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Personnel and Finance  
Easy Reference Guide 

Purpose: 

 The purpose of this easy reference guide is to assist you in preparation for your first duty 

assignment.  By reporting to your duty location with all the necessary documents and 

basic understanding of personnel and finance, you will be able to better direct your efforts 

to your training. 

  This guide is not a “Catch-all”, nor is it doctrine.   

  It is our hopes that you report to your first assignment after training with the tools 

necessary to guide your Soldiers. 

 Getting Started 

 We begin our easy reference with the basic steps to complete prior to your departure.  

Completing your DEERS enrollment and gathering the necessary information needed to 

complete your basic records.  

  We then touch on your benefits to include life insurance, family life insurance, 

entitlements in the event of your death.  This overview will deem invaluable in your 

financial planning efforts for the future.   

  Finance to include base pay, allowances and entitlements are listed in this easy reference 

as well. 



Personnel and Finance  
Useful Websites 

Army Regulations/Forms      

www.usapa.army.mil 

  

I. D. Cards  

http://www.dmdc.osd.mil/rsl/owa/home 

  

Life Insurance 

www.va.gov 

  

Finance 

myPay 

https://mypay.dfas.mil 

  

Defense Finance & Accounting System 

http://www.dod.mil/dfas/ 

  

Pay Tables and Calculators 

http://www.defenselink.mil/militarypay/index.htm 

  

  

 

Joint Federal Travel Regulation 

https://secureapp2.hqda.pentagon.mil/perdiem/ 

 

Health Insurance 

   

TRICARE Medical Benefits 

www.tricare.osd.mil 

  

TRICARE Dental Program for Family Members 

www.unitedconcordia.com 

  

Personnel Matters 

  

Human Resources Command 

https://www.hrc.army.mil/indexflash.asp 

  

Army Knowledge Online 

https://www.us.army.mil 



ID Cards/DEERS 
Identification Cards for Members of the Uniformed Services, 

 Their Eligible Family Members and other Eligible Personnel 

AR 600-8-14 

Dated 20 December 2002 

  

Commonly referred to as I. D. Cards or DEERS, this is the regulation in which you and your family members become eligible to receive benefits and I. D. Cards. 

  

The DD Form 1172 is the source document for this program. 

  

What are the benefits of this enrollment? 

Aside from being mandatory, this enrollment feeds the systems that provide you with your health, medical, dental, life insurance, Morale, Welfare and Recreation, 

PX, Commissary and finance and personnel benefits.  Keeping this information up to date is imperative to continuity of services. 

  

What do I need to do? 

  

1. Your service branch initially inputs your eligibility.  This information only includes you.. 

2. Contact an I. D. Card facility to make an appointment. (visit website for locations) 

3. Bring with you photo identification in the form of a valid driver’s license, valid foreign or US issued passport, your birth certificate, social security card, marriage 

license and those documents of any dependants.  All documents must be originals.  There are no exceptions to this policy!  The new I. D. Card system will not allow 

for a CAC to be made! 

4. You will be required to obtain a Common Access Card. (Military I. D. Card).  You will need your AKO email address to obtain this card.  This will require you to 

input a six to eight digit pin number in which you are expected to easily remember. 

5. Your family members (spouse and children) will receive a DoD Dependant I. D. Card as well.  All adult Family Members must present a valid photo identification 

as well as children over 18. 

6. As you have changes in your address, marital status etc, you must go to an I. D. card facility to make those changes. 

PICATINNY ARSENAL ID CARD SECTION:  973-724-3145 

By appointment only, M-F 0830-1615 

  

 



ID Cards/DEERS  cont. 



DD93/Emergency Data dtd Jan 2008 
 Purpose 

  

This document is used to contact your spouse, children and next of kin in the event  of injury, illness or death and is used to designate 

beneficiaries of certain benefits if you die.  It is your responsibility to keep this document up to date.  It expresses your desires as to the 

beneficiaries to receive certain death payments and to show changes in your family status.   

  

You will fill this form out at every new duty station and certify annually.  This is a legally binding document.  You will need the names, 

addresses, date of birth and telephone numbers of those you list on this form.  (Spouse, children, father, mother, brothers and sisters if you 

designate). 

  

Designated person 9a: This Person should be someone other than the Primary Notification Beneficiary.  It is for notification only.  Can be 

a Sibling, Friend,  or other entity.  Not a beneficiary. 

  

Death Gratuity: (Item 11a) 

  

Soldiers may designate up to 10 beneficiaries to receive the $100,000 death gratuity (DG) entitlement.  This designation may be someone 

not listed under Title 10, Section 1477 (A).  Soldiers may elect to designate in ten percent increments, up to the maximum of 50 percent.  

