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REFERENCE TOOLS.  The Military Pay section utilizes several different manuals which dictate the manner in which our office is conducted.

MCTFS APSM

DFAS-KC 7220.31-R

MARCORSEPMAN

MCO P1900.16

MCTIM


MCO P4650.37

MCTFS PRIM

MCO P1080.40C

DODFMR Vol 7A
Department of Defense Financial Management Regulations

ACRONYMS.  The following is a list of common acronyms used by the Finance Office and DFAS Kansas City:

3270
Automated Pay System regulated through DFAS-KC and used by the Finance Office to automate the payment/adjustment process

AD
Code used in 520 entries that indicates a period of authorized delay

AT
Code used in 520 entries that indicates the Marine is awaiting transportation

ADF


Advisory File Report

APSM


Automated Pay Systems Manual

BAH 


Basic Allowance for Housing

BAS


Basic Allowance for Subsistence

CLB


Combat Leave Balance

CZTE


Combat Zone Tax Exclusion

DAS


Discharge Account Summary

DFAS-KC
Defense Finance and Accounting Service, Kansas City, Missouri

DD Form 214
Separation payment request form

DD Form 215
Separation payment request form used as a correction to the DD214 or for additional typing space

DE
Code used in 520 entries that indicates a period of delay, or annual leave

DO
Disbursing Officer

DODFMR
Department of Defense Financial Management 

Regulations. Volume 7A covers active duty pay

DFAS


Defense Finance and Accounting Service

DN


Discrepancy Notice

DTL


Document Transmittal Letter

EAS


End of Active Service

ECC


End of Current Contract

FO


Finance Officer

FSA


Family Separation Allowance

HFP


Hostile Fire Pay

ICR


Inconsistent Condition Report

LES


Leave and Earnings Statement

LES RECON
LES Reconstruction Sheet used to compute the entitlements a Marine will receive on their next LES

LSL
Lump Sum Leave

MCASSP
Marine Corps Automated Settlement Sheet Process

MCTFS

Marine Corps Total Force System

MECF
Master Error Control File (FO diary errors)

MGIB


Montgomery GI Bill

MMPA


Master Military Pay Account

NAR
No Action Required

NAVMC 11060
Document used by admin units for a separation request

NAVMC 11116
Document used by reporting units to

  (Quad) 
request changes to a Marine’s MMPA

NAVMC 11119
Form used by Commanding Officers to

 (Quad 9) 
delegate By Direction authority and document handling responsibility

NORM
Term used for a Marine’s normal payday without any one-time credits or checkages

NPD
No Pay Due

NOE
Notice of Eligibility

OCS
Officer Candidate School

OSO
Officer Selection Office

PAAN
Pay Advisory Notice (generated by DFAS) 

PCS
Permanent Change of Station

POE
Pay Option Election

PMA


Permanent Mailing Address

RIKNA

Rations in Kind Not Available

RLB


Regular Leave Balance

RUC


Reporting Unit Code

SLB


Saved Leave Balance

SNC


Said Named Candidate

SNM


Said Named Marine

SNO


Said Named Officer

SPL


Suspect Payment List

SRB
Selective Reenlistment Bonus

TD
Code used in 520 entries that indicates a period of temporary duty

TR
Code used in 520 entries that indicates a day of travel

TLA


Temporary Lodging Allowance

TODE


Transcript of Data Entry

U&E


Update and Extract 

UPSTR

Unique Pay Status Transaction Report

FORMS.  The Military Pay Section receives two main types of documents. A blank NAVMC 11116 (Quad) and NAVMC 11060, along with examples of completed forms are included on the following pages:
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NAVMC 11116 (REV. 6-90) (EF) (Previous editions are obolete and will not be used)
SN: 0109-LF-065-3800

DATE RUC

'NAME OF INDIVIDUAL (LAST, FIRST, Mi) ECC

TEE O s s T D YOU ARE AUTHORIZED TO DEBIT CREDIT
MILITARY PAY ACCOUNT FOR TRANSACTIONS INDICATED

D YOU ARE DIRECTED TO MAKE THE FOLLOWING SPECIAL PAYMENT BASED ON THE
TRANSACTIONS INDICATED

ADJUST THE INDIVIDUALS

TYPE PAYDAY ADJUSTMENT PURPOSE:

