18th Force Support Squadron

Procedures To Request Post Allowance Backpay

For Nonappropriated Fund (NAF) Employees
1.  General instructions and forms to request backpay for post allowance for current and former Air Force nonappropriated fund (NAF) employees assigned to overseas bases can be found at http://usafservices.com and select Human Resources under Managers Info.  

2.  In addition to the claims form, employees must submit supporting documentation in the form of AF Fm 2545, NAFI Notification of Personnel Action which indicates a guaranteed workweek of 40 hours a week or payroll records (preferably leave and earnings statements) showing the employee worked 40 hours per week.  SUPPORTING DOCUMENTATION MUST BE PROVIDED FOR THE ENTIRE PERIOD FOR WHICH BACKPAY IS CLAIMED AND NOT JUST FOR A SPAN OF 13 PAY PERIODS.

3.  Requesting copies of records:


a.  If you are a current employee and need copies of personnel or payroll records, complete the attached request form and submit it to the Human Resources Office (HRO).  The form may be handcarried to HRO (Bldg 723); mailed to 18 FSS/FSMH, Unit 5135 Box 10, APO AP 96368-5135; or e-mailed to 18svs.svh@kadena.af.mil.  Currently, payroll records are only available from October 2003 to 23 Feb 2008.  Records from Dec 01 to Sep 03 will be available at a future date.  Payroll records from 23 Feb 08 forward are available through employees’ My Pay account at https://nafpay.afsv.net.  Allow a minimum of two weeks for your request to be processed.


b.  If you are a former employee and need copies of personnel actions, you will need to submit a request to the National Personnel Records Center.  Go to their website at http://www.archives.gov/st-louis/civilian-personnel/public-services.html#OPF for procedures to request copies of records.  Copies of payroll records may be requested following instructions above.

4.  Submitting claims:


a.  Current NAF employees assigned to 18th Force Support Squadron submit claims to the Human Resources Office, 18 FSS/FSMH, Unit 5135 Box 10, APO AP 96368, Bldg 723.   


b.  Former Air Force NAF employees must submit claims to Services Agency at HQ AFSVA/SVXH, Attn:  Post Allowance Claims, 10100 Reunion Place, Ste 502, San Antonio, TX 78216-4188.

5.  Claims must be filed by 1 Dec 09 to receive the maximum amount an employee is entitled to receive.  

6.  Questions regarding claims should be submitted to HQAFNAFHRO@randolph.af.mil.
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18th Force Support Squadron

Request for NAF Personnel and Payroll Records
 for Post Allowance Backpay Claim

1.  General Information:
Name (Last, First, MI)  :       
Social Security Number:       
Mailing Address:       
Email:      
Local Phone Number:       
Employee Status:   FORMCHECKBOX 
  Current Employee   FORMCHECKBOX 
 Former Employee

2.  List personnel actions required (for current employees only):  

Nature of Action, e.g. Appointment

Effective Date (Month/Year) 

     





     
     





     
Note:  Former employees will need to request copies of personnel actions from the National Personnel Records Center.  Information on requesting records may be found at http://www.archives.gov/st-louis/civilian-personnel/public-services.html#OPF.  

3.  List periods for which payroll documentation is requested:

From:  (YYYYMMDD)
To:  (YYYYMMDD)
Activity where employed, e.g. NCO Club
                                 

                                 
     
                               

     



     
     




     



     
Note:  Payroll currently only has records from Oct 2003 to 23 Feb 08.  Records prior to Oct 2003 will be available at a future date.  Employees may access leave and earning statements for pay periods 24 Feb 08 to 24 Apr 08 from their My Money accounts at https://nafpay.afsv.net.  
 FORMCHECKBOX 
  Check here if you wish to pick up requested information in person.  This information is covered under the Privacy Act and only the employee requesting the information will be allowed to pick up the documents upon presentation of a valid ID, no exceptions.  Documents not picked up within 5 days will be mailed.  

Signature:  ___________________________________    Date:  ___________