The undesignated portion of the DG will be paid to the Soldier’s living survivors in the order of precedence established in Title 10, section 

1477.  If no beneficiary is designated, the full DG will be paid in accordance with Title 10, Section 1477.  If someone other than the spouse 

is designated, a notification must go out to the spouse to let them know that someone other than them will receive the gratuity.  

  

Person Authorized To Direct Dispostion (PADD): Listed in Item 13.  Person Authorized Direct Disposition.  List name, address, 

relationship and telephone numbers. 

The PADD is a person designated by you to have full legal authority to direct the disposition of your remains upon death.  This person will 

make all the decisions regarding your funeral, how your body is serviced and where you are buried.  

**Please ensure that  

 *you have made all your wishes clear to this person you designate. 

 *they are prepared to carry out your wishes. 

 *you tell your spouse if you have designated someone else. 
  



DD93/Emergency Data dtd Jan 2008  cont. 



DD93/Emergency Data dtd Jan 2008  cont. 



Servicemember Group Life Insurance/SGLV 8286 
Servicemembers Group Life Insurance 

-Coverage:  Active Duty—24 hours a day, Reserve Component, must be assigned to a unit which you are scheduled 
to perform at least 12 periods of inactive duty that is creditable for retirement purposes — then you are covered 24 
hours a day! 

-Costs:  6.5 cents per thousand effective 1 July 2008. 

Until then, 7 cents per thousand. 

-You may name anyone without his/her consent. 

-If you elect anyone other than your legal spouse,  notice will be sent to your spouse. 

-Do not delay if you do not have a social security number.  Name and current address is sufficient. 

  

Some facts 

-SGLI claims are paid regardless of body armor or helmet type. 

-Wearing body army or a helmet is not a requirement for an SGLI claim to be paid. 

-SGLI claims are paid regardless of whether the member was or was not wearing a seatbelt 

-If you are not wearing a motorcycle helmet, your SGLI proceeds are still paid to your beneficiary. 

-SGLI is payable if you die in a terrorist attack 

-There are no war or terrorism exclusions that prevent payment of SGLI 

-SGLI claims are paid regardless of the location of the death 

  

How can SGLI be forfeited? 

Only when the insured member is found guilty of mutiny, treason, spying or desertion or refuses, because of 
conscientious objections, to perform service in the Armed Forces of the United States, or refuses to wear the uniform 
of such force. 

  

No insurance shall be payable for death inflicted as a lawful punishment for crime or for military or naval offense 
except when inflicted by an enemy of the United States. 
  



Servicemember Group Life Insurance/SGLV 8286  cont… 



Servicemember Group Life Insurance/SGLV 8286  cont… 



The leave and pass program is designed to allow Soldiers to use their authorized leave to 

the maximum extent possible. 

  

Commanders will establish an annual leave program to manage leave to provide you to 

take leave, not lose leave and always keeping operational requirements in mind. 

  

Soldiers on Active Duty earn 30 days of leave a year with pay and allowances at the rate 

of 2 1/2 days per month.   

  

Chargeable leave:  Leaves days in which you are charged against your 30 days per year.  

Those absences may include:  vacation, emergency leave, reenlistment leave, transition 

leave, R & R. 

  

Nonchargeable Leave:  Leave days in which you are not charged against your 30 days 

per year.  These absences may include:  Convalescent Leave (Sick leave), Sick-in-

Quarters, Holiday Leave, passes, PTDY, proceed time, POV travel, Special R & R 

programs. 

  

Steps to submit DA Fm 31:   

1. Complete boxes 2 thru 11 

2. Refer to regulation for type of leave 

3. Read instruction on reverse side 

4. Provide your latest LES with annotated corrections to leave balance 

5. Obtain your supervisor’s recommendation (Block 12) 

6. Forward to unit Commander 

7. Upon approval, a leave control number will be issued in block 1.  Carry this with you 

at all times. 

8. Upon arrival at first duty station, you will use the leave slip issued from your training 

station to sign in at your next location.  The date you sign in from leave often determines 

such benefits at BAH, COLA, etc. 

  

 

Leaves and Passes, AR 600-8-10, dtd 15 Feb 2006 



Purpose: 

 The Personnel Action document is used for a variety of reasons.  

When in doubt, submit a DA Fm 4187 to request a personnel 

change/action. 

  

It is the Soldier responsibility to request the initial action.  This 

process can be expedited by researching the action in Army 

Regulation, providing a regulation, chapter and paragraph is 

possible. 

  

Most regulations will tell you the steps to complete the actions. 

  

Some common uses are listed, if you find that your action is not 

listed, you can type it in the other box. 

  

Most actions require the Soldiers signature. 

  

Place any supporting facts in the remarks block.  Numbering as you 

go. 

  

Have your Command authority signature block typed in.  This will 

expedite the process. 

