26 March 2024

Starting BAH for Reserve Members

Introduction
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This guide provides the procedures for starting Basic Allowance for
Housing (BAH) for Reserve members in Direct Access (DA).

Reserve Duty Status and Participation Manual, COMDTINST
M1001 2A
Coast Guard Pay Manual, COMDTINST M7220.29 (series)

e Whenever processing Reserve Orders, ensure the correct BAH Qtr
Status is started based on the type and duration of the orders.

e When Reserve Orders end, the Reservist’s pay group is changed from
USCG (Active Duty) back to USCG RSV (Reserve). The BAH row
will remain Active but will not pay until the member is back on Active
Duty (AD) Orders. Ensure the member is receiving the correct BAH
entitlement every time they start a new set of AD Orders.

¢ A Reserve Component member called/ordered to AD for any
“involuntary contingency” (Title 10 or Title 14) operation is authorized
primary residence/home based BAH/OHA rate beginning the first day
of AD regardless of the duration.

e A Legislative Pay Change (LPC) for Housing Allowance and COLA
pages should NEVER be deleted unless it is immediately replaced with
a corrected LPC row.

e If an AD member is married to a Reserve member, who is recalled to
AD and neither have any other dependents, the AD spouse remains
eligible for the Grandfathered BAH Rate.

e NOTE: If the AD spouse’s BAH rate is “grandfathered” (rate
protected) in DA and the SPO changes the BAH data, the SPO MUST
submit a Customer Care ticket to reset the “grandfathered” button and
correct the member’s BAH rate to the higher authorized rate.

ACN 089/19 discusses the use of the CG-2025 (BAH/Housing
Worksheet and the CG-2025B (Member-Married-to-Member BAH
Worksheet) when mobilizing Reservists.
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https://media.defense.gov/2023/Jun/20/2003244254/-1/-1/0/CI_1001_2A.PDF
https://media.defense.gov/2023/Jun/20/2003244254/-1/-1/0/CI_1001_2A.PDF
https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
https://content.govdelivery.com/accounts/USDHSCG/bulletins/25a427c
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Starting BAH for Reserve Members, Continued

Procedures See below.

Step Action
1 Click on the AD/RSV Payroll Workcenter tile.

ADIRSV Payroll Workcenter

o

o

2 Scroll to the Act/RSV Pay Shortcuts drop-down and select the Housing
Allowance option.
w Links

Payrell Requests

Advance Liquidation Schedule

Assignment Incentive Pay

Assignment Pay Request

Balance Adjustment

Special Duty Pay Request

View My Requests (All Types)
Act/RSV Pay Shortcuts

AvIP

Cost of Living Allowance

Dependent Information

Direct Deposit

Housing Allowance

Maintain Tax Data USA

Continued on next page



Starting BAH for Reserve Members, Continued

26 March 2024

Procedures,
continued
Step Action
3 Enter the member’s Empl ID and click Search (Include History is automatically

selected).

Housing Allowance

Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

w Search Criteria

Empl ID | begins with v |

1234567

Empl Record ‘ = v‘ |

Name ‘ begins with V‘ |

Last Name ‘ begins with V‘ |

Second Last Name ‘ begins with V‘ |

Alternate Character Name ‘ begins with V‘ |

Middle Name | begins with v | |

Business Unit ‘ begins with V‘ |

Department Set ID ‘ begins with V‘ |

Department ‘ begins with V‘ |

Include History [JCase Sensitive

Basic Search Gig Save Search Criteria

Continued on next page
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Starting BAH for Reserve Members, Continued

Procedures,
continued

Step Action

4 The member’s current BAH information will display. If there is not an existing
BAH row, continue to Step 5. If there is an existing BAH row, click the Plus
button.

