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COMPANY COMMANDER

Greetings to all assigned to US Army Student Detachment – I’ve been signing your leave forms for almost 9 months now, and I’m pleased to report that I’m still extremely proud to be able to serve you all.  We have an amazing cross-section of people out there doing a dizzyingly diverse range of activities and I’m continually learning more about the myriad of different things our Army does.

As we transition from our quieter winter period into our hectic spring, summer, and fall, there is a lot going on at USASD.  We are engaged in some “spring-cleaning” of a lot of old files and policies - all of which will enhance our capability to take care of you.

First of all, we’ve built a “USASD FAQ” in attempt to provide a concise, yet comprehensive policy reference document.  In the past, the information on the website has been difficult to navigate, not very current, and onerous to update.  The FAQ is substantially more manageable for us to keep up to date, and, I think, substantially easier for you to reference.  My intent is to continually update the document so that it remains relevant, so I invite, and will appreciate any input you may have for improvements.  The FAQ can also be found on our website.
You may also be aware of an increased Army-wide interest in “Warrior Ethos;” TRADOC is currently involved in a re-look of standards and rigor in Army training across the board.  One of the things that came out of our recent CIP is a remarkably low compliance level for our APFT records and Height/Weight program.  The position of myself and the rest of the chain of command is that your focus is school, but we must meet the minimum standard of having 100% compliance with the APFT program.  We have also produced some revised instructions in attempt to make it as easy as possible for everyone to comply.

You may or may not have heard the guidance regarding the wear of the American Flag on the BDU’s.  The flag is now part of the uniform, but there are no implementation instructions yet on how the flags will be procured or distributed which is why the mandatory wear date is October 2005; however, as usual, officers are expected to obtain and pay for uniform items on their own.

Thanks for taking the time to read our newsletter - we want to keep you informed, and we try to keep from being intrusive or bothersome.  As always, let me know if you need any assistance at all.

Sincerely -- CPT James C. Cheney


FIRST SERGEANT

Hello Student Detachment Family!!!!

In the very near future the Student Detachment Training Section will send out new guidance reference the semi-annual APFT.  Accountability procedures pertaining to the test has been revised.  Guidelines outlining changes to procedures will follow in the very near future.  The target month is currently May 04 for all record APFT.  For those not taking the APFT due to profile, TDY, etc., ensure that proper paperwork is submitted prior, to the required timeframe for testing of the record APFT if possible.  

Reminder:  The USASD will be sending out information pertaining to the 2004 Army Emergency Relief Program (AER) via mail – look for yours soon.  Our goal is 100% contact, but once you get it, it’s your decision to contribute.  Please consider contributing to this important program.
Admin note:
Currently, documents pertaining to finance settlements, inprocessing, and individual entitlements have been arriving timely with all requested information….THANKS FOR YOUR COOPERATION….HOOAH!!! TO ALL  
1SG HIGHTOWERSMITH        
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Hello, the semi-annual APFT is coming up in April.  The testing dates for the APFT are whenever is convenient for you at your current location within April.  The commander has changed the APFT policy to make it as easy as possible for everyone to comply.  BLUF – we need a notification that you have taken the APFT and pass height/weight screening for your age group NLT 15 May.  We will accept an email or the PT card – and you can send your own.  The position of the command is that all our officers are accountable individuals who can be trusted to certify their own scores and data.  If you are more comfortable arranging to get together with a group of other soldiers or a local unit to conduct your APFT, that is fine, but is totally your discretion.  If you are in the Fort Jackson area on the 20th or the 27th of April, you can contact me and we will be administering the APFT on those days at 0550.  A copy of the packet is at the end of this letter.  For any questions contact SSG Brinkley at 803-751-5372.  
The AER program has kicked off and it runs from 15 March to 15 May 2004.  I will be sending out information shortly to be returned to me to be turned in.  REMEMBER AER IS ABOUT THE ARMY TAKING CARE OF IT’S OWN.  Anthony.Brinkley@jackson.army.mil  
[image: image6.wmf]
PERSONNEL SUPPORT

DENTAL:  The Policy procedure for filing dental claims was set by the Army, Navy and Air Force under the guidelines of “Management of the Tri-Service Remote Dental Program on 5 August 1999.”  It is under direct control of the Officer in Charge, Military Medical Support Office (MMSO), Great Lakes, IL.  You may contact Mr. Fayard at 803-751-5389, anytime you have questions pertaining to procedure.  SPECIAL NOTE:  If you are to have dental procedures done, which will exceed $500.00, a pre-treatment estimate, along with X-Rays must be submitted to USASD prior to having that work done.  The Student Detachment will then forward an approval request to MMSO, Great Lakes, IL for approval.  These procedures must be followed; otherwise, it takes quite a bit of effort for your dentist to get paid.  The only exception to this is an emergency, which must be so annotated on the dental claim.   “Please Note” For updating your AKO Account for Dental.   Fax Dental Updates to Army Dental Command at 210-829-2916.

LANGUAGE PAY:  Reminder to all incoming students, when sending inprocessing packets to the Detachment, request that you send copies of your Foreign Language Proficiency Pay (FLPP) orders also. POC is Mr. Fayard.

