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Pay And Personnel Ashore Detachment (PAPA)

 Standard Operating Procedure (SOP)

Personnel Liaison Representatives

Each command will assign qualified Pay and Personnel Liaison Representatives (PLR) to act as points of contact between the ship and PAPA.  The PLR’s principle responsibilities will be to provide customer service onboard, to initiate and forward required pay and personnel action input to the detachment and to comply with procedures outlined in the SOP.  The number of PLR’S assigned will be based on the volume of workload generated and may be assigned from the Disbursing or Admin office or both.  All pay actions communicated to PAPA will be by or via a PLR.

Service Records

All personnel service records will be maintained ashore and will be afforded adequate physical security and adherence to the Privacy Act by the detachment.

  Communications

Transmission of Privacy Act Information must be via encrypted means. Methods being explored are implementing the use of PKI certificates using the email encryption application and/or uploading/downloading Privacy Act Information to an INTRANET secure web server. User accounts with ID and passwords can be established for both shore and ship users. Currently secure web servers are in use at PSA WEST to accomplish this. 

Preferred method of communication between ship and PAPA in order of priority:

EMAIL (SCANNER) 

TELEPHONE 

PLR (SHIP’S INPORT ONLY) 

FAX 

NAVAL MESSAGE  

1. INPORT Procedures

The following procedures will be adhered to while the afloat units are in port located in proximity to the PAPA detachment:

1.1. GAINS

SHIP
 
PAPA

	1.  Personnel will report directly to the ship.

2.  The quarterdeck will endorse the member’s original orders and contact the member’s assigned division.  

3.  The member’s division/department will ensure that the member reports to the ship’s PLR in the personnel office. 

4.  The PLR will provide the member with a check-in sheet and ensure the appropriate copies of evaluations, contracts, page 4’s are retained onboard (appointment necessary only when large number of check-ins are expected).
	5. Personnel will report immediately to PAPA with endorsed orders and record after checking in with Ship’s PLR.

6. PAPA personnel will assist the members in filing their travel claim,  release Gain Event and all pay related documents, make required service record entries, update page 2/SGLI and have member fill out Dependent Care Form if required

7. PAPA will complete and process travel claim paperwork.

8.  Carry page 2 and SGLI to ship.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


NOTE:  If a large number of check ins are anticipated at one particular time, the Ship’s PLR and the PAPA office will coordinate check-ins using appointment format to ensure timely and efficient in-processing of all gains.

1.2. TRANSFERS


                       SHIP

               



       PAPA

	1.  Forward copy of orders to PAPA immediately upon receipt.

2.  Prepare Transfer Information Sheet (TIS) for each member upon receipt of orders.  

4.  Endorse orders as Original and attach a copy of screening message.

5.  PLR provides the member with a checkout sheet.

6.  Forward completed TIS, copy of screening messages to PAPA. (NLT 45 days prior to transfer)
10. Enlisted personnel will have their original Evals/Fitreps mailed to BUPERS. The following items:  original orders, RADM page 4’s, Medical/Dental/PRT records and completed checkout sheet will be sent to the PAPA det.
	3.  Prepare STO if required. 

7.   Process all necessary transfer documentation NLT 1 month prior to transfer date. 

8.   Prepare Port Call request.

9.   Prepare the Service Record for transfer.

11.  Release effective documents for effective date of transfer.  

12.  When member arrives, place the Original orders, copy of screening message (if required), RADM page 4’s, transfer Evaluation/Fitness Report and Port Call message in the Service Record. 

13.  Shift custody of service record to member.

14.  Keep checkout sheet with retain.


NOTE:  If a large number of transfers are anticipated at one particular time, the Ship’s PLR and the PAPA office will coordinate using appointment format to ensure timely and efficient processing of all transfers.  

1.3. SEPARATIONS/DISCHARGES/RETIREMENTS




SHIP








PAPA

	1.  Command Career Counselor (CCC) informs PLR of member’s intent to separate PLR will notify PAPA.

3.  CCC ensures necessary separation paperwork is completed and given to PLR for transmittal to PAPA.

6.  PLR provide member with a checkout sheet. 

7.  Ensure separation Evaluation/Fitness Report is completed (not required for retirement).

8.  Ensure separation leave chit is approved by the COC.

9.  Enlisted personnel will have their original Evals/Fitreps mailed to BUPERS. Send member to PAPA with TAP page 13, RADM page 4’s, copy of Evaluation/Fitness Report, Medical/Dental/PRT records, Separation Leave Paper with LCN and checkout sheet.
	2.  Prepare rough DD 214 with effective date of separation.  

