC
	
	
	
	451-6227 A

	
	
	
	
	CLERKS
	451-6224 A

	
	
	
	CLERKS
	451-6234 O

	
	
	
	CLERKS
	451-6235 O

	 
	 
	PAY/PROMOTION SECTION

	
	OIC
	
	
	
	451-6248 O

	
	SNCOIC
	
	
	
	451-6265 A

	
	NCOIC
	
	
	
	451-6237 A

	
	
	
	
	CLERKS DIARY
	451-6261 O

	
	
	
	
	
	

	
	
	
	
	
	


PREDEPLOYMENT MILESTONES

D-45

· Schedule pre-deployment brief (Single/Married Marines)
· Schedule pre-deployment audits (SRB/Maint section) 
· Contact UDS to coordinate reach back procedures and discuss pertinent information.
· Conduct a thorough review of your unit alpha roster.  Identify personnel that require DSO’s, ensure all Navy personnel are joined via MCFTS, ensure all detachments and individual augments are attached to your RUC.
· Submit a request for TAD orders to the Orders section. 
D-30

· Provide Split Pay roster to the UDS section (monthly amount). (Example:  If a Marine asks for $100 per month he will receive $50.00 per payday). Note: Not available in AF. 

· Contact the Operations section to coordinate receipt of scanned SRB’s and ASAP password.
D-14

· Provide UDS with a roster of deploying personnel and anticipated departure date.

· Contact the Pay and Promotions section to obtain a disk of required forms.

DEPLOYED ENTITLEMENTS FOR IRAQ

INDIVIDUAL LOCATION CODE:  465 IZ 0000

CRISIS CODE:  code will be (9GF) 

PERSTEMPO:  FRom Date will be the Date of Departure from Camp Lejeune, NC. the To Date will be the Estimated Date of Return. THE Perstempo Type will be (WAO) 

DSSN: THE DISBURSING IDENTIFICATION NUMBER (6199) 

OPERATION IDENTIFIER:  mcc AND ruc WHICH HAS OPCON OVER THE DEPLOYING UNIT.  THIS WILL INCLUDE THE Name of THE Operation – Effective Date will be the Date OF ArrivAL IN country

FAMILY SEPARATION PAY-T:  Effective Date will be the Date Departed Camp Lejeune, NC  (note: SNM must be deployed for 30 days or more to rate FSA-T) $250.00 MONTH PENDING REDUCTION TO $100.00 MONTH

HARDSHIP DUTY PAY - LOCATION:  Location – IZ46500000, Effective Date will be the Date OF ArrivAL IN country  (note: SNM must be deployed for 30 days or more to rate HDP-L) $100.00 moNTH, PRO-RATED DAY FOR DAY.

HOSTILE FIRE PAY:  Country Code – IZ, Effective Date will be the Date OF ArrivAL IN country  (note: This is a monthly entitlement, SNM BECOMES ENTITLED UPON ARRIVAL IN THE AOR.  $225.00 MONTH

DEPLOYED PER DIEM:  (C), Effective Date will be the Date AFTER ArrivAL IN country $3.50 PER DAY AND WILL TERMINATE THE DAY BEFORE DEPARTURE.

COMBAT ZONE TAX EXCLUSION:  Country Code (IZ), Effective Date will be the Date OF ArrivAL IN country  (note: This is a monthly entitlement, SNM BECOMES ENTITLED UPON ARRIVAL IN THE AOR.

DISCOUNT MEAL RATE:  THE DMR DEDUCTION WILL BE STOPPED EFFECTIVE THE DATE SNM ARRIVES IN COUNTRY.  THE DEDUCTION WILL BE REINSTATED EFFECTIVE THE DATE OF DEPARTURE.

DEPLOYED ENTITLEMENTS FOR AFGHANISTAN

INDIVIDUAL LOCATION CODE:  110 AF 0000

CRISIS CODE:  CODE WILL BE (9GF) 

PERSTEMPO:  FROM DATE WILL BE THE DATE OF DEPARTURE FROM CAMP LEJEUNE, NC. THE TO DATE WILL BE THE ESTIMATED DATE OF RETURN. THE PERSTEMPO TYPE WILL BE (WAO)

FAMILY SEPARATION ALLOWANCE-T:  EFFECTIVE DATE WILL BE THE DATE OF DEPARTURE FROM CAMP LEJEUNE, NC (NOTE: SNM MUST BE DEPLOYED FOR 30 DAYS OR MORE TO RATE FSA–T).  $250.00 MONTH PENDING REDUCTION TO $100.00 MONTH

HARDSHIP DUTY PAY - LOCATION:  LOCATION – AF11000000, EFFECTIVE DATE WILL BE THE DATE OF ARRIVAL IN COUNTRY (NOTE:  SNM MUST BE DEPLOYED FOR 30 DAYS OR MORE TO RATE HDP-L)  $100.00 MONTH PRO-RATED DAY TO DAY

HOSTILE FIRE PAY:  COUNTRY CODE – AF, EFFECTIVE DATE WILL BE THE DATE OF  ARRIVAL IN COUNTRY (NOTE: THIS IS A MONTHLY ENTITLEMENT, SNM BECOMES ENTITLED UPON ARRIVAL IN THE AOR). 

