        LACKLAND FINANCE DEPLOYMENT PAY PACKAGE 
(Please pass to all military members, assigned to AEF deployment 'buckets')
 
MILITARY DEPLOYMENT PAY. Members, who receive orders to deploy to overseas contingency areas may receive the following additional military pay entitlements, based on the location of deployment: Imminent Danger Pay (IDP), ($225 per month); Family Separation Allowance (FSA), ($250.00 per month, after 31 days separation); Civilian Clothing Allowance (one time payment of $548.02 to authorized enlisted members only); Hardship Duty Pay (HDP) ($50-$150.00 per month, as authorized); and Combat Zone Tax Exemption (CZTE), as authorized. Officers receive CZTE, not to exceed the base pay for the highest enlisted pay grade (CMSAF base pay plus IDP: $5957.70). Most contingency areas have check cashing functions, but no ATMs; so take your checkbook and/or a cash advance on your government travel card, before you depart Lackland. Upon return from deployment, file travel vouchers within five workdays; this will allow Finance to stop overseas deployment entitlements and ensure members are not overpaid. 
 
Members Preparing for Deployment 
Unit deployment managers (UDMs) should establish procedures to ensure that Air Force members have a current PIN (Personal Identification Number) for "myPay" prior to processing through the Personnel Deployment Function (PDF). 
 
Also, suggest the Commander's Support Staff (CSS) in each squadron establish procedures to ensure that members departing for a TDY in excess of 30 days have a current PIN for "myPay" prior to departure. MPFs supporting units without a CSS should establish similar procedures...
ACCESS YOUR PAY ACCOUNT ON-LINE. "myPay" allows military members to print W-2, tax statements and LES pay statements about 7 days before military paydays. Military members may also enroll in the Thrift Savings Plan (TSP) on-line, during open seasons -- 15 April to 30 June and 15 October to 31 December of each year. "myPay" also allows customers to buy US Savings Bonds, change direct deposit accounts, and W-4 tax exemptions, via the internet--24 hours a day/7 days a week. For more information, visit https://emss.dfas.mil/mypay.asp 
Deploying members should take their latest LES pay statements, sufficient personal checks, and government travel card (GTC), if issued.  Finance check cashing functions are available at major deployment locations. The GTC must be used to pay billeting/lodging, rental cars, and airfare.   Cash advances may be obtained at all DoD installations. 
MANDATORY GTC SPLIT-DISBURSEMENT POLICY. Public Law 107-314 requires use of government travel cards (GTC) for lodging, airfare, and rental cars, by military members, who have been issued a GTC. The Law also requires payment of lodging, airfare, and rental car charges directly to the Bank of America, for military members who have been issued a GTC. Public Law 107-314 further requires supervisors 'to review and sign all travel claims'. GTC 'Declination Statements' will no longer be accepted. Suggest members with GTC, call the Bank of America @ 1-800-472-1424 (this telephone number is on the back of the GTC card) and request their outstanding balance and write this amount in block # 1 of DD Form 1351-2, Travel Voucher. Unit Agency Program Coordinators may also assist members with attaining their outstanding balance. Travel vouchers may be obtained from the pubs web page: http://www.e-publishing.af.mil/  Questions may be addressed to Customer Service at 3-2807
CIVILIAN CLOTHING ALLOWANCE. For commander directed purchase of civilian clothing for TDY deployment of 30 days or more, members receive $548.02--15 to 29 days, members receive $274.01.  This entitlement is normally authorized in the members' TDY deployment orders. (Officers must be permanently assigned overseas in order to receive this allowance).  Reference AFI 36-3014, Clothing Allowances for Air Force Personnel http://www.e-publishing.af.mil/
STORAGE OF PRIVATE VEHICLES. Members (TDY over 30 days) may contact TMO to arrange for storage of private vehicles. Signed agreements between members, friends, family, or private citizens are not sufficient to authorize reimbursement of vehicle storage costs. Lackland currently has a designated contractor storage facility, for vehicles, of members TDY for 90 days or more. 
TRAVEL SETTLEMENT VOUCHER SUBMISSION.  Upon return from TDY, travelers may submit TDY settlement vouchers to Finance (Bldg 5616 Room 223); or use the Finance "Drop Box" located in front of building 5616 on the "Circle Driveway"; or send them through BITS to 37CPTS/FMFCS. 
Include original and three copies of completed travel voucher (front and back) and TDY orders (front and back), along with original and one copy of receipts. Write your email address in the designated "block 6e" of the travel voucher, so that we can ensure your paid voucher copy is sent to you via email. 
