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BAS II 

Overview 

 
Introduction This guide provides the SPO with a checklist and procedures for 

processing BAS II in Direct Access (DA). 

 
References (a) Coast Guard Pay Manual, COMDTINST M7220.29 (series) 

(b) Coast Guard Reserve Policy Manual, COMDTINST M1001.28 
(series) 

(c) CG Standard Meal Rate (CGSMR) / Refund for Missed Meals 
(RMM) – DA Knowledge Base (CGPortal) 

 
BAS II Per reference (a), BAS II is to provide a special rate of subsistence 

allowance for eligible enlisted personnel permanently assigned to 
Government-owned single-type unaccompanied personnel housing 
(UPH) without adequate food storage or food preparation facilities, and 
where an Appropriated Fund Dining Facility (AFDF) is not available, the 
member is not entitled to a meal per diem, and the Coast Guard cannot 
otherwise make Government furnished meals available. 
 
BAS-II rate is NOT authorized when the member is: 
 In a travel status En route to their initial PDS 
 In transit between PDS or TDY locations 
 Assigned TDY 
 Hospitalized 
 On Leave (any type) 
 On Permissive Duty or Compensatory Absence  
 If CGSMR/DMR is currently running and being deducted (open-ended 

EABP row) 
 In receipt of RMM (Refund for Missed Meals) 

 
Auditing 
Standards 

Chapter 11.A of the 3PM implemented a standard business process for 
submitting and validating pay transactions entered by Servicing 
Personnel Offices (SPOs).  See the following user guides for navigating, 
identifying, and researching pay transactions: 
 Pay Calculation Results 
 One Time Positive Input (OTPI) 
 Element Assignment by Payee (EABP) 
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Overview, Continued 

 
IMPORTANT:  
BAS II and 
CGSMR/DMR 
Rows 

When a SPO stops the DMR row for an authorized BAS II period, DA 
automatically pays ENL BAS for the authorized period, leaving the SPO 
responsible for initiating a pay action request for BAS II for the 
authorized period. 
 
For example:  The authorized BAS II period is from 08/07/20 – 08/20/20 
(14 days). 
 
1) The SPO stops the DMR/CGSMR row with an end date of 08/06/20 

and restarts the row on 08/21/20. 
 
2) When the DMR/CGSMR row stops, DA automatically pays the 

member ENL BAS for the entitlement period.  In this case, the 
amount of $173.93 (2020 ENL BAS rate of $372.71/30 days*14 days 
= $173.93) 

 
3) The SPO will need to process a pay action request to pay BAS II for 

the entitlement period:  $173.93 (2020 ENL BAS rate of $372.71/30 
days*14 days = $173.93).   

 
4) The total BAS II entitlement paid to the member will be $347.86 

(ENL BAS of $173.93 paid by DA; ENL BAS II $173.93 initiated by 
the SPO). 
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BAS II Check List 

 
Introduction This section provides the SPO with a checklist prior to entering a BAS II 

transaction in Direct Access (DA). 

 
 

Check Action 

 Is the member separating from the Coast Guard soon?  If yes, modify the BAS 
II period. 
 

 Is the BAS II period for 14 days or more?  NOTE:  BAS II is not authorized for 
a period of less than 14 days. 
 

 Does the member have an approved BAS II CG-7220G and Authorization 
Memo from CG-1332? 
 

 Was the CGSMR/DMR row stopped the day prior to the BAS-II authorization 
start date?  CGSMR collection MUST be stopped in DA before scheduling the 
BAS-II payment.  
 

 Was the CGSMR/DMR row restarted the day after the BAS-II authorization 
end date? 
 

 Did the member receive Refund for Missed Meals during the BAS II period?   
 

 Is the member single and assigned to Government Quarters or UPH? 
 

 Did the member take leave during the BAS II period? 
 

 Did the member PCS report or depart during the BAS II period? 
 

 Was the member TDY during the BAS II period? 
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Entering BAS II 

 
Introduction This section provides the procedures for the SPO to enter BAS II in DA. 

