CIVILIAN PERSONNEL ADVISORY CENTER

Procedures for Handling Real Estate Claims
 Upon receipt of a Real Estate Claim:

 1.  Check package to ensure claimant has provided the proper

 forms and duplicates as follows:

      a. Original and 1 copy of DD Form 1705

      b. 1 complete set of documents to support real estate claim

      c. 1 copy of DD Form 1614 with supporting documents

      d. 1 copy of DD Form 1351-2

 2.  Use sample Real Estate Claim Memo found below and customize

 to include current date and claimant's name .  In paragraph 2,

 indicate the name of the  Admin POC for the organization in which

 the claimant works as the individual to whom Post Judge Advocate

 should return the package.

 3.   Prepare the second memorandum found below for the Admin

 POC.

 4.  Either hand-carry or place package with both memorandums in

 distribution to :

                     Post Judge Advocate

                     ATTN:  ATZG-JA

                     Building 77

                     (Harry Gruchala)

 ATZG-CP                                           (date)

 MEMORANDUM FOR Post Judge Advocate, Legal Assistance,       

                                        Building 77, Fort Monroe, VA  23651

 SUBJECT:  Request for Reimbursement of Real Estate - John Doe

 1.  The attached claim for Real Estate Expenses from John Doe

 Smith is forwarded for action.  Please attest to the

 Reasonableness of claims (Block IV of B of DD Form 1705).

 2.  Please return the entire package to (Name and organizational

 address of Admin POC).

 Encl.                               Barry L. Buchanan

                                        Director, Civilian Personnel

                                          Advisory Center

 ATZG-CP                                                (date)

MEMORANDM FOR (Organization and name of Admin POC),

                                                        Fort Monroe, VA  23651

 SUBJECT:  Request for Reimbursement of Real Estate - John Doe

 1.  The attached claim for Real Estate Expenses from John Doe

 Smith is forwarded for action.

 2.  Block IV, C of DD Form 1705 needs to be completed by the

 travel approving official.

 3.  When completed, please forward the entire package to

                DFAS OPLOC Norfolk

                9712 Virginia Avenue

                Building X-132

                Norfolk, VA  23511-3297

 Encl.                               Barry L. Buchanan

                                        Director, Civilian Personnel

                                           Advisory Center

