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Validating Bonus Paperwork is Correct before Submitting 
to PPC 

 
Introduction Validate all required documents are provided, correct form(s) are used, as 

well as the correct form revision date(s), and use Direct Access to verify 

the member is entitled to the bonus. 

 
References Military Bonus Programs, COMDTINST M7220.2A (August 2022) 

 

Personnel and Pay Procedures Manual (3PM), PPCINST M1000.2 

(Chapter 8, Section G) 

 
Designated 

Career Field 

Bonus to 

replace 

CSTB 

1. Verify all highlighted portions are completed in full.  

2. Check OTPIs to verify the member hasn’t been paid already. 

3. Check PCS orders- Is the signature date on or before member departs 

A-school? 

4. Verify the member has graduated from A-school. 

 
 

Continued on next page 

https://media.defense.gov/2022/Aug/29/2003066372/-1/-1/0/CI_7220_2A.PDF
https://www.dcms.uscg.mil/ppc/pd/3pm/
https://www.dcms.uscg.mil/ppc/pd/3pm/
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Validating Bonus Paperwork is Correct before Submitting 
to PPC, Continued 

 
DCFB BM-

RAP to replace 

CSTB BM-RAP 

1. Verify highlighted areas are correct/completed in full. 

2. Check OTPIs to verify the member hasn’t been paid already. 

3. Check PCS orders- Is the signature date on or before member departs 

A-school? 

4. Verify the member has graduated from A-school. 

 
 

Continued on next page 
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Validating Bonus Paperwork is Correct before Submitting 
to PPC, Continued 

 
Procedures See below. 

 

Step Action 

1 • Agreement Effective Date: should be the latest of: Promotion to E-4, 

Graduation, and Received Rating Designator. 

• Verify rating designator/amount are correct IAW ALCOAST. 

• Obligation Service Completion Date: 4 years minus 1 day from Effective 

Date. 

• Signature Date: Should be on or before the date member departed prior unit 

to attend “A” School. 

 
 

 
 

2 Verify Date of Promotion / Rating Designator / Obligated Service in Direct 

Access (DA) by navigating to Core HR Tile > Job Data. 

     
 

 

Continued on next page 
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Validating Bonus Paperwork is Correct before Submitting 
to PPC, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 Enter the member’s Empl ID and check the Include History box. Click Search. 

 
 
 

 

Continued on next page 
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Validating Bonus Paperwork is Correct before Submitting 
to PPC, Continued 

 

Procedures, 

continued 
 

 

Step Action 
4 On the Work Location tab. 

• Verify Effective Date of Promotion Job Row at “A” School. 

• Verify Regulatory Region: “AD” (Active Duty) or “RSV” (Reservists) 

 
 

 

Continued on next page 
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Validating Bonus Paperwork is Correct before Submitting 
to PPC, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 On the Job Information tab. 

• Verify Rating Designator (Job Code Description). 

 
 

6 On the Job Labor tab. 

Verify member has enough Obligated Service. 

• For AD (Active Duty): Expected AD Term Date: 

• For RSV (Reserve): Expected Loss Date:  

 
  

7 To verify Obligated Service in DA, navigate to the Career Management tile > 

Contract Data. 

      
 

 

Continued on next page 
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Validating Bonus Paperwork is Correct before Submitting 
to PPC, Continued 

 

Procedures, 

continued 
 

 

Step Action 

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

 
 

 

Continued on next page 



14 August 2024 

8 

 

Validating Bonus Paperwork is Correct before Submitting 
to PPC, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

9 Verify the member meets Obligated Service requirement. 

On the Reason/Oath Info tab: 

• Verify Expected End Date. 

• Review Contract Rows, Effective Date, Length, Reason. 

 
 

10 On the Contract Approval tab: 

Verify Contract Row is approved. 

 
 

 

Continued on next page 
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Validating Bonus Paperwork is Correct before Submitting 
to PPC, Continued 

 

Procedures, 

Continued 
 

 

Step Action 

11 Verify no duplicate OTPIs in DA by navigating to Pay Processing Shortcuts tile 

> One Time (Positive Input).  

      
    

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

 
 

 

Continued on next page 
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Validating Bonus Paperwork is Correct before Submitting 
to PPC, Continued 

 

Procedures, 

continued 
 

 

Step Action 

13 Verify there are no duplicate OTPIs for this bonus and if the member received a 

Non-Rate Enlistment Bonus, by selecting each Calendar ID. 

 
 

14 Review OTPI Notes (if necessary) 

Since this member has received an Enlistment Bonus, the $2,000.00 must be 

subtracted from the new Lump Sum Amount for the DCFB bonus before 

submission. 

 
 

15 Once all information in DA is verified, fill in the required data on the Bonus 

forms and submit to PPC for processing. 

 
 

 