4.  Prepare Separation Orders.

5.  Make travel arrangements if required.

10.  Give member Travel Claim (with addressed envelope to mail back), copy of Separation documents, E503, required Service Record pages and Separation/Terminal Leave Papers (if member is taking separation/terminal leave).

11.  Give member completed DD 214. (Mail if member is on terminal leave at completion of leave)

12.  Keep checkout sheet for retains.

13.  After EAOS dispose records per MILPERSMAN.  


1.4. REENLISTMENTS

                           SHIP

                           PAPA
	1.  PLR/CCC will monitor the Expiration of Term of Service (ETS) of all personnel. (SEE NOTE BELOW)

2.  Ensure physicals are completed and personnel are fully qualified prior to approval of reenlistment request.

3.  Forward reenlistment requests to reach PAPA 120 days in advance of ETS but not later than 30 days. For member desiring to sell back leave, provide PAPA with required information for completion of NAVPERS 1070/613.

5.  Complete and forward signed reenlistment documents to PAPA immediately.


	4.  Prepare reenlistment contract and forward to ship for signatures.

6.  Upon receipt of contract from ship, forward to BUPERS with other required documents.

7.  Complete and process all required FIDS. 

8.  Provide ship confirmation of receipt and completion of processing of all documents. (Outlook will deliver a “READ” or “COMFIRMATION” of receipt when enabled)

9.  Make all necessary service record entries upon receipt of signed contract.


Note:  CCC must forward SRB request through OPINS.

1.5. EXTENSION OF ENLISTMENTS


                        SHIP

                        PAPA

	1.  CCC monitors the ETS of all personnel.

2.  For extensions longer than 24 months ensure member completes physical examination and is fully qualified prior to extension being made operative. Forward documentation of completion of physical to PAPA 

3.  Forward approved extension request to PAPA.

5.  Forward signed extension to PAPA
	4. Prepare required documents for extension and forward to ship for member’s signature

6.  Process all documents and FIDs as required and forward to BUPERS and DFAS.

7.  Make necessary entries to member service record.


2. Deployed Procedures

The following procedures will be adhered to while the ship is deployed away from its homeport

2.1. Transient Personnel Unit 

When ship is underway all personnel will report directly to the TPU.  Upon ship’s return, SVM will checkout of TPU, pick up records at PSD and report to PAPA.

2.2. GAINS


                   SHIP

               PAPA

	3.  Quarterdeck will endorse original orders.

4. Personnel Office PLR will forward completed travel claim and endorsed orders to PAPA. 

7. Service Record will be maintained onboard until a reliable carrier can be arranged to take it back to PAPA
	1.  PAPA will rough complete travel claim, SG03, pay related documents and make required Service Record entries.

2.   Provide member with copies of their last 3 Evaluations /Fitness Reports, Page 4’s, Page 2/SGLI election and contracts to bring to the ship.

5.  Gains Clerk will ensure that all necessary service record entries are filed in “awaiting records” file at PAPA.  

6.  Upon receipt of record from ship, file all necessary documents.


2.3. TRANSFERS


                                SHIP

                            PAPA

	1.  Forward orders to PAPA immediately upon receipt.

2.  Prepare TIS for each member upon receipt of orders.

3.  Forward completed TIS and any required screenings to PAPA 

a.  Prepare port call to next station.

5.  Endorse orders as Original and attach a copy of Port Call, loss documents and screening message and provide member with check-out sheet.  

7.  Provide member with travel instructions and Service Record

a.  If the member does not get underway the transfer will be handled in the same manner as if the ship were in the port in proximity to the PAPA.

b.  If the member gets underway and transfers from a port other than the location of the PAPA, the ship will place the Original Orders, RADM page 4’s, transfer Evaluation/Fitness Report in the Service Record.

8.  Forward checkout sheet to PAPA either by digital sender or with member. 


	4.  Prepare loss documents and scan to ship. Prepare STO if required

6.  Prepare service record for transfer.

a. If member does not get underway with the ship, the transfer will be handled in the same manner as if the ship is in port.

b.  If the member gets underway and transfers from a port other than the location of the PAPA the Service Record will be sent to the ship prior to getting underway.