Make necessary copies on unit copy machines, before submitting to Finance. You may obtain all applicable Travel Vouchers, DD Form 1351-2 and Travel Voucher Continuation Sheets, DD Form 1351-2C, from the DoD Publications Internet site, using the following Internet link: http://web1.whs.osd.mil/icdhome/DD1000-.htm   Print copies prior to departure and use the travel voucher to track itinerary and expenses during the TDY. 
REIMBURSABLE TDY TRAVEL EXPENSES. When submitting TDY travel vouchers, claim conference fees, lodging costs, taxes on lodging, CTO airfare and service fees (charged to GTC), and rental car amounts in the "Reimbursable Expenses" column. Attach original and one copy of receipts for these items. Military members and "disabled" civilian employees may claim personal baggage handling tips at the airport. All personnel may claim taxi fares (no receipt required if under $75); ATM fees ($2.00 or 3% of ATM withdrawal-whichever is greatest), and baggage handling for "government property". 
RATES AND ALLOWANCES. The Air Force has a one-stop Internet site with the rates for travel per diem; housing allowances (stateside and overseas); and cost of living allowances for high cost areas (stateside and overseas). You may inquire about your current or future duty station using the following link: http://www.dtic.mil/perdiem/rateinfo.html 
Deployed members may fax travel accrual worksheets and TDY orders to Finance @ (DSN) 473-1932 or Com'l (210) 671-1932.  Do not fax receipts.  File receipts with final travel settlement voucher upon return.  Members, who incur expenses enroute to their TDY location, may fax travel accrual request upon arrival.
Great news on a new automated process for requesting travel accrual payments. Air Force partnered with DFAS to add a new feature to the Virtual MPF (vMPF). TDY/deployed members can now log into the vMPF and request accrual payments via the Internet. Requests will be forwarded automatically to the member's home station finance office for processing.  This is a great initiative.  Simple and easy to use, no faxes/receipts,secure, and available virtually 24/7!  
 
                   
 THE TRAVEL ACCRUAL PAYMENT WORKSHEET ON THE VIRTUAL MPF IS THE PREFERRED METHOD FOR MEMBERS TO REQUEST PAYMENT.  HOWEVER, THIS DOES NOT PRECLUDE FSOS FROM ACCEPTING TRAVEL ACCRUAL PAYMENT REQUESTS BY FAX OR ESTABLISHING A PAYMENT SCHEDULE BEFORE A TRAVELER DEPARTS TDY.  BECAUSE SOME TRAVLERS MAY NOT BE ABLE TO ACCESS THE WEB, FSOS MUST STILL ACCEPT FAX REQUESTS.  FURTHERMORE, DUE TO LIMITED FAX CAPABILITY AT SOME DEPLOYED LOCATIONS, FSOS MUST ALSO CONTINUE TO ALLOW DEPLOYED MEMBERS TO EMAIL THEIR ACCRUAL REQUEST.  
TO GET ACCESS TO THE VIRTUAL MPF, A USER ID AND PASSWORD MUST BE ESTABLISHED ON THE AFPC SECURE WEBSITE.   THE PROCEDURES TO CREATE A USER ID AND PASSWORD ARE AS FOLLOWS:
 STEP 1: CLICK ON HTTP://WWW.AFPC.RANDOLPH.AF.MIL/KM/vMPF_PORTAL/vMPF_PORTAL.HTM  (THIS WILL TAKE YOU TO THE VMPF LOGON PAGE.)
STEP 2:  CLICK ON  "CLICK HERE FOR THE VMPF" 
STEP 3:  CLICK ON "PLEASE CLICK ON THE APPROPRIATE BUTTON TO CREATE AN ACCOUNT." 
STEP 4:  CLICK THE "MILITARY' BUTTON, THIS WILL BRING UP THE "VERIFICATION" PAGE.  ON THIS PAGE ENTER 1) SSAN, 2) MAJOR COMMAND (MAJCOM), 3) DATE OF BIRTH, 4) PAY DATE, AND 5) DATE OF RANK.  
STEP 5:  CLICK ON SUBMIT, THIS WILL OPEN THE "USER ID AND PASSWORD CREATION" PAGE.
STEP 6:  FOLLOW THE INSTRUCTIONS ON THIS PAGE TO CREATE A USER ID AND PASSWORD. 
ADDITIONALLY, IN ORDER FOR AFPC SECURE SITES AND THE V-MPF TO WORK PROPERLY, THE COMPUTER MUST HAVE JAVA, HTTP 1.1 AND COOKIES??? ???? TO ENABLE THE BROWSER'S SETUP OPTIONS.  FOR HELP, GO TO HTTP://WWW.AFPC.RANDOLPH.AF.MIL/KM/vMPF_TUTORIAL/vMPF/BROWSER_CONFIG/INTROBROWSCONFIG.HTM.  FOR PROBLEMS WITH CREATING A USER ID AND PASSWORD, WITH PKI CERTIFICATE, OR ACCESSING THE AFPC SECURE PAGE, CONTACT THE AFPC TECHNICAL ASSISTANCE CENTER (TAC), DSN 665-3995, COMM (210) 565-3995, OR TOLL-FREE 1-800-638-3487.
