Chapter  2

Administration
____________________________________________________________________________

2-1.  Purpose.   To establish those procedures required for completion of personnel and pay actions for Detachment 45.


2-2.  General.  The personnel assigned to this Detachment are attached to HQSTARC AVN,  NVARNG for administrative actions.  All pay actions will be completed by the detachment to include request for orders for TDY pay for an OSACOM mission.

2-3.  References:

     a.  OSACOM SOP.

     b.  JFTR Vol. I & II.

     c.  Military Pay Manual.

     d.  AR 600-8-22.

     e.  AR 600-8-10.

     f.  AR 25-400-2.

2-4.  Duties and Responsibilities.

     a.  The Detachment Commander is responsible for the timely submission of all personnel and pay documents for assigned individuals.

     b.  The Detachment NCO is responsible to assist the Detachment Commander in completing the requirements of (a.) above.


2-5.  Duty Status.

     a.  AGR Personnel.  The Detachment is authorized three AGR pilot positions and one AGR NCO position.  These positions will be maintained IAW current AGR regulations.  The AGR personnel must be members of the NVARNG. 

     b.  Technicians.  Technicians are authorized, in the event of non-fulfillment of manning   directives, to supplement detachment positions until the AGR allocations in the state are appropriately distributed.  These positions will be maintained IAW technician policies and procedures.  The technicians must be members of the NVARNG and individuals must be MOS qualified for the position.

     c.  M-Day Personnel.  All other personnel assigned to the Detachment are M-Day personnel and are members of the NVARNG.  Pay status for M-Day personnel are as follows:

       (1).  Unit Training Assemblies (UTAs).  Detachment personnel will make all UTAs as scheduled with Detachment 45 OSA.  Assembly location will be at OSA Det 45 Reno, Nevada unless otherwise directed by the Detachment Commander.  Assembly time will be 0800 hours on Saturday and 0800 hours on Sunday.  The Detachment Commander may authorize UTAs be conducted on other than Detachment 45 OSA assembly days, when necessary for support of a Detachment mission.  In this event, approval will be given for rescheduled/equivalent training.

       (2).  Rescheduled Training (RST).  RST is used to reschedule training for the benefit of the unit, not the convenience of the individual soldier.  When necessary for M-Day personnel to conduct rescheduled training, the following will apply:

            (a).  The RST must be completed within a 60-day window.

            (b).  Only the Detachment Commander can authorize rescheduled training.


            (c).  The Detachment Commander or authorized personnel will verify that the duty has been performed.

            (d).  The original signed form will be electronically forwarded to military pay through AASF Reno, NV. 


            (e).  A notation of the duty will be maintained in the Detachment electronic files.

            (f).  A copy of the form will be furnished to SIDPERS.

       (3).  Split Assembly (SA).  SA is used to reschedule drill periods missed by an individual due to an unforeseen personal emergency or mission requirement.  When necessary for M-Day personnel to conduct split assembly, the following will apply:

            (a).  The SA must be completed within a 60-day window.

            (b).  The Detachment NCO or Operations Officer will electronically document training. Once the duty is performed electronic records will reflect completion.

         (c).  Only the Detachment Commander can authorize split assembly.

            (d).  The Detachment Commander or authorized personnel will verify the duty has been performed by signing the training certificate.

            (e).  The original signed form will be electronically submitted to military pay. 


            (f).  A copy of the form and returned transmittal letter will be maintained in the Detachment electronic files.

       (4).  Annual Training (AT).  All M-Day personnel are required to perform fifteen (15) days of AT per year.  Detachment 45 OSACOM personnel are authorized year-round AT and, as such, the Detachment Commander may schedule AT to support Detachment or OSACOM missions as necessary.  AT orders are requested through HQSTARC Form 35-16, Request for Orders forms (RFO) and submitted to HQSTARC for processing.

2-6.  TDY Travel. 

     a.  Mission Travel.  Blanket orders will be issued for all AGR pilots on a quarterly basis by the Program and Budget Division for use on OSACOM scheduled and approved missions only. Blanket orders will be published using data provided by each unit in database form.  OSA Mission travel requests for M-Day soldiers will be submitted to the Program and Budget Division.  Under special circumstances, the Program and Budget Division will publish orders for individual missions.  Examples would be for contingency missions and missions paid for by another command.

     b.  Ferry Flights.  The CMO office for the turn-in, pick-up, repair or transfer of aircraft directs ferry flights.  After receiving notification of a ferry flight from the CMO office, an automated or manual OSACOM Form 105-R will be submitted to the Program and Budget Division five (5) working days prior to travel.  Depending on the circumstances, ferry flights will be paid for by OSACOM, ATCOM, or the State of assignment.

     c.  Military Training Travel.  A travel request will be submitted to HQSTARC along with DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement, for approval of all training for military personnel.  Approved forms will be forwarded to the Program and Budget Division for travel order preparation/distribution and certification of DD Form 1556.  These forms must be received in the Program and Budget Division five (5) working days before orders are required for airline ticket pickup, reservations, etc.

     d.  Miscellaneous Travel Requests.

