PERSONNEL SUPPORT ACTIVITY

DETACHMENT

YOKOSUKA, JAPAN

AT/ADT CHECK-IN PACKAGE AND INFORMATION BRIEF

RECEIVING ORDERS: You must comply with your tenant Reserve command upon receiving orders prior your departure for travel. By doing all necessary action or changes in your Reserve Pay Account (i.e., Page 2 for BAH II entitlement, EFT information for your Direct Deposit, Paygrade, W-4 for tax purposes, & etc.).

CHECK-IN:  Upon arrival, you must report to your Sponsor Command/ Training Activity to endorse your Original Order prior the Group Check-In in PSD every Monday at 1000.  Individual check-ins after the given date must make an appointment to Customer Service at 243-8453. The following documents that are required for processing DMO and Travel Settlement:

1.) Copy of Orders (AT/ADT) and Modifications

2.) Travel Claim (See attached DD Form 1351-2)

3.) Flight Itinerary

4.) Certified copy of Page 2 (For Dependency Verification)

5.) Pre-Paid Lodging Receipt(s)

6.) Receipt(s) for any expenses claimed for $75.00 or more

7.) EFT Information Sheet (See attached PSAFE Form 7220/29)

8.) Privacy Act for Email Travel Voucher (See attached local form) 

INFORMATION BRIEF:  Be sure to sign-up for the Narita and Yokota Bus.  The sign-up list is located at the BEQ Front Desk Counter (located in the PSD building, seven days a week).  The bus departs to Narita four times (4X) a day (1000, 1230, 1430, & 1600) and going to Yokota AFB in once every Saturday morning at 0330. For more information call 243-7777 or 243-9571.  

PAYDAY:  PSD are now using the Defense Milpay Office (DMO) for processing your pay and allowances and be paid Electronic Fund Transfer (EFT) directly to your DDS account. Do not expect any more copy of NC Form 2120 for the pay breakdown.  Your travel claim will be processed the last day of your AT/ADT through Integrated Automated Travel System (IATS) and also be paid via EFT.

PSD will report your AT/ADT through the DMO system and be transmitted directly to DFAS-Denver.  Your Pay and Allowances will be paid depends on the cut-off dates by DFAS-Denver, base on your last day of AT/ADT training.  For your travel settlement, if you wanted to have a copy of your travel voucher through E-mail, you must sign our local form that may contain Privacy Act Information.     

SUPPLEMENTAL CLAIMS:   Please submits your supplemental expenses on your return trip, taxi/parking/airport shuttle/tolls to your tenant Reserve Center. If supplemental claim mailed to PSD Yokosuka, your claim will be return and forwarded to your Reserve Center according to your AT/ADT orders for further settlements.

PSD POINT OF CONTACT:

DK2(SW) A C CABERO

DSN: 243-5396  COMML: 011-81-616-043-5396

FAX: 243-7124  COMML: 011-81-616-043-7124

EMAIL:  caberoac@psapac.navy.mil 
PLEASE KEEP THIS INFORMATION SHEET

WELCOME TO THE LAND OF THE RISING SUN, ENJOY YOUR VISIT !!!