 
Procedures See below. 
 

Step Action 
1 After selecting Requests from the My Homepage drop-down, click on the 

Payroll Requests tile. 

 
 

1.5 Select the Meal Rate option. 

 
 

 
  

Continued on next page 
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Entering BAS II, Continued 

 
Procedures, 
continued 

 

 
Step Action 

2 Enter the member’s Empl ID and click Add. 

 
 

 
 

Continued on next page 
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Entering BAS II, Continued 

 

Procedures, 
continued 

 

 
Step Action 

3 The Submit Meal Rate action request page will display. 

 
 

 

Continued on next page 
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Entering BAS II, Continued 

 

Procedures, 
continued 

 

 
Step Action 

4 From the Meal Type drop-down, select BAS II Meal Rate. 

 
 

5 Enter a Begin Date and an End Date for the BAS II entitlement.  Click Get 
Details.   
 
NOTE:  Do NOT enter # Breakfast Meals, # Lunch Meals, or # Dinner Meals. 

 
 

6 The Request Information will populate.  

 
 

 

Continued on next page 
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Entering BAS II, Continued 

 

Procedures, 
continued 

 

 
Step Action 

7 Enter comments as appropriate and click Submit. 

 
 
NOTE:  The member may only have one BAS II transaction open at a time and 
dates cannot overlap.  Click OK and review the member’s EABPs for open BAS 
II rows.     

 
 

8 The request status will update to Pending and will be routed to the SPO tree for 
approval.   

 
 

 

Continued on next page 
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Entering BAS II, Continued 

 

Procedures, 
continued 

 

 
Step Action 

9 Once the BAS II action request has been approved, it is important to review the 
member’s EABPs. Click on the Pay Processing Shortcuts Tile.   

  
 

9.5 Select the Element Assignment By Payee option. 

 
 

10 Enter the member’s Empl ID and click Search. 

 
 

 

Continued on next page 
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Entering BAS II, Continued 

 

Procedures, 
continued 

 

 
Step Action 
11 A list of the member’s EABPs will display.  It may be necessary to scroll 

through the list to locate BAS II.  To view the details of the EABP, click the 
BAS II element.  

 
 

 

Continued on next page 
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Entering BAS II, Continued 

 

Procedures, 
continued 

 

 
Step Action 
12 The details of the BAS II element will display.  Click OK to close the details. 
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BAS II and Retroactive Leave Transactions 

 
Introduction This section discusses how retroactive leave transactions impact BAS II 

in DA.  

 
Leave vs. 
Retroactive 
Leave  

If a member is drawing BAS II and leave is processed during the pay 
period it is taken, DA will adjust BAS II automatically.  This prevents the 
member from being overpaid BAS II. 
 
If leave is processed retroactively during a period BAS II was paid to 
the member, DA will create a system generated overpayment (SGO) for 
any BAS II paid during the leave period (see Example below). 

 
Example BAS II and Retroactive Leave 
 

Step Action 
1 This member was authorized and paid BAS II for the period of 02/01/2020 

through 08/31/2020. 

 
 

 

Continued on next page 
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BAS II and Retroactive Leave Transactions, Continued 

 

Example, 
continued 

 

 
Step Action 

2 It is discovered in late September that the member was on leave for 18 days in 
February, requiring a retroactive absence action request.  

 
 

 

Continued on next page 
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BAS II and Retroactive Leave Transactions, Continued 

 

Example, 
continued 

 

 
Step Action 

3 Once the absence action request has been approved and processed through a 
nightly calculation, a system generated overpayment (SGO) is built in the 
current pay calendar to collect the BAS II paid to the member while in a leave 
status.   
 
To view the details of the SGO, click Adjustment Detail.

 
 

4 While the SGO is built in the current pay calendar, the Source Calendar ID 
indicates the pay calendar(s) the absence request affected; in this example, the 
February mid-month and end-month calendars. 

 
 

 

 


