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Phone: 02 717-9746/9732


DSN: 368-9746/9732





FAX: 02 717-9700


DSN: 368-9700





BENELUX Finance Office


Attn:_________________


Unit 8100 Box 11


APO AE 09714





� EMBED PBrush  ���





DTS will be available soon for all normal TDY travel, which means that all orders and vouchers will be processed electronically by you.  Other travel such as PCS or Local National will still be done manually through the finance office.


http://www.defensetravel.osd.mil


Travel Section can be reached at:


DSN: 368-9746.


Commercial: 02-717-9746








Quick reference guide to Finance services provided to the BENELUX Community.
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Travel Section Mon, Tues, Wed, Fri 0900-1600. Closed on all U.S. and SHAPE holidays.





Travel Tips


1-Make sure voucher is signed by you and reviewer


2-Make sure all receipts are attached.


3-If you drove your POV and claiming mileage please check block 16


4-If you purchased your own ticket; make sure your orders authorize it by stating purchased by using IBA.


5-If you have changed your bank information please update My-Pay and also give us the information to ensure you are paid correctly.


6-If this is your first claim; please provide us with your banking information to include routing and account numbers.  You need to make sure you specify if it is checking or savings.


7-If you have special per diem authorized, please make sure to attach the letter to your travel voucher.


8-We need 5 identical sets for your claim to be processed.  If you do not submit 5 your voucher will be returned.


9-Your form for a claim is DD Form 1351-2








Information Packet





BENELUX 


Finance Office





Military Pay Daily Hours 09:00-17:00, Mon, Tue, Wed, & Fri. Closed on all U.S. and SHAPE holidays.


CLOSED ON THURSDAY for Sergeants Time Training.  


COLA-Cost of Living Allowance is a supplement designed to equalize purchasing power between members overseas and their CONUS-based counterparts.  Every service member is entitled to COLA.  Several factors determine the rate, rank, years of service, euro exchange rate and # of dependents living overseas.  A single service member also gets it.  The rate can be found at this website:


� HYPERLINK "https://secureapp2.hqda.pentagon.mil/perdiem/" �https://secureapp2.hqda.pentagon.mil/perdiem/�


Remember that whenever the status of your dependents change you must submit a DA 4187 to the Mil Pay Office.


BAH/OHA-Overseas Housing Allowance is paid to service members who live in private housing at their overseas duty station with a valid lease.  It helps offset your rent, utilities and move in expenses.  Service member rent cap can be found at this website


� HYPERLINK "https://secureapp2.hqda.pentagon.mil/perdiem/" ��https://secureapp2.hqda.pentagon.mil/perdiem/�


LES will only come from your  MYPAY account as of 1 February 2006.  If you do not have a MYPAY account you need to go on the website and create one. Allotments, Direct deposits and changes to taxes can be performed using MYPAY. 


 W-2 forms will also be retrieved from MYPAY, if errors are noted please contact the finance office customer service office for assistance.


� HYPERLINK "https://mypay.dfas.mil/mypay.asp" �https://mypay.dfas.mil/mypay.asp�


MIHA-


(Move in Housing Allowance)- This is a housing allowance that comes to members moving into their first quarters on the economy, this does not include government quarters.  


TLA-Temporary Lodging Allowance is provided to cover lodging expenses for military members and their families until permanent housing is available. The max amount of time that you can draw TLA is 60 days.





Thrift Savings Plan (TSP) Open season has been eliminated.  Therefore, you may make an election to start, stop or change the amount of your contribution at any time.  TSP contribution limit for members of the uniformed services for 2006:  100% (up to the IRS limit of $15,000, $44,000 for tax exempt contributions).  Sign up for TSP now!  See � HYPERLINK "http://www.tsp.gov/" �www.tsp.gov�  for more information.


Military Pay can be reached at:


DSN: 368-9746 


Commercial: 02-717-9746/9732








Disbursing Mon, Tue, Wed, & Fri. 09:00-16:00.  Thursday 0900-1430  . Closed on all U.S. and SHAPE holidays.


Check Cashing Service offered:


Personal Checks


Money Orders


Treasury Checks


Cashier Checks


Travelers Checks


Two Party Checks





ATTENTION!!  Spouses or children can’t cash 2 party checks, the check has to be made out and cashed by the sponsor.  Spouses can’t cash checks on their own account, only on a joint account with the sponsor.


EXCEPTION If you have a Special Power of Attorney on file you can cash a 2 party check and conduct other business for the sponsor.


POA is a legal binding document that allows you to authorize another person to conduct certain business on your behalf.  There are 2 types of POA:


-General POA- gives the other person very broad powers to act on certain matters.


-Special POA- Limits the other person authority to act only on certain matters.  Special POA must specifically state the desired finance/travel action.


-Your local legal assistance office can advise you in developing your own Special Power of Attorney.


Currency conversion and re-conversion available by the rate of the day.


Website for further information: � HYPERLINK "https://www.266fc.hqusareur.army.mil/BFO/index.htm" �https://www.266fc.hqusareur.army.mil/BFO/index.htm�


SHAPE disbursing can be reached at DSN: 368-9746 or Commercial 02-717-9746/9732
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