[ BAH H OHA H FSH H MIHA ‘

ROBIN HOOD Employee Empl ID 1234567 Empl Record 0
BAH Entitlements [a] [1oft18 || » |[ M ]1 viewan
e +
Status: | Active v| Approved: Grand Fathered
Approver: 9876543 Little John

BAH Change | COLAILPC v Approved at 12/29/23 11:59PM

BAH QU Staws: [H Q|

|7‘ Description: Spouse in svc & no other deps; Mbr not in gtrs
BAH Zi 23322-0626
P —_— VAZ98 BAH Type: BAH Without Dependents
Military Rank: E6
BAH Rate: 1851.0000 )
Fair Rent: | ‘ BAH Entitle: 1851.0000 Override Flag 5]
BAH Dependent Beneficiaries
KIS
[ Dependent Information } ‘ Termination Information 1
“Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
Coast Guard 07/15/2021
1 ‘02 Q ‘ LADY MARIAN Spouse  12/27/1987 04/28/2014 Regular 11-10-56AM ‘ + ‘ ‘ - |
i Return to Search ] [ Notify Update/Display nclude History
BAH | OHA | FSH | MIHA

5 The Effective Date will default to the current date. Enter the correct Effective
Date and leave the Status as Active. Select the appropriate reason for the BAH
Change (for this example, Reserve/Recall Orders is selected).

NOTE: For Reserve members on AD, the effective date is the same as the Job
Data Reserve Orders Begin (ROB) date.

[ BAH H OHA H FSH H MIHA ‘

_ROBIN HOOD Employee EmplID 1234567 Empl Record 0
BAH Entitlements [a| [1or19 v|[»|[ ]I viewA
— N + |
Effective Date: | 0312622024 [z | Approved: ‘_
Status: Active v | Approver: Grand Fathered
Approved at:
BAH Change -
Dep BAH recd by other sponsor =
BAH Qtr Status: | Dependent Not BAH Eligible Description:
Divorce
BAH Zip: Failed to Complete Annual Val
- B Govt Quarters Qccupancy BAH Type:
Military Rank: Govt Quarters Termination BAH Rate: 00000
i Hire
Fair Rent: itle: Override Flag 0
Inadequate Qtrs Designation BAH Entitle: 0.0000
i Legal Separation
BAH Dependent} | oss/Deatn of Spouse/Dependent
MHA Change
=
| i ‘ ‘ O‘| Married
D dent Married to Member m It
ependent I Missing in Action Status ‘ 4
Promotion
*Dep/fl Remove Dependent Relation Birth BAH Elig In A Service 50% Supp Last Approval

Reserve/Recall Orders
Restoration Annual Validation Coast Guard 07/15/2021

1[92 | special Approval oy PSC Spouse 1212711987 0412812014 Roquiar 1110 564M 1+ -]
Transfer

Continued on next page
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Starting BAH for Reserve Members, Continued

Procedures,
continued
Step Action
6 e BAH Qtr Status — Using the drop-down, select the appropriate status.

— If the member is on AD Orders 30 days or less, select W (with dependents) or X

(without dependents).

—If on AD Orders for 31 days or more, select the appropriate BAH code.
e BAH Zip — Will default to the zip code of the Reserve member’s home
address. Verify the default zip code entered is correct.
o |f the BAH code W or X was selected, change the BAH Zip to 99999.
e |n addition to the 5-digit zip-code, it is recommended an additional 4-digit audit

code be added to the zip-code.

— XXXXX-9999 — For AD beyond 30 days and an HHG move is not authorized

(Ex. 66683-9999).

— XXXXX-1299 — For AD for more than 140 days of ADT-OTD (other training
duty) or ordered to AD for more than 180 days (e.g., EAD) and HHG is

authorized (Ex. 66683-1299).

BAH OHA FSH

'ROBIN HOOD Employee EmplID 1234567

BAH Entitlements

BAH Zip:

Wilitary Rank
Fair Rent: BAH Entitle: 00000
BAH Dependent Beneficiaries

5 Q

Dependent Information Termination Information | Iy

“Dep/Ben Name Relation Birth BAH Elig

1|02 Q| LADY MARIAN Spouse 12271987 047282014

Grand Fathered

In A Service 50%Supp  LastApproval

Coast Guard 07/15/2021 +
Regular 11:10.568M

Status | begins wih v

BAH
Quanwrs Long Description
Status

Fair . Localiry

Continued on next page
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g BAH for Reserve Members, Continued

Procedures,

continued

Step

Action

7

If the Reserve member has dependents, verify they are listed. If a dependent
needs to be added, click the Plus button, and complete the fields as appropriate.
If a dependent is no longer authorized, click the Minus button. Once the
dependent information has been verified, click Save.

