
FINANCE BRIEFFINANCE BRIEF

IN PROCESSING TO KOREA



FINANCE BRIEFOFFICE HOURS

Hours of Operation

Monday: 0900-1630

Tuesday:0900-1630

Wednesday: 0900-1630

Thursday: CLOSED ALL DAY DUE TO TRAINING

Friday 0900-1630

Closed Everyday for lunch (1130 – 1300) and All 

Scheduled US&KN Holidays



FINANCE BRIEF

The following will be serviced at the local Finance Office:

✓S1 Personnel w/Authorized Access Memo                                         
✓Soldiers w/No Pay Due
✓OHA & Security Deposit Advances / Returns
✓ In-Processing / Out-Processing
✓Separations
✓Soldiers w/Statement of Charges or Debt Letters
✓Soldiers w/Travel Pay Issues (Smart voucher)



FINANCE BRIEFLAST DUTY STATION ENTITLEMENTS

All entitlements will be stopped, effective on the date of 

departure from last duty station.

• Hostile Fire Pay 

• Save Pay 

• Demolition Pay

• Parachute Duty Pay

• Family Separation Allowance 

• Hazardous Duty/Imminent Danger Pay

• Special Duty Assignment Pay

• Foreign Language Proficiency Pay

• Pay Entitlements terminating from 

PDS 

• FLPB – Will not be stopped if DA 330 and PAR are submitted upon In-Processing

• Exceptions: Flight Pay for Officers & Soldiers with 18Z MOS



FINANCE BRIEFKOREA SPECIFIC ENTITLEMENTS
●OCONUS Cost Of Living Allowance (COLA)

✓ Based on rank, time in service, location, and the daily rate (changes daily).

●Hardship Duty Pay-Location (HDP-L) (ONLY AREA I)

✓$150 for Area I

●Overseas Housing Allowance (OHA)

✓Go to your local Housing Office to start this entitlement for eligible personnel

●Family Separation Allowance (FSA-R) 

✓$250 prorated based on 30-day month. (Not authorized for  Dual Military 
couples both stationed in Korea or Non-custodial parents)

●Meal Deductions
✓ Unaccompanied E-6 and below unless Unit authorizes otherwise.



FINANCE BRIEFFamily Separation (FSA) for Dual Military Couples

• Authorized for the couple who were residing together immediately before 
being separated by reason of military order or have dependents.

• Submit through S1 on the 30th date upon arrival date to start FSA.

• Soldiers must provide proof of enrollment in the MACP(Married Army 
Couples Program)

Acceptable Proof:
✓ Total Army Personnel Database (TAPDB) MACP Printout
✓ Soldier Talent Profile (STP) Printout reflecting MACP enrollment



FINANCE BRIEFMEAL DEDUCTION EXEMPTIONS

The following personnel currently have pre-approved exemption memos
filed in our office:

• CID personnel

• MP personnel

• Joint Security Area (JSA) personnel

• 8th Army Band

• SOC-KOR

• 168th MMB & 549th Hospital Center

Exceptions to stop Meal Deductions & receive FULL COLA for single/unaccompanied E6 and below 
must be approved by the commander(O5) submitted ETP using PAR.



FINANCE BRIEFBASIC HOUSING ALLOWANCE (BAH)

• Your BAH will remain the same as your last Permanent

Duty Station. If you relocated your dependents, you must 

submit a copy of your dependent travel voucher and your 

PCS orders.

• BAH for deferred dependent travel more than 60 days will 

only be paid with an approved Secretarial Waiver.

*IF ORDERS ARE INCORRECT, THEY MUST BE AMENDED!

Printout your assignment instruction from IPPS-A/

Need Amended PCS Orders from MPD 



FINANCE BRIEFBASIC HOUSING ALLOWANCE (BAH)

• Non-Custodial Parents:

- Only authorized BAQ-Diff

• Unaccompanied Dual Military:

- SM receiving with dependent BAH rate is authorized 

BAH

- SM receiving the without dependent BAH rate is not 

authorized BAH

NOTE: Soldiers may be overpaid allowances at the old rate 

due to system cutoff dates and late in-processing. If this 

happens then a debt will be on the Soldiers Leave and 

Earning Statement (LES).