9.  Keep checkout sheet for retains.


When ship is underway all personnel will report directly to the TPU.  Upon ship’s return, SVM will checkout of TPU, pick up records at PSD and report to PAPA.

2.4. SEPARATIONS/ DISCHARGES/ RETIREMENTS


                             SHIP

                           PAPA

	1.  CCC will inform PLR of member’s intent to separate and provide separation questionnaire. PLR will notify PAPA.

2.  CCC ensures necessary separation paperwork is completed and given to PLR for transmittal to PAPA.

3.  If member being transferred for ADMIN separation processing ensure ADMIN Board and all necessary physicals are completed prior to transfer to TPU.

5.  Make travel arrangements to get member back to homeport. 


	4.  For regular separations ensure all physicals and necessary paperwork are completed prior to reporting to TPU.

6.  Prepare rough DD 214 and E503 and separation orders.

7.  Member will report to TPU.

 


When ship is underway all personnel will report directly to the TPU.  Upon ship’s return, SVM will checkout of TPU, pick up records at PSD and report to PAPA.

2.5. OTHER PERSONNEL ACTIONS

SHIP


1. The following will be sent to PAPA on a daily basis:

(All of these should be specified as send to PAPA when necessary or when required.  It is important to note that the only thing that is an ABSOLUTE to be sent to PAPA on a daily basis is the muster report)

a.   Muster Report.

b.  All other personnel actions initiated on the ship.

c.  Provide daily customer service functions.
d.  EDVR updates.

2.6. SERVICE RECORDS/PERSONNEL ACCOUNTING
PAPA

1.
The following will be performed daily by the PAPA staff:

a.  Make all required Service Record entries.

2.7. CUSTOMER SERVICE

                              SHIP 






        PAPA

	1.  Submit all pay and personnel documents and miscellaneous job requests by Job Control Number (JCN) to PAPA.

5.   Update JCN log upon receipt of confirmation of completion. 

6.  PLR will check out records or come to PAPA when large volumes of information is needed


	2. 
Log JCN job request upon receipt.

3.
Distribute JCN job request to respective sections.

4.
Update JCN log upon completion of job request.


Note:  Travel claims will have a separate JCN log.

2.8. DISCIPLINE

                            SHIP 








PAPA

	1.  Forward signed copy of NAVPERS 1626/7 (NJP), DD Form 2329(CM) and other supporting documents to PAPA.

2.  Submit page 13 required for 1st mast on a member to PAPA after signature obtained for filing in service record. Maintain copies of all documents for Unit Punishment Book


	3.  Submit transactions to effect Reduction in Rate and Forfeiture of Pay.

4.  Make appropriate service record entries.


2.9. EDUCATIONAL SERVICE OFFICE

                                 SHIP 






      PAPA 

	1. Notify PAPA if member is not eligible for advancement to E2/E3.

2. Monitor and track completion of required leadership schools.

3. Navy Wide Advancement Examination (NWAE) for E4 to E7 must be verified through Eligibility Listing from NETPDTC website or in accordance with NAVADMIN.  Forward Eligibility Listing to PAPA for exam ordering.

4. Verify and account examination booklet and serial number and mail exam verification letter NETPDTC Pensacola.

5.  Verify advancement worksheets.

6.  Administer NWAE.

7. Complete correspondence for mailing of answer sheet in accordance with BUPERS Advancement Manual 1430.16E.

8. Ensure accountability prior to destruction of examination booklets.

9. Notify and coordinate with PAPA any exam discrepancies.

10. Notify PAPA of personnel selected for Command Advancement Program (CAP) and forward copy of authorization signed by the CO.

11. Notify PAPA of personnel selected for advancement for special programs (“A” school accelerated advancements, advanced electronic field (AEF) and advanced technical field (ATF) programs) and forward copy of authorization signed by the CO. 