IMPORTANT: Before adding a missing dependent on the BAH page, ensure
the dependent is listed under the member’s Dependent Information in DA (see
the Dependent Information guide for procedures).

[ BAH H OHA H FSH H MIHA |

‘ROBIN HOOD Employee Empl ID 1234567 Empl Record 0
BAH Entitiements la 1019 ~|[ [ W] 1 viewar
Status: ‘ Active v‘ Approved: ‘Grand Fathered
—_— Approver:
BAH Change ‘ Reserve/Recall Orders v

Approved at:
BAH Qtr Status: ‘H a ‘

‘ ! Description:  g0se in svc & no other deps; Mbr not in qtrs
BAH Zip: 23322-9999
— VA298 BAH Type: BAH Without Dependents.
Military Rank:
v £8 BAH Rate 0.0000

Fair Rent: ‘ | BAH Entitle: 0.0000 ‘Override Flag (]
BAH Dependent Beneficiaries

=/a

[ D i } ‘ Information | II¥

“Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
Coast Guard 07/15/2021
1 | 02 Q ‘ LADY MARIAN Spouse 12271987 04202014 p2R 11:10:58AM + -

BAH OHA | FSH MIHA

Upon clicking save, the BAH Rate and BAH Entitle will populate. A BAH
Calculation note will also auto-generate in the Notepad. To view, click the

notepad icon.
BAH | OHA HKH MIHA ‘

ROBINHOOD. Employee EmplID 1234567 Empl Record 0
BAH Entitlements Q] [1ot19 ~[[ ¥ ][ M1 Viewan
- *
status: [Acive ] Approved: Grand Fathered
- Approver:
BAHChange | ReserveiRecall Orders .

Approved at

BAH Qtr Status: ‘H Q ‘

Description Spouse in sve & no other deps; Mbr not in qtrs
BAH Zip 2322999 | ey BAH Twe.  RAHWIOU Dependents
Military Rank: E6 BAH Rate: 1861.0000
Fair Rent: | | BAH Entitle: 1861.0000 Ovemide Flzg

BAH Dependent Beneficiaries

(=)
[ D i ‘ ‘ ination Information | b
“Dep/Ben Name Relation Birth BAHElg  InA Service 50% Supp  Last Approval
ra— Coast Guard 0711512021 il
1 ‘uz Q ‘ LADY MARIAN Spouse 1207/1987  0428n0l4  poSRD T oseau ‘ + ‘ ‘ -
BAH | OHA | FSH | MHA

Continued on next page


https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/PersonalData/Dependent%20Information%20SPO%20User%20Guide.pdf
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Starting BAH for Reserve Members, Continued

Procedures,
continued

Step

Action

9

Click BAH Calculation to view the details of the entry.

L
[il Notepad

» Instructions
* Selection Criteria

“Emplid 1234567
*Record 0O

*Effective Date  2024-03-26

Notes From | Through
I Search ] [ Add a New Note l
Existing Notes
B
Emplid Record Effective Date Subject Created
03/25/2024
1234567 0 2024-03-26 BAH Calculation 320PM
Select All Deselect All

10

The details of the BAH Calculation will be displayed. To exit, click Save or X
out of the page.

o
|=] Selected Note
} Instructions

Selected Performance Note

Applications
Emplid 1234567

Record 0

Created 03/25/2024 3:20PM

Creator  Little John

Effective Date  2024-03-26 Last Update 03/25/2024 3:20PM

Updated By 9876543
View Update History

Subject |BAH Calculation |

Note Text |Perform by 8876543 on 2024-03-25-15.20.58 000000 (B4

Duty Zip Code is 23322-9999

MHA is VA298.

BAH Type Code is WOUT.

Effective Date 2024-03-26

Grade is E6.

Performing a Locality Based BAH Rate lockup using the MHA
The BAH Rate is 1851.00.

Save

Return to Note Selection Page