BAH FRAUD

• Soldiers who are listing zip codes with high BAH rates even though their 
dependents are not located there. 

• Hot location - San Francisco, Los Angeles, San Diego, Chicago, New York 
City, etc.

• BAH fraud violates the following UCMJ articles: Article 107, UCMJ (False 
Official Statement) and Article 121, UCMJ (Larceny). This is because signing 
the finance form with a false dependent address is the false statement, and 
the resulting reception of BAH funds from DFAS is larceny. Disposition of 
BAH fraud cases can result in Article 15, separation, GOMOR, or court-
martial. Additionally, the Department of Treasury will then carry out their 
own process to recover the entire amount distributed to the Soldier, not 
just the difference between what they received and what they should have 
received.



FINANCE BRIEFDISLOCATION ALLOWANCE (DLA)
To partially reimburse a member, with or without  dependents, for the 
expenses incurred in relocating the  member's household on a PCS
Authorized:

• SM who relocated dependents. (Must be authorized in PCS orders)

• SM with Command Sponsorship (CSP)

• SM who reside off post

• Married, and brought some of your household to Korea (barracks/SLQ)

Not Authorized:

• Single SM assigned to government quarters

• If this is your first PCS move and you do not have dependents
DLA is reimbursed through the Smart Voucher

Advance DLA must be reported when submitting PCS Voucher



FINANCE BRIEFPET EXPENSES

• To reimburse for the costs related to the relocation of one household 
pet that arises from a PCS.

• Authorized reimbursable expenses:
✓Mandatory Microchipping   √ Quarantine fees √ Boarding fees  √ Hotel service charges √ 

Licensing fee at the new PDS √ Testing titer levels for entry √ Pet shipping fees(Separate
travel)

• Government transportation must be used if available or 
reimbursement for transportation costs is not authorized.

• limited to $2000 per PCS move from CONUS to OCONUS.

• Pet Expenses are reimbursable ONLY when authorized in PCS 
Orders.



TLE VS TLA

• Temporary Lodging Expense 
(TLE)

• Temporary Lodging Allowance 
(TLA)

• Authorized 7 days from CONUS to 
OCONUS

• Reimbursed through SmartVoucher.
• Lodging within 75 miles from 
your losing station.
• May be reimbursed up to a 
maximum of $290 per day (Lodging + 
Per diem).
• Payment shown on AOP(Advise of 
Payment) on MyPay

• For arrival, authorized 10 days but 
can be extended up to 60 days with 
the Housing office approval. 

• Reimbursed through local Military 
Pay Office.

• Memorandum from Housing Office 
authorizing TLA

• Payment shown on LES



FINANCE BRIEFPCS ADVANCE PAY
• To provide funds to a service member to meet extraordinary 

expenses incident to a government-ordered relocation.

• Advance on your base pay(not to exceed 3 months) less monthly 

deductions and taxes.

• Request within 60 days from arrival at PDS or 30 days prior to departure

• Required documents: 

 DD Form 2560, PCS Orders, Absence Request.

For Approval:

✓PFC and below need Commander’s signature (O-3 or above)

✓O-5 and above approval is required for Service members requesting outside of 

normal PCS timeframe / Service members requesting more than 1 month base 

pay / Service Members requesting to repay over 12 months.



FINANCE BRIEF

In Processing Finance



LES REVIEW
Korea ADSN is 
6411.

If you see 9999 
for 3 
consecutive 
month’s you 
need to see 
Military Pay 
Office ASAP!



