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	For Reservists: 


 FORMCHECKBOX 
  Please read this entire sheet.  Hand this sheet to the clerk checking you in.   It might help. 

 FORMCHECKBOX 
 
IS YOUR DIRECT DEPOSIT INFORMATION CORRECT?   (If the account you were using the last time you were on active duty is not your current account, STOP.   You must complete a new DD Form SF1199A  to change account.  Tell the clerk checking you in.)     The wrong EFT/DD accounts will delay your pay. 
 FORMCHECKBOX 
  You are now on active duty and as such, entitled to all the benefits of any regular active duty member.  You are not entitled to variable housing allowance portion of Basic Allowance for Housing (BAH) unless on active duty for more than 20 weeks.  Usually you will be on ADSW/PCS orders to rate full BAH.  Extensions to current orders (less than 20 wks) must be an additional 20 weeks to be entitled to the housing portion of BAH, and orders will be modified to reflect ADSW/PCS.

 FORMCHECKBOX 
  ADSW orders will settled at the Disbursing Office at the base/station where duty was completed.  IRR/IMA Marines will send a complete copy of their claim to MCRSC (G-1 OPB) to close out their orders file.    Per MARADMIN 229/00.
 FORMCHECKBOX 
  If the command you are attached to sends you TAD during this period of duty, attach to your current travel claim copies of TAD orders and travel claims, especially if your ADSW orders authorize per diem.  While on TAD within these ADSW orders, the active duty command is responsible for reimburse​ment of any per diem/travel to which you are entitled.   DFAS requires proof of payment to ensure double entitlements are not paid.   

	For Operational Sponsors: (active duty unit)


 FORMCHECKBOX 
  Obtain original orders from reservist.   The reservist before you is on active duty for more than 31 days.   This requires the active duty unit to run an INITIAL JOIN entry on the UD.    MCRSC or the SMCR unit will run a TR entry first (TTC 881).   Check MCTFS to ensure the Marine has been transferred to active duty.    After that is verified you will run the join  (TTC 022 007). 
NOTE:  If reservist was transferred to an incorrect MCC/RUC, he still can be joined by the correct gaining command/unit.  Contact MCRSC or the SMCR unit if TR entry has not been initiated.

 FORMCHECKBOX 
  Some RSUs will run the initial join and then transfer TAD Excess to the gaining command.   This by no means eliminates the responsibility of the active duty unit to complete a join audit and run all appropriate UD entries for MCTFS.   This reservist is now a member of your command.    Do not forget Family Separation Allowance (FSA) after 31 days if not on ADSW PCS orders.

 FORMCHECKBOX 
  Per Diem payments, if authorized, are the responsibility of the gaining active duty unit to obtain.    You may want to issue the reservist a government travel card while on active duty and attached to your command.   It may even be convenient.    Just collect the card upon release from active duty and lock down the account.  As per TAN 4/96, travel claims may be submitted every 30 days for partial per diem payments.  Members are not entitled to per diem while in a leave status (JFTR para U4102.B).  Recommend departing endorsement list all leave dates as local finance office does not necessarily check MCTFS for leave ran during current duty.

 FORMCHECKBOX 
  Upon termination of active duty, the reservist will be released IAW the Separations Manual.  A DD214, in most cases, will be required along with separation voucher.   You will handle a reservist just as you would handle a regular Marine being released from his contract.   Don’t forget separation physical and fitness report or PRO/CON markings.

 FORMCHECKBOX 
  LSL:  Reservists earn leave at 2.5 days per month.    Before you release a reservist from active duty, determine if 60 days have already been sold back.  Active duty will not be extended to cover leave days earned.    A reservist must use leave, sell back leave, or lose leave.  A reservist must be at his HOR by 2400 hours on the last day of active duty as stated in their orders.  
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How to make your active duty flow smoothly.
