LEAVES:   The Detachment no longer requires a 21 day lead-time for submission of leaves.  You may submit your requests by mail, fax or E-Mail.  They will be acted on immediately and either faxed or E-Mailed back to you immediately or NLT COB the next day.  Due to the large number of Students in the Detachment (and $), the mailing of leave requests back to the individual is no longer an option.  A Leave Control Number will be assigned, and once signed, the leave form will be faxed or e-mailed back to you.  Concerning OCONUS Leaves:   There are some countries which require OCONUS Country Clearance and it is requested that any OCONUS leaves be sent 30 days in advance in order for the matter to be resolved.  Please note that if you plan to take leave out of town and the traveling distance exceeds 500 miles, a leave form is required so that you are covered in case of accident, injury or death.  E-mail for Mr. Fayard – fayardj@jackson.army.mil.

DTS IS COMING! :  The new travel program is known as The Defense Travel System.  The goal is to improve service to customers, to use government resources more efficiently and to have mission requirements drive travel decisions.   Travel decisions based on mission, and made by people involved in the mission.  Reimbursements are almost twice as fast from the time travelers submit their repayment request.  

ACCOUNTABILITY:  We need to get better accountability of our students in the field.  If you are an SLO, please continue to send your accountability reports monthly.  If you are an isolated individual not currently reporting to an SLO, please send us an email once a month.  Accountability messages can sent be any time during the month, no need to send them all on the 1st of the month.
P.O.C. is SPC Rodolpho Moreno:  Rodolfo.Moreno@jackson.army.mil
SECURITY CLEARANCES:

    
When applying for an Initial Top Secret, you must include 2 fingerprint cards.  When applying for a Periodic Reinvestigation (update before it expires, 5 Years) you do not need fingerprint cards.  For Initial Secret Clearances you must complete 2 fingerprint cards and for a PR Secret, no cards are required.

To complete your security packet, you still have to go into the web site (www.dss.mil).  Go to EPSQ to download the SF 86, complete it and validate it to be error free (the validation statement must be printed and sent with the SF 86), print it and sign it in three places.  You must copy it onto a disc. Send me the signed hardcopy SF 86, the disc, and fingerprint cards if necessary. The Release of Medical Info statement and the Release of Info statement have to be done separately from the SF 86.  They are downloaded from the EPSQ.  I will do the DD 1879 and then hand carries it to Post Security to be forwarded to Defense Security Service (DSS) for investigation.






Mr. Kincaid                

IN-PROCESSING
    Once you make contact with the Student Detachment for an Inprocessing Packet (Welcome Packet) you will receive it (Thru e-mail from the Student Detachment or Downloaded off our web).  With the new E-Milpo system in place for accountability of all Army Personnel. It in very important to send a copy of your PCS orders along with the Welcome Packet Request Worksheet.  That will provide us with the documentation needed to arrive you into the E-Milpo System.  Any questions please contact me at 1-800-856-3801 extension 2, or kincaidj@jackson.army.mil.

Mr. Jim Kincaid
OUTPROCESSING:  

If the time has come for you to move from the Student Detachment to your follow on assignment, we will need your assistance in a few areas to ensure that this process is smooth and completed in a timely manner.  Our part in this process is to (1) obtain your RFO from TOPMIS, no need to email of fax to us we have the capability to receive them ourselves (2) Publish your orders.  OCONUS orders will be published twice to help in the planning stage.  Once with family travel pending if you are taking family overseas and an amendment authorizing or denying family travel.  CONUS orders will be published 30 days after receipt of RFO and (3) assist in the submission of any travel advances that you may be entitled to receive.  What we ask of you the servicemember is (1) Submit Outprocessing Packet 20 days after receipt of RFO which includes a DA 31.  If you are not taking leave we need a DA 31 for admin and finance reasons.  The leave will not be charged.  (2) Submit POR packet 90 days prior to departure if you are going overseas.  This will help to ensure that you have time to plan transportation and receive a travel decision if you are taking family overseas.    If you are going TDY in conjunction with PCS contact SSG Brinkley.  The Detachments goal is to make your outprocessing experience as smooth and worry free as possible.  If you have any questions please be sure to contact SSG Brinkley at the email and numbers provided below

POC: 
SSG Brinkley Anthony.Brinkley@jackson.army.mil; (803) 751-5372









$
FINANCE SECTION

The Student Detachment Finance Section is ready and willing to assist and serve all members of the Detachment.

It is the sole responsibility of the service member to ensure that his/her military pay history is accurate and up-to-date.  Please ensure that completed inprocessing packets are forwarded in its entirety to the Detachment as soon as possible.  Finance inprocessing packets that are not received in a timely manner (no more than two weeks after sign in date to gaining station) are subject to undue delays in processing of travel settlements and updates to military pay allowances.
A number of soldiers request payment for entitlements/allowances without the appropriate supporting documentation.  Request for payments without documentation will not be submitted for processing.

Upon initial inprocessing, compare personnel and finance checklists to submission of documents.  SPECIAL ATTENTION must be directed to pending PCS orders.