DEPLOYED PER DIEM:  (C), EFFECTIVE DATE WILL BE THE DATE AFTER ARRIVAL IN COUNTRY $3.50 PER DAY.

COMBAT ZONE TAX EXCLUSION:  COUNTRY CODE – AF, EFFECTIVE DATE WILL BE THE DATE OF ARRIVAL IN COUNTRY (NOTE:  THIS IS A MONTHLY ENTITLEMENT, SNM BECOME ENTITLED UPON ARRIVAL IN THE AOR.

DISCOUNT MEAL RATE:  THE DRM DEDUCTION WILL STOP EFFECTIVE THE DATE OF ARRIVAL IN THE AOR.  THE DEDUCTION WILL BE REINSTATED EFFECTIVE THE DATE OF DEPARTURE.

NOTE:  SPLIT PAY IS NOT AVAILABLE IN THIS AOR.

DEPLOYED ENTITLEMENTS FOR DJIBOUTI

INDIVIDUAL LOCATION CODE:  317 DJ 0000

PERSTEMPO:  FROM DATE WILL BE THE DATE OF DEPARTURE FROM CAMP LEJEUNE, NC. THE TO DATE WILL BE THE ESTIMATED DATE OF RETURN. THE PERSTEMPO TYPE WILL BE (WAO).

FAMILY SEPARATION PAY-T:  EFFECTIVE DATE WILL BE THE DATE OF DEPARTURE FROM CAMP LEJEUNE, NC (NOTE: SNM MUST BE DEPLOYED FOR 30 DAYS OR MORE TO RATE FSA–T).  $250.00 MONTH PENDING REDUCTION TO $100.00 MONTH.
HARDSHIP DUTY PAY - LOCATION:  EFFECTIVE DATE WILL BE THE DATE OF ARRIVAL IN COUNTRY (NOTE:  SNM MUST BE DEPLOYED FOR 30 DAYS OR MORE TO RATE HDP-L)  $100.00 A MONTH PRO-RATED.

HOSTILE FIRE PAY:  Country Code – DJ, EFFECTIVE DATE WILL BE THE DATE OF  ARRIVAL IN COUNTRY (NOTE: THIS IS A MONTHLY ENTITLEMENT, SNM BECOMES ENTITLED UPON ARRIVAL IN THE AOR). 

DEPLOYED PER DIEM: (C), EFFECTIVE DATE WILL BE THE DATE AFTER ARRIVAL IN COUNTRY $3.50 PER DAY.

COMBAT ZONE TAX EXCLUSION:  Country Code – DJ, EFFECTIVE DATE WILL BE THE DATE OF ARRIVAL IN COUNTRY (NOTE:  THIS IS A MONTHLY ENTITLEMENT, SNM BECOME ENTITLED UPON ARRIVAL IN THE AOR.

DISCOUNT MEAL RATE: THE DRM DEDUCTION WILL STOP EFFECTIVE THE DATE OF ARRIVAL IN THE AOR.  THE DEDUCTION WILL BE REINSTATED EFFECTIVE THE DATE OF DEPARTURE.

CASUALTY INFORMATION

The Division G-1 casualty section will be provided notification of all casualties.  This should occur via PCR, email, or telephonic notification.  

Ensure the notification includes the following information: 

INJ / ILL / WIA / KIA

Seen at BAS and returned to unit

If leaving the country ensure that you provide:

· Date of departure 
· Hospital that the Marine or Sailor will be transported.
It is important that the deployed unit and FRESNO closely track the location and status of all casualties.  This will ensure accountability and proper adjustments to pay and allowances.

DPAC CASUALTY PROCESS

Upon notification:  UDS will add the member’s name to our casualty database.

If the member is transported out of the AOR, entitlement to deployed per diem and HDP-L terminates.  Additionally, the member’s individual location and PERSTEMPO inform will be updated.

Once the member is released from the hospital (if WIA), the entitlement to HFP and CZTE will terminate.

The above entitlements roughly total $1000.00 per month, therefore, in order to prevent overpayments it is imperative that the member complete a travel claim upon his/her return to Camp Lejeune.

ORDERS SECTION

TRAVEL FROM THE AOR:  If a Marine has to return to CONUS the following procedures should be adhered to prior to executing any movement to ensure the trip is advantageous and cost effective mainly to the government and the traveler:

ARRANGING OFFICIAL TRAVEL:  Mandatory Policy.  It is DoD mandatory policy that travelers use available CTOs to arrange official travel, including transportation and rental cars.  If one is not readily available, contact DPAC order section and we will be able to arrange travel for you.  
END OF TOUR:  If a Marine is being returned to his PDS and government transportation is not available for the entire trip, the traveler will be required to have appropriation data to cover the costs associated with his return.  This will be required prior to the member beginning his return travel.  Travel arrangements from the AOR all the way to the PDS should be made prior to requesting the appropriation data.  The RCT will request appropriation data and provide the cost of any commercial airfare, via reach back to the DPAC orders section.  Upon receipt of the request DPAC will provide the appropriation data to the requesting RCT.  All travelers are to be educated on traveling at the government’s expense, and to keep track of their itinerary and expenses for their return trip.  The traveler should be given a DD1351-2 (Travel Voucher) so they can track their trip.  The RCT will give the traveler a reporting/detaching endorsement.  The endorsement will be required by the Orders section to settle their travel claim.  