        (1).  In and around mileage must be approved in advance for mileage allowance to be allowed for POV mileage while on TDY.  Mileage allowance will not exceed thirty (30) miles per day.

        (2).  If the mission day looks as though it will exceed twelve (12) hours a DD Form 1610 will be requested for M-day soldiers and a DD Form 1351-2 completed for missed meals.

        (3).  Miscellaneous travel also includes all other travel not covered in any previous category.  Specifically included are conferences, command visits, coordination visits, briefings, training assistance visits, etc.
2-7.  TDY Orders. 
     a.  AGR/Technicians will receive blanket TDY orders quarterly from OSAA.

     b.  M-Day personnel will have a completed OSACOM Form 105-R faxed to OSAA for TDY orders.  The form should have a valid JOSAC mission number prior to submission.

     c.  Aviation Related TDY orders.  Both AGR/Technicians and M-Day personnel attending NVARNG, NGB, or DA schools will receive orders for attendance to the school from HQSTARC, NV.  TDY in a technician status will receive verification from the technician travel office.    

     d.  All applicable blocks on OSACOM Form 105-R must be filled out completely.  Forms should be submitted by fax as soon as possible.  Desired lead-time is five (5) working days.

     e.  Itinerary must use city and state, not ICAO codes.  All RON locations should be indicated in parentheses after the location [i.e. Reno, NV to Dothan, AL to Atlanta, GA (RON) to Las Vegas, NV]

     f.  Check only applicable travel options.  NOTE: Only one (1) rental car per crew is authorized. The rental car will normally be authorized for the Pilot-In-Command on Blanket Travel Orders (BTOs).  

     g.  When orders are received, they MUST be reviewed for accuracy and completeness by the traveler.  Any discrepancies should be identified to the Program and Budget Division for resolution prior to traveling. 

2-8.  Traveling in a TDY Status on Official Government Business.
     a.  When traveling on official orders, the member is expected to exercise the same care and regard for expenses incurred, as a prudent person would exercise when traveling at personal expense.  The member should be aware of Army's right to review claims and therefore, should maintain adequate records to validate expenses incurred.

     b.  Obligation to relinquish promotional items to the government.  A member is obligated to identify to the Commander any gift, gratuity or benefit received from private sources when performing official travel.  This includes promotional materials given to the member by airlines, rental car companies, and hotels; for example, bonus flights reduced-fare coupons, cash, merchandise gifts, and credits toward free or reduced costs of future services or goods.  When a member receives promotional material, the member is accepting it on behalf of the government and comply with directives in accordance with regulations. (JFTR Vol. I 2010)

2-9.  TDY Pay.

     a.  Official travel in support of an OSACOM mission will be paid as follows:

        (1).  All travelers on OSACOM issued orders are required to submit a Travel Voucher (DD Form 1351-2, Oct 91) to DFAS-ROME within three (3) days of completion of TDY.  Vouchers will be mailed to: DFAS-ROME, NY ATTN: FPT at the current address.  Include the original and one copy of all receipts.

        (2).  The completed documentation will be turned in to the Detachment NCO or Mission Scheduler upon completion of the travel.

        (3).  The Detachment NCO or Mission Scheduler will make copies of all documentation and obtain approving officer’s signature. Due to the size of the Detachment the Commander has authorized any unit member to review and sign as an approving officer. Individuals are encouraged to maintain copies of TDY travel 1352’s.
        (4).  The Detachment NCO or Mission Scheduler will prepare and forward all documentation within five (5) days to DFAS-Rome, NY for processing and pay.


     b.  Travel for any purpose other than an OSA mission will be paid as follows:

        (1).  The individual will complete a DA Form 1351-2 and include the original of all receipts.

        (2).  The completed documentation will be turned in to the Detachment NCO or Mission Scheduler upon completion of the travel.

