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Responsibility Pay 

Overview 

 
Introduction This guide provides the procedures to start and stop Responsibility Pay in 

Direct Access (DA) 

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

 
Information If it is discovered that a member is erroneously receiving Responsibility 

pay that is not the result of an action request, it is important to submit a 

PPC Trouble Ticket (see Submitting Trouble Tickets with Supporting 

Documents) to have the Responsibility pay stopped and any overpayment 

recouped.   

 
Begin and End 

Dates 
Responsibility pay starts on the day of assumption of duty and stops on 

the actual day of relief from duty as commanding officer.  At no time will 

responsibility pay be paid concurrently to more than one officer assigned 

the same vessel, except for the assumption date and the relief date. 

 
Acting 

Commanding 

Officers 

An officer serving as an acting commanding officer for a period of less 

than 30 days is not entitled to responsibility pay.  However, when it is 

known that the commanding officer will be absent for more than 30 days, 

authorization may be requested from Commandant (CG-1332) to pay 

responsibility pay to the acting commanding officer. 

 
Correcting 

Responsibility 

Pay 

If the Responsibility Pay Begin Date is incorrect, a PPC Trouble Ticket 

must be submitted with any supporting documentation (i.e. Commanding 

Officer’s Relief Letter with the correct effective dates) and PPC will 

manually adjust the Element Assignment By Payee (EABP).  If the End 

Date is incorrect, complete the steps within the Stopping Responsibility 

Pay section of this guide to correct/update the End Date. 

Continued on next page 

https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/CCB/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf?ver=2019-07-30-104441-470
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/CCB/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf?ver=2019-07-30-104441-470
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Overview, Continued 

 
Auditing 

Standards 
Chapter 11.A of the 3PM implemented a standard business process for 

submitting and validating pay transactions entered by Pay Technicians.  

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) 

 
Contents  

Topic See Page 

Starting Responsibility Pay 3 

Stopping Responsibility Pay 10 

  

 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/PPPM/TTP/3PM%20TTP%20-%20Chapter%2011.pdf
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/Pay%20Calculation%20Results.pdf?ver=2019-11-21-160009-073&timestamp=1574369998674
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/OTPI.pdf?ver=2020-03-11-094420-190
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/EABP.pdf?ver=2019-07-01-151820-917
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Starting Responsibility Pay 

 
Introduction This section provides the procedures for starting Responsibility Pay in 

Direct Access. 

 
Procedures See below. 

 

Step Action 

1 Click the AD/RSV Payroll Workcenter tile. 

 
 

2 Choose the Proxy – Responsibility Pay option. 

 
 

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

 
 

 

Continued on next page 
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Starting Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

4 Using the Start/Stop drop-down, select Start. 

 
 

5 Enter the Begin Date. Enter an End Date only if known (generally only for 

short-term authorization of responsibility pay, see Acting Commanding Officer 

at the beginning of this guide). Click Get Details. 

 
 

6 The Request Information will populate with the monthly rate. 

 
 

 

Continued on next page 
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Starting Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

7 Enter any comments as appropriate and click Submit. 

 
 

8 The Request Status will update to Pending and the request will be routed to the 

SPO tree for approval. 

 
 

 

Continued on next page 
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Starting Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

9 Once the Responsibility Pay action request has been approved, it is important to 

review the member’s Element Assignment By Payee (EABP) to ensure the 

information from the action request was captured correctly. 

 
 

10 Click the Pay processing Shortcuts tile. 

 
 

11 The Element Assignment by Payee option will automatically display. 

 
 

 

Continued on next page 
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Starting Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

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

 
 

13 A list of the member’s EABPs will display.  Scroll through the list and locate the 

Element RSPLTY PAY.  Ensure the Date(s) match the information entered in 

Step 5. 

 
 

 

Continued on next page 
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Starting Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

14 Once the action request has processed through a pay calculation (run nightly), it 

is important to review the member’s Pay Calculation Results to ensure it 

processed for pay correctly.   

 

To review the Pay Calculation Results, select Pay Calculation Results option 

from the Pay Processing Shortcuts tile. 

 
 

15 Enter the member’s Empl ID and click Search.  Select the most recent pay 

calendar from the Search Results. 

 
 

 

Continued on next page 
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Starting Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

16 Under the Earnings and Deductions tab, scroll to the most recent Calendar 

Information and then select View All.  Scroll through the list and locate the 

RSPLTY PAY element.  In this example, notice the Slice Begin Date indicates 

the Start Date entered in Step 5. 
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Stopping Responsibility Pay 

 
Introduction This section provides the procedures for stopping Responsibility Pay in 

Direct Access. 

 
Procedures See below. 

 

Step Action 

1 Before stopping or correcting responsibility pay, it is important to determine the 

date the entitlement started.  The start date can be found in the member’s 

Element Assignment By Payee (EABP).   
 

To review the EABP, click on the Pay Processing Shortcuts tile. 

 
 

2 The Element Assignment By Payee option will automatically display. 

 
 

 

Continued on next page 
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Stopping Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

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

 
 

 

Continued on next page 
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Stopping Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

4 A list of the member’s EABPs will display.  Scroll through the list and locate the 

RSPLTY PAY element.  In this example, the member’s responsibility pay 

started on 06/14/2018.   

 

NOTE:  If the member has been a commanding officer of a vessel in the past, 

there may be more than one instance of RSPLTY PAY but only one should be 

running at a time. 

 
 

 

Continued on next page 



13 September 2024 

13 
 

Stopping Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

5 Click the AD/RSV Payroll Workcenter tile. 

 
 

6 Choose the Proxy – Responsibility Pay option. 

 
 

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

 
 

 

Continued on next page 
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Stopping Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

8 Using the Start/Stop drop-down, select Stop. 

 
 

9 Enter the Begin Date.  This will be the Begin Date obtained in Step 4.  In this 

example, the member’s responsibility pay started on 06/14/2018. 

 
 

10 Enter the End Date (actual day of relief from command) and click Get Details. 

 
 

11 The Request Information section will populate with the monthly rate to be 

stopped. 

 
 

 

Continued on next page 
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Stopping Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

12 Enter any comments as appropriate and click Submit. 

 
 

13 The Request Status will update to Pending and the request will be routed to the 

SPO tree for approval. 

 
 

 

Continued on next page 
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Stopping Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

14 Once the Responsibility Pay action request has been approved, it is important to 

review the member’s EABP to ensure the information from the action request 

was captured correctly. 

 
 

15 Repeat Steps 1-3 to view the EABP.  In this example, an End Date is now 

populated with the End Date entered in Step 9. 

 
 

 

Continued on next page 
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Stopping Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

16 Once the action request has processed through a pay calculation (run nightly), it 

is important to review the member’s pay calculation results to ensure it 

processed correctly for pay. 

 

To review the member’s pay calculation results, select the Pay Calculation 

Results option from the Pay Processing Shortcuts tile. 

 
 

17 Enter the member’s Empl ID and click Search.  Select the most recent pay 

calendar from the Search Results. 

 
 

 

Continued on next page 
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Stopping Responsibility Pay, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

18 Under the Earnings and Deductions tab, scroll to the most recent Calendar 

Information and then select View All.  Scroll through the list and locate the 

RSPLTY PAY element.  In this example, notice the Slice End Date indicates 

the End Date entered in Step 9. 

 
 

 

 