'SEVERE HARDSHIP

EVENTS AGED 60 DAYS OR MORE

SPECIAL

MEMBER'S JUMP/MMS RECORD NOT IN CENTRAL SITE

ACCESSION MESSAGE ATTACHED

TYPED NAME/GRADE OF COMMANDING OFFICER

SIGNATURE OF COMMANDING OFFICER DATE

ADVANCEPAY  pay MONTHS ADVANCE PAY INCIDENT TO PCS ORDERS. REPAYMENT MONTHS
e PAY MONTHS ADVANCE AND ALLOWANCES FOR ASSIGNMENT TO A REMOTE LOCATION
AND
i e DEPLOYED ABOARD SHIP FOR MORE THAN 30 DAYS PURSUANT TO DODPM, PAR 40102.
oG PAY_ MONTHS ADVANCE HOUSING ALLOWANCE. TO BE RERAIDIN MONTHLY PAYMENTS.
HOUSING
il oWAlices. EFFECTIVE DATE
_—_—nmmmm—
UNIT DIARY NO. DATED REPORTED
EFFECTIVE DATE
OTHER

CERTIFYING OFFICER TYPED NAME, GRADE TITLE | SIGNATURE OF COMMANDING OFFICER DATE




NAVMC 11116. The majority of all special payment and adjustment requests will be submitted to the Finance office via a NAVMC 11116, otherwise known as a Quad. The following information will assist the Administrative Units in properly filling out the Quad.

1.  Member Info. All information on the Quad must be accurately typed. Hand-written Quads, or pen changes will not be accepted.

    a. Date. Type the current date.

    b. RUC. Type the 5-digit Reporting Unit Code.

    c. Name. Type the member’s last name, first name, and middle initial.

    d. SSN. Type the member’s Social Security number.

    e. ECC. Type the member’s current discharge date.

2.  To Disbursing Officer. The “To Disbursing Officer” section is used to determine whether the Admin Unit is requesting a special payment or a diary adjustment to the member’s MMPA.

    a. Adjustments. Any miscellaneous credits, debits, leave adjustments, etc. should be checked “You are authorized to”. 

       (1) Debit. Check the debit box for any checkages the unit is requesting.

       (2) Credit. Check the credit box for any credit to the member’s account the unit is not requesting a payment for.

       (3) Adjust the individual’s. Check the adjustment box for any adjustments that are not credits or debits to the member’s MMPA (i.e. Leave adjustments, W2C requests, etc.)

3.  Payments (Requires Commanding Officer’s Signature). All requests for payments must have a box checked indicating the type and purpose for the payment.

    a. Type. Indicate the type of payment by checking one of the following blocks:

       (1) Payday Adjustment. Check this block for any Quads that are sent requesting a payday payment.

       (2) Special Payment. Check this block for any payment requests outside of a payday payment. (i.e. TLA, Advance payments, etc.)

    b. Purpose. Indicate the purpose of the payment by checking one of the following blocks:

       (1) Severe Hardship. Check this block for payment requests that are made to prevent financial hardship to the member.

       (2) Events Aged 60 Days Or More. Check this block when a payment is requested for any retroactive entries that caused a large credit

       (3) Member’s JUMP/MMS Record Not In Central Site Accession Message Attached. Check this block if the member has not been joined in the system yet. 

Note: The Finance Office will only pay ONE payday payment to member’s not joined in MCTFS.

       (3) CO’s Signature. Type the name of the CO or the Marine with “By Dir” authority and sign in the signature box.

4.  Adjustments. The adjustments section provides the Finance Office with specific details of the request.

    a. Advance Pay. Type in the number of months requested and the number of months for repayment (Must be paid off 90-days prior to the member’s discharge date).

    b. Advance Pay and Allowances. Type in the number of months requested and the number of months for repayment (Must be paid off 90-days prior to the member’s discharge date).

    c. Advance Housing Allowance. Type in the number of months requested and the number of months for repayment (Must be paid off 90-days prior to the member’s discharge date).

    d. Unit Diary. If there are any Unit Diary entries that are relevant to the requested action, type in the diary number, date of the diary, the entry that was ran, and the effective date of the entry.