  

Common Uses: 

Duty Status Change 

Request for additional schooling, special training 

Reclassification 

Exceptional Family Members 

Separate Rations 

Change of Name (in the event of marriage divorce) 

Request for Permanent Change of Station 

Request for correction to military records 

Request for Cost of Living Allowance 

Request Hazardous Duty Pay/Imminent Danger Pay 

Request a no cost move 

Personnel Action/ DA 4187 



How to read your LES? 



How to read your LES?   cont… 



U. S. Army Pay Chart 



U. S. Army Pay Chart:  Allowances 



U. S. Army Pay Chart:  Incentives and Special Pays 



U. S. Army Pay Chart:  Incentives and Special Pays 

Base Pay 

This monthly pay is taxable. 

Basic pay is received by all and is the main component of an individual's 

salary. 

  

Basic Allowance for Subsistance 

This monthly allowance is tax exempt. 

This monthly allowance is tax exempt.  An Officer receives $187.49 and 

Enlisted receive $272.26.  This amount is only paid when Rations in Kind 

are not available. 

  

BAS is meant to offset costs for a member's meals. This allowance is based 

in the historic origins of the military in which the military provided room 

and board (or rations) as part of a member's pay. This allowance is not 

intended to offset the costs of meals for family members. 

  

Beginning on January 1 2002, all enlisted members get full BAS, but pay 

for their meals (including those provided by the government). This is the 

culmination of the BAS Reform transition period. 

 

Incentives and Special Pays 

There are several incentives pay categories.  They are listed on the opposite 

page.  There are restrictions in which you can receive this pay.   

  

  

  
 

Basic Allowance for Housing 

This monthly allowance is tax exempt.   

BAH is an allowance to offset the cost of housing when you do not receive 

government-provided housing. Your BAH depends upon your location, pay 

grade and whether you have dependents. BAH rates are set by surveying 

the cost of rental properties in each geographic location. The rates are 

established such that members in each pay grade, independent of location, 

pay approximately the same out-of-pocket costs. Therefore, BAH rates in 

high-cost areas will be much greater than those in low-cost areas. BAH 

rates are published on the Per Diem Committee web page 

  

For specific requirements and amounts on this pay, visit: 

  

http://www.dtic.mil/comptroller/fmr/07a/index.html 

  

Cost of Living Allowance 

Not all areas receive COLA. 

Compensates for a portion of excess costs for non-housing expenses 

incurred in areas that exceed costs in an average U.S. military location by 

more than 8%. Housing and housing-related costs are covered under the 

basic allowance for housing (BAH) and excluded from CONUS COLA. 

Members must absorb the first 8% of expenses above the national average 

 Family Separation Pay 

This entitlement is taxable income.  Current payment per month is $225 per 

month.  You must be on orders for over 30 days and at a different duty 

location than your family. 



Travel Voucher 



Temporary Lodging Expenses 



PCS Travel Advance Pay Request 



Pay Inquiry 



Officer Evaluation Report 



Officer Evaluation Report    cont….. 

 The Department of the Army has mandated all of its service members to 

have access to AKO.  One of the reasons of having an AKO account 

nowadays is to start and complete the Evaluation Process. 

 

 Once an Officer logs into his/her AKO, s/he goes to FORMS tab and search 

for OER or DA Form 67-9.  A “Wizard” comes up to assist an Officer in 

filling out the form.   

 

 NOTE:  it is recommended for the officer to initiate the form and route it to his/her 

raters.  This way, s/he is able to track on his/her own evaluation.  However, the unit’s 

Unit Administrator or Personnel Senior NCO can initiate the process. 

 

 Once the administrative portion has been completed, Save the form in your 

Inbox.  Once it is saved, the individual will be able to select and route the 

Form to his/her rater. 



Officer Record Brief (ORB) 



Officer Record Brief (ORB)    cont…. 

ORB (ERB for Enlisted) lists the history of a Soldier.  That is why it is important for Soldiers to ensure that 

their ORB/ERBs are up-to-date. 

 

Section I:  annotates Soldier’s assignment information to include deployment, overseas and combat duty assignments 

 

Section II:  Security Data—the type of security clearance that a Soldier holds 

 

Section III:  Soldier’s Service Data indicating his/her rank, dates of his/her promotions, his/her entry date in service 

and when s/he ETS 

 

Section IV:  Shows the Soldier’s Personal/Family Date to include a brief annotation of his/her Medical Status 

 

Section V:  Annotates that languages the Soldier is fluent.  (Soldier must pass DLPT with a score of 2 or above in order 

to have this annotated on his/her record.) 

 

Section VI:  Military Education 

 

Section VII:  Civilian Education 

 

Section VIII:  Awards and Decorations received 

 

Section IX:    Detailed assignment information 

 

Section X:  Remarks—anything that may pertain to the Soldier’s career 



Questions??? 

DHR, Garrison 

BLDG 34N, Picatinny Arsenal, NJ 

 

HR Technicians: 

Ira Sullivan @ (973)724-7245 

John Buan @ (973)724-5830  