        (3).  The Detachment NCO or Mission Scheduler will make copies of all documentation and obtain approving officer’s signature (See . (a,3) and process as described previousl.
        (4).  The Detachment NCO or Mission Scheduler will forward all documentation within five (5) days to military pay for processing and pay.

     c.  Submitting TDY Travel Claims:

        (1).  All vouchers will be prepared using approved automated travel voucher software and print forms using a laser printer.  All travel vouchers will be presented on a completed, original travel voucher with an original signature in block 21a.  If the voucher is electronically produced, an original plus one (1) copy are required.  An incomplete voucher will not be processed and will be returned to you.

        (2).  While on TDY you should keep a record of your mode of travel, the date you departed or arrived at each location and reason for stopping.  In addition, you should record each expenditure and obtain a receipt for each payment of $75.00 or more.  You must provide a receipt of lodging and registration and registration/tuition fees even if under $75.00.  The original receipt, plus one (1) copy of each expenditure is required attachments to the travel voucher.  Receipts are required for government VISA ATM fee reimbursement. (DFAS Rule Book)

        (3).  If a receipt is destroyed or lost you should get a replacement, if possible, from the originator.  However, if that is not possible, prepare a statement outlining the circumstances of the destruction or loss of receipt.  Include the amount paid, date, place and establishment name on the original receipt.  Both you and the reviewing supervisor must sign this statement.

        (4).  Whenever duty is at a military installation for over twenty-four (24) hours and quarters/mess are not available, a statement of non-availability or control number must be obtained.  These are usually obtained from the installation BOQ.

        (5).  In the case of joint occupancy with other government travelers, attempt to get a receipt of the cost of your portion of the lodging.  If this is impractical, note the name of the individual who shared lodging on your copy.

        (6).  If a member stays with friends or relatives while on TDY, no cost for lodging will be allowed, whether or not any payment of lodging is made to the friend/relative. (U4125 JFTR VOL 1)

        (7).  Copies of transportation documents used during travel must be kept and submitted with the claim.  When the transportation request or similar document is issued but not used, it must be returned to the transportation officer.  The officer will issue a receipt for unused transportation request (DD Form 730).  You must attach the original and one (1) copy of this document to the claim.  

        (8).  Charges for official long distance telephone calls will be allowed if they are certified (block 20) as necessary in the interest of the U.S. Government by an approving official.  (U4525 Part F (B2) JFTR Vol. 1)

        (9).  Authority for hire of a rental vehicle/special conveyance while conducting official government business will be written into travel orders and approved by the order issuing authority.  The rental company selected will be that which permits satisfactory accomplishment of the traveler's mission at the lowest possible cost to the government.  Generally, this will be the rental vehicle available under the Military Traffic Management Command negotiated agreements.  When an automobile is rented for official business at government expense, use of automobile for non-official business is not authorized.  Use of rented autos will be limited to official travel which include transportation between places where employees presence is required incident to official business; between official business places and temporary lodging and eating places, drug stores, barber shops, places of worship, cleaning establishments and similar for sustenance, comfort or health and to foster continued efficient performance of government business.  If an auto is rented for official business at government expense and used partially for non-official business, the soldier/employee will be responsible for the excess cost incurred.  The temporary duty status of an individual does not in itself justify the use of a rented vehicle as a substitute for public transportation. (U3415 JFTR Vol. 1 & 2)

        (10).  When the time away from home station exceeds twelve (12) hours, but is less than twenty-four (24) hours, members may request per diem.  Per diem for military crewmembers will be determined by allowing one fourth of the M&IE rate for the location of the TDY for each quarter of the day that the member is in a travel status.  If more than one location is involved, the per diem will be based on the M&IE rate for the location where the majority of the time was spent performing official business. (JFTR, Vol. 1, U4125)

        (11).  Reimbursement for travel to and from home of record (HOR) is not authorized for aircrews reporting to their normal place of work to fly an OSACOM mission.  Travel to and from HOR is only authorized when required, on orders, to report to a location other than the individual’s permanent duty station for temporary duty or to obtain transportation to TDY location. (JFTR U2200 C(1)).  Members performing duty in an AT or ADSW status are allowed mileage to and from their HOR.  This DD Form 1351-2 will be submitted to the state, not OSACOM.

        (12).  A member performing official travel  OCONUS normally travels on the no-fee official (red) passport.  A member traveling on official orders to or from a high threat area or through a high-risk airport by commercial air carrier who is authorized to obtain and use a regular fee passport is authorized reimbursement for the cost of the passport.  Blanket approval and reimbursement for the use of regular fee passports is not authorized.  (U4525 (A) JFTR Vol. 1)

        (13).  Actual Expense Allowance (AEA).

