Advancement of Civilian Pay

(Information and Instructions)

An advance of pay is a prepayment made available to an employee in a pay status.  A single, lump sum advance of base pay for up to three months may be authorized to an employee with each permanent change of station (PCS) to a foreign area.

· If an employee becomes eligible for second advance, the first shall be liquidated before payment is made for the second advance request.

Advances are intended to finance unusual employee expenses associated with overseas assignments that often are not otherwise reimbursed and to aid foreign assignment recruitment and retention.  Such expenses may include transportation, storage of household goods (HHG), shipping costs, deposit and living quarters overseas and purchase of household items

Advances of pay for overseas transfers will be paid only by the disbursing office that supports the civilian payroll office servicing the overseas area.  Payment may be made in a single lump-sum or included in the next regular bi-weekly pay.  

The HRO responsible for the employee shall verify the eligibility of an advance by confirming the travel orders and the appropriate pay grade and step at the foreign post.  If confirmation of the foreign pay grade or step is not obtained, the current gross pay at the time of the advance shall be used.

An employee may request an advance of pay 3 weeks before the estimated departure day for assignment of a foreign duty post or up to 2 months after arrival.

Each employee eligible for an advance shall be counseled by the HRO (Fort Monroe CPAC –Lisa Mitchell) concerning authorized purposes of the advance, repayment requirement, expenses that can be anticipated at the foreign assignment, and application procedures.

The employee shall request an advance on a SF 1190 (see attachment).  The form serves as the request, authorization, and voucher document.

Repayment shall be made by payroll deduction over a maximum of 26 pay periods.  Deductions shall begin the first pay period after receipt of the advance or following arrival at the foreign post, whichever is later.  A copy of the SF 1190 must be sent to the gaining civilian payroll office for collection when payment is made by the losing disbursing office.

· Partial or Lump-sum repayments, in addition to payroll deductions, will be accepted. 

Processing timeframe is normally 3-4 business days (if no additional information is needed)

Pls note:  If and when you do decide to apply for the advancement of pay….CPAC will need a POC from the gaining installation for accounting classification information