12. Prepare PG 13’s and frocking letters and forward to PAPA.


	1.  Update member’s E2/E3 advancement in NAVPERS 1070/604 and database unless notified otherwise.

2.  Order NWAE based on the Eligibility Listing provided by the ship.

3. Prepare and verify examination worksheets and forward NLT one month prior to examination dates.

4.  Take appropriate action to correct exam discrepancies. 

5. Effect transactions to post enlisted advancements.

6.  File PG 13’s and frocking letters in member’s service record.

7.  Prepare applications and coordinate with ID lab for issuance of ID cards




3. DAILY DISBURSING PLR PROCEDURES

The following will be accomplished on a daily basis in accordance with the Disbursing Office Standard Operating Procedures.  The majority of pay and allowance changes will be submitted via by a PLR:

3.1. PAY PRODUCTS AND MANAGEMENT REPORTS


                                SHIP 

                             PAPA 

	4.  Upon receipt of feedback report, provide PAPA necessary information for action.

5. Enroll members to “My Pay.”
	1.  Download all available pay products and other various reports from DFAS.

2.  Update and reconcile database accounts daily.

3.  Review all reports and provide feedback report to the SHIP.

6.  Provide any pay products and any information upon request to SHIP.


NOTE:  SHIP and PAPA will download “JDC” files from DFAS-CL.  All “Management Notices” should be reviewed by both sites on a daily basis.  Special attention directed to “UH03,” “UC03,” “UR03,” “XY03” and “XD03.”

3.2. PAY AND ALLOWANCE CHANGES
  
                           SHIP

                           PAPA

	1.  Verify legality of supporting documents submitted.

2.  Forward all necessary information to PAPA upon receipt from customer/personnel timely and on a regular basis. Required information:

           Name, SSN (last four) and rank/pay grade

           Type of pay and allowance

           Effective date of action

           Action required (start/stop/change)
	3. Verify all pay transactions received from the ship.

4. Submit FID transaction to DFAS. 

5. Verify the MMPA to ensure all transactions have posted.

6. Process the bi-monthly payrolls.

7. Monitor daily and make EFT payments for one-time payments.

8. Verify all daily reports and notify ship of any required action.


3.3. ALLOTMENT/EFT/WITHHOLDING TAX/LEGAL RESIDENCE CHANGE


                             SHIP 

                          PAPA
	1.  Verify and ascertain all required information is in the allotment form (i.e., name of payee account number, type, company code, etc).

2.  Forward document request to PAPA on a timely basis, taking into consideration DFAS updates (mid-month, EOM, MER).
	3.  Upon receipt of document, process and submit FID transaction to DFAS.

4.  Verify posting of transaction and make necessary corrections.


3.4.  SPLIT PAY OPTION (SPO) PAYROLL PROCESS


                           SHIP 

                          PAPA
	1.  Provide NPR, DOV and check number at least 3 working days before scheduled payday to PAPA.

5.  Upon receipt of DD117, DD115, dummy check and ATM file from PAPA, upload SPO payroll file into ATM.

6.  Print check and payroll money list/voucher.
	2.  Download RPR and prepare SPO payroll.

3.  Send Military Payroll Voucher (DD117), Military Payroll Money List (DD115), dummy check and ATM payroll file to ship.

4.  Transmit FID PF03 to DFAS.


3.5.  ACDUTRA


                              SHIP 

                          PAPA
	1.  Verify accuracy of supporting documents.

2.  Travel claims will be forwarded to PAPA with all required information (DD 1351-2, orders/endorsements, NCM 2120, EFT data, etc.) in a timely manner.

6.  Deliver/mail copy of travel voucher summary to member.
	3. Upon receipt of all required documents, process payments of pay and allowances for ACDUTRA.

4.  Process travel claims via IATS. 
5.  Forward copy of travel voucher summary to ship.


3.6. MISCELLANEOUS DEBT COLLECTION


                             SHIP 

                           PAPA
	1.  For local collection of debts/overpayments (i.e., BAS collection, PAA, dishonored checks, etc.), provide PAPA with necessary information to affect Collection on member’s pay account.

5.  A systems generated  “no surprise” will require the member to be informed to initiate due process onboard the ship.

6.  Upon completion of due process provide PAPA necessary collection action.
	2.  Upon receipt of required information submit FID to DFAS.

3.  For system generated overpayments, based on daily downloaded management reports, inform ship of debt.

4.  Verify validity of debt and make necessary adjustments if warranted.

7.  Provide feedback to ship when action is completed and applied to MMPA.


3.7. ADVANCE OF PAY


                                   SHIP 

                           PAPA
	1.  Receive and verify command generated approval of advance pay.

2.  Advise and provide computation and pay back options to member.

3.  Forward approval document to PAPA.
	4.  Upon receipt of approval documentation verify projected amount and release EFT payment to DFAS.