THE PROCEDURES TO FILE TDY ACCRUAL VIA THE V-MPF ARE AS FOLLOWS: 
STEP 1: LOG ONTO APFC SECURE 
STEP 2: CLICK THE "VMPF" LINK (ON THE BOTTOM RIGHT CORNER OF THE VMPF HUB IS A LINK TITLED "HELPFUL LINKS") 
STEP 3: LOCATE AND CLICK "ACCRUAL TRAVEL VOUCHER" (THE MEMBER IS IN THE ACCRUAL TRAVEL VOUCHER APPLICATION.  THE FIRST PAGE DISPLAYED IS THE "INTRODUCTION" PAGE.)
STEP 4: CLICK THE "FILL OUT REQUEST" LINK (APPLICATION HAS 11 POSSIBLE BLOCKS OF INFORMATION TO BE COMPLETED BY THE MEMBER REQUESTING THE PAYMENT)
        BLOCK 1: "NAME" (THIS INFORMATION WILL AUTOMATICALLY POPULATE) 
        BLOCK 2: "GRADE" (THIS INFORMATION WILL AUTOMATICALLY POPULATE) 
        BLOCK 3: "SSAN" THIS INFORMATION WILL AUTOMATICALLY POPULATE AND                WILL DISPLAY ONLY THE LAST 4 DIGITS ON THE SCREEN, HOWEVER, WHEN THE            MEMBER ASKS FOR A "PRINTER FRIENDLY VERSION" THE WHOLE SSAN WILL                APPEAR)
        BLOCK 4: "DUTY PHONE" (MUST BE COMPLETED WITH DSN OR A COMMERCIAL               NUMBER FOR THE DEPLOYMENT SITE WHEN POSSIBLE)
        BLOCK 5: "ORGANIZATION AND STATION" (HOME STATION WHERE THE MEMBER              WILL FILE THEIR FINAL SETTLEMENT TRAVEL VOUCHER)
        BLOCK 6: "TRAVEL ORDER" (ORDER NUMBER FROM THE MEMBERS TDY ORDERS) 
        BLOCK 7: "EMAIL" (THIS IS THE EMAIL ADDRESS WHERE THE MEMBER CAN BE 
        REACHED FOR ADDITIONAL INFORMATION, IF NEEDED) 
        BLOCK 8: "ITINERARY" (MEMBER WOULD INPUT THEIR DEPARTURE AND                    ARRIVAL DATE AND LOCATION AND THE LODGING COST, IF APPLICABLE)
        BLOCK 9: "REIMBURSABLE EXPENSES" (E.G. TAXI COSTS, EXCESS BAGGAGE, ETC.) 
        BLOCK 10: "PAYMENT OPTION" (SPLIT DISBURSEMENT OR PORTION SPECIFY               AMOUNT) 
        BLOCK 11: "REMARKS" (MEMBER HAS THE OPTION TO PROVIDE ANY ADDITIONAL            COMMENTS THEY FEEL ARE NECESSARY)
STEP 5: CLICK "CONTINUE" (THIS TAKES THE MEMBER TO THE VERIFICATION PAGE.  THE INFORMATION IS DISPLAYED EXACTLY HOW THE FSO WILL RECEIVE THE DATA.  THIS IS THE MEMBER'S LAST CHANCE TO GO BACK AND MAKE CHANGES PRIOR TO SUBMISSION OF THE FORM.  THE MEMBER CAN GO BACK BY CLICKING "GO BACK" LINK.)
STEP 6: CLICK "SUBMIT" LINK (DISPLAYS THE MEMBER DATA EXACTLY HOW THE FSO WILL RECEIVE THE DATA) 
STEP 7: PRINT CONFIRMATION PAGE FOR PERSONAL RECORDS. 
ONCE THE MEMBER SUBMITS, THE REQUEST WILL BE SENT VIA EMAIL TO THE HOME-STATION FSO OFFICE EMAIL ACCOUNT.  REMEMBER, RECEIPTS ARE NOT, REPEAT, ARE NOT REQUIRED TO MAKE AN ACCRUAL PAYMENT, EITHER BY WAY OF THE V-MPF, E-MAIL, OR FAX.  ALL RECEIPTS WILL BE FILED WITH THE FINAL SETTLEMENT VOUCHER UPON COMPLETION OF THE TDY OR DEPLOYMENT.  