Ensure that zip code of pending duty station (not Fort Jackson) is annotated on orders.  (Ex:  Assigned to: USA Stu Det Fort Jackson SC 29207 w/duty Hometown, FL 12345). 

The order must be corrected/amended by the organization that published the original order to show the true state of affairs existing at the time the original order was published. All required documents must be received in the Detachment BEFORE any payment requests are forwarded to the Fort Jackson main finance office for payment.

Please ensure that the completion of all required documents is legible and clearly understandable to reviewers; i.e., full names, complete addresses, dates and signatures.

 EMSS PIN (MYPAY) - It is imperative that all active duty soldiers have access to the MYPAY website and an active PIN. This is required so that soldiers may have ready access to their military pay accounts.  Paper and mailing of documents such as leave and earning statements (LES’s), travel settlement vouchers and annual W2 Forms are obsolete. Members are capable of accessing and printing these documents from the MYPAY website. 

Website: https://mypay.dfas.mil or http://www.dfas.mil/mypay
You may request a PIN by accessing the MYPAY website.

Your temporary MYPAY PIN# will be mailed ONLY to your AKO email address.   Follow these directions:

Wait 2/3 days –access the website.  Enter your SSN and the temporary PIN.  You will be told that your PIN has expired.  Click on the “continue” button.  Enter your temporary PIN again, and then create your new permanent PIN. 

Email AKO accounts may be created by accessing website: www.us.army.mil and submitting required information.

Help us to help you in the maintenance of your military finances!

“Responsive to Your Needs! Soldiers First”

Respectfully,

Ms. Singleton

Student Detachment Finance Section

Supervisor
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       USASD EMAIL Addresses
Command

CPT Cheney: James.Cheney@jackson.army.mil  

1SG Hightowersmith: Sandra.Hightowersmith@jackson.army.mil
SSG Brinkley: Operations/Training NCO Anthony.Brinkley@jackson.army.mil 

Finance

Mrs. Singleton, Finance Supervisor: singletonb@jackson.army.mil
SGT Anthony Best, Finance NCOIC @ Anthony.Best@us.army.mil

Personnel

SSG Brinkley: ADMIN NCO Anthony.Brinkley@jackson.army.mil 

DLPT/FLPP

Mr. Fayard, Human Resource Assistant: fayardj@jackson.army.mil
Accountability

SPC Rodolpho Moreno:  rodolpho.moreno@jackson.army.mil
USASD Web Site: http://www.jackson.army.mil/usasd 

Web Master: James.Goppert@jackson.army.mil 
UPDATES

UNITED STATES ARMY STUDENT DETACHMENT

IMPORTANT NOTICE TO ALL GOVERNMENT TRAVEL CARD HOLDERS
REPORTING TO STUDENT DETACHMENT:

Please complete the transfer form and sign the Important Notice to All Travel Card Holders in your in processing packet.  All Student Detachment Personnel travel cards will be transferred to Student Detachment and will remain in a deactivated status.  Travel cards will be activated upon receipt of a travel order, and verification of this memo on file at the Student Detachment.  Fax all travel orders no later than (7) days in advance of travel to 803-751-5346.

GOVERNMENT TRAVEL CARD PRIVILEGES:

The government travel card is a charge card, not a credit card.  All charges to the Government Travel Card are to be paid upon receipt of the statement from Bank of America. Split disbursement is mandatory.  Non-receipt of payment from DFAS does not absolve the cardholder from making payments by the due date.  A $29.00 late fee is accessed for late payments.  Bank of America will not reverse this charge, unless there has been an erroneous error.

TDY AND MEDICAL TDY and FILING FOR REIMBURSEMENT:

Use of the government travel card is for official government travel, travel that is support by a complete authorized travel order DD1610 or other organization travel order.  All medical TDY must be approved prior to proceeding; medical TDY requests must be faxed to the Student Detachment accompanied by a medical appointment slip from the treatment facility and signed by a physician.  DD form 1351-2 should be filed within 5 days after completion of each TDY.  If your TDY is for more than 30 days, please file a partial settlement every 30 days.  Travel Technical Message (97-11) Mandatory Split Disbursement is effective 1 September 2003.  The amount designated for split disbursement is to reflect all charges on the travel card associated the trip being settled.  Split disbursement sends funds directly to the Defense Travel Card issuing company only.  It is a MANDATORY requirement that all Military Travelers who have and use the Defense Travel Card indicate Split disbursement for Travel Payments.  All approved TDY request must reach the Student Detachment 14 days prior to the date of travel.

PCS AND PCS EXPENSE:

Effective February 3, 2003, use of the government travel card for PCS expenses is prohibited.  Travel accounts used during PCS moves will be reported as misuse and or abuse.  The accounts will be closed permanently.   

DELINQUENT ACCOUNTS:

When the accounts becomes 30 days overdue, the account will be deactivated until full payment has been received and noted by Bank of America.  When an account becomes more than 60 days delinquent, the card will be suspended until the bill is current.  Accounts 120 days past due, will be closed permanently by Bank of America.  Effective December 1, 2000, Bank of America will no longer accept reinstatement request for travel cards accounts that have been canceled and credit revoked due to delinquency (late payment or non payment).
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