            (a).  The JFTR (Vol. 1) and JTR (Vol. II) provides that soldiers and DOD civilians may be reimbursed as an exception for their actual and necessary expenses for official travel when their necessary expenses are unusually high due to unique or special circumstances and the applicable per diem is insufficient. 

            (b).  The maximum amount of reimbursement for an AEA that may be authorized or approved for each calendar day is 150 percent of the applicable maximum per diem rate CONUS or OCONUS.  The AEA authority will only be used on an individual trip basis and only after appropriate authorization is obtained.
            (c).  AEA must be authorized before travel begins.  Requests will be prepared on letterhead addressed to: OSACOM, ATTN: OSAC-RM (Budget Officer), 6970 Britten Dr., Suite 201, Ft. Belvoir, VA 22060-5133 at least ten (10) working days prior to start of travel.  Request should name individuals traveling, purpose of TDY, and place of lodging and rate, dates, and explanation why per diem is insufficient to meet needs.  If approved, request will be endorsed with appropriate authorization format and returned for submission with travel claims.

2-10.  DD Form 1351-2 (Travel Voucher) Review Checklist.
     a.  Claim is prepared on an original travel voucher with an original signature and date.  If PC generated, submit original and one (1) copy, each with an original signature.

     b.  The administrative data on the voucher agrees with the travel orders.  Submit  one (1) copies of the travel orders (DD Form 1610).

     c.  Original receipt for rental cars, lodging, ATM, etc. plus one (1) copy are attached.  Hotel/motel charge and hotel/motel tax will be listed separately in block 16 “Reimbursable Expenses.”  

     d.  Advance and partial payments are only authorized on a case by case basis and properly indicated in block 10 otherwise “NONE” will be indicated.
     e.  Statement of Non-Availability of quarters or control number is attached, if statement is not stamped on the orders.  Submit two (2) copies of required Statement of Non-Availability.

     f.  Non-Availability of Government mess is assumed for all Detachment 45 unit members.
     g.  The claim is reasonable and consistent with the mission and claims for reimbursement are authorized on the DD Form 1610.

     h.  When Mission scheduling has made advance reservations for a rental car, and the traveler used other than reserved, and the traveler acted in a prudent manner by purchasing gas, or the car refueled by the rental Car Company at a higher cost due mission time constraints.

     i.  Traveler did not use more days than necessary to perform the mission or request reimbursement for additional expenses incurred for personal convenience or pleasure.

    j.  A receipt must support all claims of $75.00 or more.

    k.  When foreign currency is used while traveling on official business, the travelers will report their reimbursable expenditures, by item, in foreign currency converted into U.S. dollars at the rate or rates of exchange at which the foreign currency was obtained.  The rates of conversion and the commission charges must be shown on the voucher.

    l.  When a review identifies an incorrect or questionable voucher, it will not be processed for payment until clarified.  

     m.  The Detachment NCO or authorized Detachment will sign block 21a of the DD Form 1351-2 (Mar 2000) indicating that he/she has reviewed the travel voucher for completeness and authenticates that all claims are valid.

     n.  All claims will be sent to OPLOC-ROME using DA Form 200 to the address below:

	DFAS-RO/FPT

325 Brooks Rd

Rome, NY 13441-4517


NOTE:  Any person who knowingly presents a false, fictitious, or fraudulent claim is liable for a fine of no more than $10,000.00 or imprisonment for not more than five (5) years, or both.

2-11.  Government Issued (VISA) Credit Card.  The Army in coordination with Bank of America has made the Visa charge card available to military members from the USPFO for Nevada.  The card is to be used for official business only and is subject to audit by the USPFO.  The card member is responsible for payment of all charges.  Split disbursement for payment to the traveler will be used for all travel claims submitted until further notice or change of directives. Billing problems and discrepancies are to be handled between the cardholder and Bank of America.  The card is subject to credit bureau action for failure to pay promptly.

2-12.  Purchase of Aircraft Fuel and Other Services.

     a.  Purchase of fuel and other ground services will IAW Table 1, Chapter 4.
     b.  Crewmembers will submit all receipts for fuel and other non-personal services purchased away from the AASF to the detachment operations NCO or Mission Scheduler at the completion of the mission.

     c.  Fuel and other services receipts will be entered into the OSAA Corporate Management System (CMS).  Reconciliation will be prepared monthly.