CONVALESANT LEAVE.  Currently, the JFTR U7210 only authorizes travel for convalescent leave for illness/injury incurred while eligible for hostile fire pay, transportation allowances for one trip from the place of medical treatment in CONUS to a place selected by the member and from the selected place to any other place of medical treatment (per diem is not authorized).  If the Marine’s medical treatment has been terminated, the Marine rates fully funded travel returning to his/her duty station. 

PERSONAL EMERGENCIES FOR MEMBERS ON TDY OR AWAY FROM HOMEPORT:

1.  Member’s are authorized round-trip (if applicable) personal emergency travel and transportation allowances (including per diem while in a travel status but not while at the emergency leave location) between the TAD sites:
a. PDS

b. homeport, or

c. other location.

FUNDED REST AND RECUPERATIVE (R&R) LEAVE TRANSPORTATION. Policy. The policy for designating locations eligible for funded R&R leave transportation is established in DoD Directive 1327.5, subsection 6.17 (37 USC §411c). This transportation may not be combined with any other funded leave transportation program or travel entitlement.

Contingency Tour: One per contingency tour. A contingency tour is in connection with and directly tied to a contingency operation. R&R is for members who are serving tour lengths under TDY orders for duty of 180 or more consecutive days (to include extensions), and who have served at least 60 consecutive days.  The R&R may not be combined with TDY travel away from the contingency tour area.

TRAVEL CLAIMS.  Upon completion of TAD travel, travelers are required to report to the Orders Section within 5 working days of their return to their duty station in order to submit a travel claim.  Travel claims prepared by the unit/individual and delivered to the Orders Section are discouraged as often personnel involved in the claim preparation are not aware of all authorized reimburse-able expenses incurred while TAD.  Additionally, claims delivered to Disbursing directly from the unit/traveler will not be accepted at Disbursing as this could potentially result in the non-reporting of PERSTEMPO, leave periods taken during TAD, and credits of Family Separation Allowance as well as deployed entitlements. 

Deployment Travel Claims.  Caution should be applied to travel claims for travelers returning from a deployed TAD location.  Often, travelers are in a group travel status with no/limited reimbursement from/to CamLej and therefore rate no travel reimbursement.  
LEGAL

NJP:  It is the admin sections responsibility to ensure the UPB is accurately completed.  Once completed and signed, it is to be scanned and emailed to the Unit Deployment Section for review and routing.

CONFINEMENT:  In both cases of pretrial confinement and confinement adjudged as punishment imposed as a result of a court-martial, the unit must expeditiously provide the DPAC Legal Section a copy of the completed confinement order for appropriate MCTFS reporting.

Upon completion of sentence or final release from confinement, the unit must immediately provide a copy of the release from confinement order to the DPAC Legal Section for MCTFS reporting and SRB entry action.

AWARDS

All unit awards will be reported upon each unit’s return from deployment.  This includes the Sea Service Deployment Ribbon and GWOTEM.  Admin section will continue to forward all individual awards (Letters of Appreciation, Meritorious Mast, etc.) for unit diary reporting.  Guidance for personal awards will be processed per the guidance provided by the MEF Headquarters and CMC.

NAVY PERSONNEL

The Navy PSD will be provided written notification to initiate deployed entitlements for all Navy Personnel.  The letter will include the date of departure and the start date of all entitlements. The UDS with your assistance will ensure that all Navy personnel are joined. Additionally, we will report the PERSTEMPO, individual location, MAGTF Code, Crisis Code, and Operation Identifier.

PAY AND PROMOTIONS SECTION

1.  Every month the Pay and Promotions section will forward the following rosters:


a.  Non-recommendation roster
2nd and 4th

b.  Advanced pay roster

6th and 8th (15th payday)







    23rd and 25th (1st payday)


c.  Select grade roster
    25th and 27th
2.  The following is a list of rosters that you will return to the pay and promotions section via email by the due date:


a.  Non-recommendation roster
COB on the 10th

(A cover letter signed by the Battalion Commander is required)


b.  Select grade roster
 COB the last day of the month


(A cover letter signed by the Battalion Commander is required)

3.  Prior to departure, an administrative representative from your command must coordinate with the pay and promotions section to receive a disk with the flowing forms:


a.  Allotment request form


b.  Composite score worksheet


c.  Direct Deposit sign-up form


d.  Leave Correction form


e.  Release of bonds from save keeping package


f.  Request to stop a “J” allotment package


g.  Savings Deposit Program Information Package


h.  Thrift Saving Plan form

4.  The Pay and Promotions section will also continue to report all training and leave information.  Ensure this information is submitted via the UDS.