3.8.  LOCAL PAYMENTS

3.8.1. *(EMERGENCY/PARTIAL)


                                 SHIP 

                            PAPA

	1.  Receive approval for payment from commanding officer.

2.  Forward approval document to PAPA.

5.  For members who do not have financial institution access prepare payment (check) using miscellaneous payment memo.  Forward money list to PAPA for processing.
	3.  Upon receipt of approval documentation compute amount due.

4.  Release daily EFT payment to DFAS.

6.  For members not having access to financial institution inform disbursing officer of amount due.

7.  Receive confirmation of payment on money list to process payment on MMPA.


* NOTE:  All payments will be made via EFT unless circumstances prohibit using this method of payment.  Circumstances that may require a payment to be made onboard will be approved by the commanding officer and are as follows:

1.
Emergency Leave – member requests partial pay for misc expenses ICW emergency leave travel overseas;

2.
Emergency Leave (Cross-Disbursing) – member of USMC, USCG, USA, USAF operating afloat (joint) requests partial pay for miscellaneous expenses ICW emergency leave;

3.
Death Gratuity - deceased member’s account normally is put in a suspense status immediately.  PAPA must have ability to support CACO/dependent with the initial payment by coordinating and forwarding all pertinent documents to appropriate office;

4.
Discharge & Separation (other than honorable) – members released under these conditions while deployed may require partial pay;

5.
Health & Comfort – returned absentees may require special pay or health & comfort issues;

6.
Cross Disbursing – Joint Task Force personnel onboard battle group request special pay to support miscellaneous expenses overseas;

7.
BAH (members in non-pay status) payment of 2 months BAH directly to dependent of E1 through E4 (4 years or less of service) in an unauthorized absence status in excess of 29 days;

8.
PAPA must also have the capability to provide support at the homeport to dependents under emergency evacuation.

4. TRAVEL PROCESSING

4.1. TRAVEL ADVANCE ICW TEMPORARY DUTY (TDY)


                             SHIP 

                             PAPA
	1.  Disbursing Officer verifies legality and accuracy of the TDY order presented.  If traveler is a VISA cardholder, no advance is authorized.  Do not forward requests.  If traveler is non-Visa cardholder, only 100% of MI&E and other miscellaneous expenses is payable.  TDY must indicate the type of Meals Authorized (GMR, PMR or CMR).

2.  Forward following documents to PAPA no more than 15 days before departure: 


(a) EFT Information (RTN, Acct. Nos., & Type of account); and


(b) Copy of TDY Orders

7.  Endorse Original TDY Orders of payment information.
	3.  Review documents received.

4.  Process TDY Advance requests via IATS.

5.  Correct any DFAS Reject on ADS.

6.  Advise Ship of complete payment information. (Amount Paid, Date, DOV Number)


4.2. TRAVEL ADVANCE ICW PERMANENT CHANGE OF STATION (PCS)


                           SHIP 

                            PAPA 

	1.  Disbursing Officer verifies accuracy of Advance Travel Request Form and validity of the PCS orders presented for payment.

2.  Forward all documents to PAPA no more than 30 days prior to detachment


(a) EFT Information (RTN, Acct. Nos, & Type)


(b) PCS Travel Advance Request Form


(c) PCS Orders


(d) PCS Order Modification

7.  Endorse Original PCS Orders of payment information.
	3.  Review documents received.

4.  Process PCS advance requests via IATS.

5.  Correct any DFAS Rejects on ADS.

6.  Advise Ship of complete payment information. (Amount Paid, Date, DOV Number).


4.3. TRAVEL CLAIMS SETTLEMENT


                        SHIP

                          PAPA
	1.  Forward the following documents and information to PAPA.
	2.  Review accuracy and completeness of claim.

3.  Input TDY/PCS claims via IATS.

4.  Correct any DFAS Reject on ADS.

5.  Scan and E-mail copy of travel voucher summary to ship.

NOTE:  Item # 5 could be eliminated if every sailor is on “My Pay.”


4.4. TDY CLAIMS

1.  EFT Information (RTN, Acct no, & Type)  

2.  DD 1351-2, signed by Member and Authorizing Official (AO) (Ensure all Advances received are indicated)

3.  TDY Orders (Front and Back)

4.  TDY Orders Modifications
5.  Flight itineraries

4.5. PCS CLAIMS

1.  EFT Information (RTN, Acct no, & Type) 

2.  DD 1351-2, Signed by Member and DO/AO (Ensure all Advances received are indicated)

3.  TLE claim form

4.  PCS Orders (Front and Back)

5.  PCS Orders Modifications

6.  Flight itineraries

NOTES:

1.
Receipts for lodging and any reimbursable expense over $75.00 are required.  D. O. must verify completeness and accuracy of claim, validity of receipts submitted, and adjudicate every item of reimbursable expense claimed.  Reimbursable expense claimed by members can be approved in full, reduced or disallowed by D. O. 