2-13.  School Applications.  When individuals desire or are required to attend a NVARNG, NGB, or DA school, the  following will be completed:

     a.  Complete NGB Form 64 and forward to the Detachment Training Officer.

     b. The Detachment Training Officer will review the form for completeness and prerequisites to obtain the Detachment Commander’s approval and signature and (SAAO, NV when appropriate).

     c.  The Detachment Training Officer will forward the form to HQSTARC, NV for submission into ATRRS.

     d.  Submission of this form is required at least sixty (60) days prior to the desired school date; however, shortfalls may be handled quicker.

2-14.  OERs/NCOERs.
     a.  The Detachment rating scheme will be posted in the Detachment office and updated as necessary.

     b.  OER support forms are completed and updated prior to the end of the rating period.

     c.  NCOER counseling forms.

        (1).  AGR personnel will be counseled on DA Form 2166-7-1 quarterly by the rater.


        (2).  M-Day personnel will be counseled on DA Form 2166-7-1 semi-annually by the rater.

     d.  HQSTARC, NV maintains all OER/NCOER support forms.  All Detachment personnel will be governed by the suspense dates for the timely completion of all OERs/NCOERs.

2-15.  Promotions.

     a.  DA promotion boards and federal recognition boards apply to all officers assigned to the Detachment.  The Detachment Commander will review recommendations for promotion prior to forwarding the recommendations to HQSTARC, NV.

     b.  NCOs will receive a copy of NGB Form 4100-1-R annually, which will calculate their promotion points.  NCOs will review and sign, verifying the correctness of the accumulated points.  Upon receipt of the NGB form and tabulation, the OML will establish a standing list for NCO promotions by grade and CPMOS.

2-16.  Awards.

     a.  Detachment personnel may submit nominations for awards to the Detachment Commander for endorsement and approval IAW AR 600-8-22.  Award recommendations must be submitted a minimum of forty-five (45) days prior to the desired presentation date to ensure timely receipt.

     b.  The Detachment Commander will review the DA Form 638 for administrative accuracy and forward these nominations to HQSTARC, NV for processing.

     c.  The Detachment Safety NCO will maintain a suspense log to ensure timely processing of awards.

     d.  Safety Awards.  See Safety, Chapter 8, of this SOP.

2-17.  Leave and Passes.

     a.  Leave.

        (1).  The individual soldier will prepare a DA Form 31 IAW AR 600-8-10 and forward it through the chain of command for approval.  The chain of command for leave approval is the Detachment Commander. The Detachment will advise of unit personnel status when requested by the SAAO.

        (2).  Requests for leave must be submitted to the Detachment Commander.

        (3).  There is no requirement to sign in/out on leave.  The individual is responsible for notifying the Commander if there is a change to the leave dates.  DA Form 31 will be processed as submitted.

        (4).  DA Form 31 is processed and tracked by the HRO.

        (5).  Technicians will submit their leave and compensation time sheets to the Facility Commander for processing.

     b.  Passes.  Passes are awarded IAW AR 600-8-10, Chapter 5.

2-18.  Semi-Annual Weigh-In.  

     a.  Unit personnel will be weighed-in semi-annually by detachment personnel.

     b.  AGR personnel will be weighed in conjunction with the semi-annual APFT.

     c.  M-Day personnel will be weighed in conjunction with the annual APFT and again six (6) months later.

     d.  Documentation of the Semi-Annual Weigh-In and the Weight Control Program is the responsibility of Detachment 45 OSA.

2-19.  Suspension of Personnel Actions.  All Suspensions of Personnel Actions for this Detachment will be handled by Detachment 45 OSA IAW AR 600-8-2.

2-20.  Alert Roster.

     a.  The purpose of the Alert Roster is to assist the Commander in immediately notifying unit personnel, on or off duty, in the event of an alert.

     b.  The Detachment will publish and maintain an alert roster and distribute the roster to all Detachment personnel.  It is the responsibility of all individuals to notify the Detachment NCO of any changes to alert roster.  A copy of the alert roster will be maintained in the Detachment office.

2-21.  Files Management.  All official files will be maintained as per current directives and regulations. (MARKS system is obsolete). 
2-22.  Risk Assessment.  The Commander will accomplish a risk assessment prior to any potentially significant training conducted by this unit, i.e. AFPT, weapons qualifications etc.   Items to be considered are temperature, time of day, lighting conditions, duty time, and ergonomics, etc.  The detachment risk management worksheet will be used as a guide to calculate the risk level.

2-23.  Equal Opportunity Policy and Training.  The Commander’s Equal Opportunity Policy, Sexual Harassment Policy and Equal Opportunity Complaint Forms are posted on the unit bulletin board.  Training on these subject areas is conducted annually.
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