FINANCE BRIEFRequired Documents to In Process Finance

• Coversheet
• Travel Voucher
• 1 Complete Set of PCS Orders (with amendments if 

applicable)
• Absence Request (Must cover the entire period from the date 

left the old duty station; to the date arrived in Korea)
• 1 Copy of Pin Point Orders(If assigned to Areas 1, 2, and 4)
• Flight Itinerary(ies)
• DD1610 (if applicable)

✓ Documents submitted must be legible



FINANCE BRIEFCoversheet

LAST NAME, FIRST  FULL SSN SGT
xxx.MIL@ARMY.MIL or personal email

Mark one that applies to you. 

mailto:xxx.MIL@MAIL.MIL


FINANCE BRIEFCompleting the DD Form 1561 (FSA) 
BLOCK 1 – 4: Self Explanatory

 NAME
 GRADE: E /O (Not your RANK) 
 DOD ID 
 BRANCH and ORGANIZATION

→ → → →



FINANCE BRIEFCompleting the DD Form 1561 (FSA)

BLOCK 5:

 Mark “X” FSA-R for restricted (unaccompanied) tour.

BLOCK 6:

 Date that you left your dependents for the airport to make your trip 
to Korea. 

BLOCK 7:

 Address where dependents currently reside. Must be a designated 
location as stated in your orders.



FINANCE BRIEFCompleting the DD Form 1561 (FSA) 

BLOCK 8: Mark all 
that applies to you.

BLOCK 9: Sign and 
date.

X X



FINANCE BRIEFCompleting the DD Form 1561 (FSA) 

BLOCK 11&13: Must 
be filled by gaining 
Commander.

BLOCK 15&16: Must 
be signed and date 
by gaining 
Commander .

Submit signed DD 1561 through unit S1 on the 30th day after arrival.

→

→

→ →



Pink Slip



FINANCE BRIEFDocuments for In Processing

The DD 1351-2 you are about to complete is 
only to arrive you in country.

This Travel Voucher will not be submitted to 
DFAS for reimbursement. 



FINANCE BRIEFCompleting the Travel Voucher for In Processing

➢Block 2-4: NAME, GRADE, SSN



FINANCE BRIEFCompleting the Travel Voucher for In Processing

➢Block 5, 6A-D: ADDRESS, TYPE OF PAYMENT

X

X



FINANCE BRIEFCompleting the Travel Voucher for In Processing

➢ Block 6e: The email you check frequently. 

➢ Block 7: Daytime phone number

➢ Block 8: Travel order number is located in the top left-hand corner on PCS Orders.

➢Block 11: Unit of Assignment, refer to your Pinpoint Order



FINANCE BRIEFCompleting the Travel Voucher for In Processing

➢ Block 12: Mark UNACCOMANIED if you didn’t move your dependents or you don’t have 
dependents. 

➢  Block 12: Mark ACCOMPANIED if your dependents moved based on your orders. 

 List all CSP dependents that are here in country with you.

Address of dependents when 
Orders were received



FINANCE BRIEFCompleting the Travel Voucher for In Processing
Your departure date must 
match your Absence 
Request form (Leave Form).

24
BLK 5

Arrival
Date

Arrival
Date

Arrival
Date

The date you arrived in 
country. 

LAST DUTY STATION 

LAST LEAVE LOCATION or TDY or HRAP

VPC LOCATION OR AIT DUTY 

LOCATION (ONLY IF APPLICABLE)

FIRST CONUS/OCONUS AIRPORT

LAST CONUS/OCONUS AIRPORT

KOREA (OSAN / INCHEON)

ASSIGNED DUTY  LOCATION ON 

PCS ORDERS

10 Aug

22 Aug

22 Aug

26 Aug

26 Aug

26 Aug

26 Aug

27 Aug

PA

PA

CA

CP

GP

GB

LV/ TD/AT

AD

AT

AT

AT

MC

15 (c) 
PA: Private Automobile
CA: Commercial Automobile
CP: Commercial Plane
GP: Government Plane
GB: Government Bus

15 (d)
LV: leave
TD: TDY Enroute
AT: Awaiting Transportation
AD: Authorized Delay(over 24 hours)
MC: Mission Complete

DO NOT SKIP LINES 



FINANCE BRIEFCompleting the Travel Voucher for In Processing

➢Block 20 (a&b):

⚫ Sign and date



WELCOME TO KOREA!
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