2.
Deliver copies of Travel Voucher Summary and PCS orders to member.

3.
File Original TAD/PCS claim with D. O. Retains for future reference.

4.6. COLLECTION PROCEDURES FOR OVERPAID CLAIMS

When claim settlement (PCS/TDY) resulted in overpayment, the notification letter and voucher summary computation will be E-mailed back to the ship for delivery to member for review and due process.


                              SHIP

                                   PAPA

	3.  Notify member of overpayment.

4.  Determine how member wishes to repay indebtedness.  Cash or Check:  D.O. will collect funds and credit line of accounting.  Pay Checkage:  D.O. will E-mail PAPA with required information.  
	1.Scan and E-mail Collection Letter, Travel Voucher Summary, and collection voucher.

2.  Using the company Code of the disbursing officer.  Once a month, after MER, DFAS will forward 187 report with the SSN and name of member along with a treasury check.  Upon receipt of check, Disbursing Officer will retrieve and process the applicable over-advanced travel claim for processing as collection and deposit the check under normal deposit procedure. 

4.  Prepare DS01 FID, using appropriation on the travel orders.

5.  Update IATS database of Collection voucher information.


4.7. SUBMISSION OF SUPPLEMENTAL CLAIM

                                 SHIP

                          PAPA
	1.  Upon receipt of travel voucher summary and the member determines that there is a possible error in computation and the D.O. agrees that more funds are payable, forward the following documents: 



(a) DD 1351-2, signed by Member and D.O. and clearly marked SUPPLEMENTAL across the form. 


(b) Copy of Orders (PCS/TAD).


(c) Copy of any modification to orders.

6.  Deliver travel voucher summary to member or AO as applicable for service record file.
	2.  Determine validity and legality of supplemental claim.

3.  Input claim via IATS.

4.  Correct any DFAS-Reject on ADS.

5.  Scan and E-mail Travel Voucher summary to ship.


5. DESIGNATION AND DUTIES (PLR)

1.
The Commanding Officers of participating units will designate, in writing, qualified PLR’S to act as point of contact between the ships and PAPA.  The following guidelines should be adhered to:

a.  Designated PLR’S should be in pay grades E-5 and above from the DK, PN or YN community.

2.
Duties and Responsibilities of the PLR

a.  The PLR’S principle duties will be to provide customer service onboard and to initiate and forward required pay and personnel action input to the detachment.  Under no circumstances will designated PLR’S transmit any pay transaction directly to DFAS-CL.

b.  Receipt of Documents.  When documents are received from the administrative office, the PLR will take the following steps:

(1) Briefly examine the documents for obvious errors, missing signatures, supporting documents, wrong forms, etc;

(2)
If there are errors, return them to the appropriate office correction/supporting documents;

(3)
Ensure that documents are properly signed by the authorized person.  PAPA should have letters on file authorizing individuals to sign documents affecting pay with a sample signature;

c.  Document Control Flow.  As documents are received, the PLR’S will take the following steps:

(1)
Accumulate all original documents for scanning, faxing or mailing of copies to PAPA;

(2)
Stamp or write the date received on the documents;

(3)
Transmit daily to PAPA;

d. Maintain Retained Transmittal File of Original Documents.  When all data has been transmitted to PAPA, the PLR’S will file in the appropriate files.

5.1. SAMPLE OF PLR DESIGNATION LETTER

Command Letterhead

From:  Commanding Officer

To:    
  CPOIC, Pay and Personnel Detachment

Subj:  DESIGNATION OF PAY AND PERSONNEL LIAISON REPRESENTATIVE (PLR)

The following information is provided for the command’s PLR:

PLR REPS PRIMARY: ______________________________________

                           

______________________________________

                             

(Sample Signature)

PLR REPS ALTERNATE: ___________________________________

                               
      ___________________________________

                             

(Sample Signature)

Phone:              

______________________________________

Message PLAD:       
______________________________________

E Mail Address:     
______________________________________

                                  



/S/

                         



    SAMPLE

9
1
23

