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CHAPTER 1
GENERAL

Purpose: This pamphlet establishes Department of Military and Veterans Affairs (DMVA) policy and
procedures for State Active Duty (SAD)

The purpose of the State Active Duty program will be in accordance with Alaska Statute 26.05.070 which reads,
“In the event of war, disaster, insurrection, rebellion, tumult, catastrophe, wildland fire, invasion, or riot; or if a
mob or body of men act together by force with intent to commit a felony or to offer violence to persons or
property, or by force and violence to break and resist the laws of the state, or the United States; or in the case of
imminent danger of the occurrence of any of these events; or whenever responsible civil authorities fail to
preserve law and order, or protect life and property, or the governor believes that failure is imminent, the
governor may order the organized militia or any part of it, into active state service to execute the laws and to
perform duties in connection with them that the governor considers proper. Whenever any portion of the militia
is ordered into active state service by the governor, it becomes an additional police force, retaining its separate
entity and operating at all times as a military organization under military command, with power to cooperate
with but not to supersede the existing civilian law enforcement officers whenever possible, for the re-
establishment of law and order and for the protection of life and property. The governor may also order
members of the organized militia to active state service, with their consent, for the purpose of training or for
full-time duty with the office of the adjutant general. In the event of wildland fire, the governor may delegate to
the adjutant general the governor's authority under this section to order some or all of the organized militia into
active state service to fight wildland fire. In this section, "wildland fire™ includes the uncontrolled burning of
grass, brush, timber, and other vegetative material.”

CHAPTER 2
PROCEDURES

Procedures for Placing Individuals on State Active Duty:

1)

2)

3)

When the Adjutant General determines that a State emergency or other valid requirement exists, he/she alerts
the Air/Army Commanders and Director of the Joint Forces Headquarters. The Director of the Joint Forces
Headquarters alerts the Alaska State Defense Force or Alaska Naval Militia Commanders and the AKNG J-
Staff Directors and the Adjutant General’s Special Staff to include the J3/5/7 Director of Operations, J1
Director of Personnel and Manpower, J4 Director of Logistics, AKNG State Judge Advocate, USPF&O, and
Inspector General of the emergency requirement as soon as possible. The respective commanders and directors
verbally notify their subordinate unit commanders who determine which personnel are available for use in the
state for the emergency or immediate response. Personnel may initially be deployed by Verbal Orders of the
Commander (VOCO) for emergency situations followed with appropriate administrative actions. Additionally,
the Commissioner’s office will contact and advise the Governor’s office of the need and circumstances
requiring personnel to be placed on SAD.

No later than the close of business the day after notification, responsible commanders will compile a list of
personnel from their group or unit to be ordered to State Active Duty. Accompanying the list will be a
completed SOA Payroll System Enrollment Form, IRS Form W-4, SOA Supplemental Annuity Plan
Beneficiary Designation 401(a) form, and SOA Designation of Beneficiary for Unpaid Compensation form for
each individual for which orders are to be published.

The AKNG J1 office will be responsible for publishing State Active Duty orders for all Alaska National Guard
personnel to include the Alaska State Defense Force (ASDF) and Naval Militia.

Procedures for Publishing and Distributing Orders:

1)

2)

The completed SOA Payroll System Enrollment Form, IRS Form W-4, SOA Supplemental Annuity Plan
Beneficiary Designation 401(a) form, and SOA Designation of Beneficiary for Unpaid Compensation form will
be forwarded to the AKNG J1 office for the purpose of publishing the State Active Duty Order.

Orders will include the funding source for the State Active Duty as obtained by the J1, J3/5/7 or ASDF from the
appropriate department, division, or project as applicable.



A unit order will be published for the duration of the State Active Duty period and an alpha roster of personnel

Except where listed below AGR/ADSW Personnel are prohibited by federal statute to perform SAD even in a
leave status. However, all service members, including AGRs can perform lifesaving/significant property
mitigation under immediate response. When an AGR’s unit is ordered to active service pursuant to section
502 of reference a, or State Active Duty (SAD), the unit’s AGR members may accompany the unit and continue
to perform their normal AGR duties. Additionally, per NGB memorandum dated 17 Aug 2004, “Counterdrug
personnel and equipment can still be used to support non-Counterdrug missions provided that such use involves
a life or death emergency situation and that all costs are reimbursed to the Counterdrug Program,” or when an

a) Immediate response is any form of immediate action taken to save lives, prevent human suffering, or
mitigate great property damage under imminently serious conditions when time does not permit approval

b) An immediate response shall end when the necessity giving rise to the response is no longer present (e.g.,
when there are sufficient resources available from State, local, and other Federal agencies to respond
adequately and that agency or department has initiated response activities), when the imminent danger has
ceased or when sufficient time is reached for the State to place Service members on a duty status

a) Full-time permanent and indefinite military technicians may perform emergency state missions unrelated to

i) The duty the technician is performing is to prevent loss of life or major property damage under

i) The technician is in an official leave status. The technician has the option of using, but will not be
required or directed to use annual leave, compensatory leave or LWOP instead of law enforcement
leave (LEL), Military leave is not an option for SAD. Leave is not necessary for non-work, non-paid

iii) The technician’s unit of assignment has not been activated. Should the technician’s unit be activated
while the technician is performing other state active duty in a leave status, the technician will return to

b) Military Technician personnel are authorized 22 days (176 hours) of LEL for the purpose of performing
State Active Duty under LEL declared emergency conditions. While on LEL status, technicians will be
paid according to the provisions of 5 U.S. Code 5519, i.e. any pay and allowances received for LEL duty
(other than travel, transportation, or per diem) will be credited against technicians pay for the same period.

c) All requests for LEL will be forwarded in writing to the AKNG HRO office for a determination if LEL is
authorized. To be considered for LEL the emergency need not be related directly to law enforcement

d) Any compensation received for State Active Duty while in an official leave status, other than LEL, may be

3)
activated will be attached. A unit order is for a unit which has been activated.
2-3 AGR/Technician Status during State Active Duty:
1)
ADSW Counterdrug Soldier’s unit is called to SAD.
from a higher authority.
appropriate for the mission, whichever comes first.
2) Title 32 Military Technicians:
their duty assignment, subject to the following conditions:
immediate response.
days.
duty with his/her unit.
Dual compensation for technicians is not authorized in LEL status.
support (e.g. disaster assistance, civil disturbance, or a prison disorder).
retained by the Technician (ref: DoD 7000 FMR, Ch 8, sub para 080512).
1) Federal Tort Claims Act:

Federal Tort Claims Act does not apply to claims for property damage, personal injury, or death caused by
negligent acts of omission by FTS personnel serving in a State Active Duty status while performing duties
outside the parameters of NGR 600-5 and ANGI 36-101. The Federal Tort Claims Act does not apply for



military technician personnel while performing duties outside their normal technician duties during a state
emergency, instead State laws apply. Alaska Statutes (AS) 26.05.140 deals with suits against officers and
enlisted persons, and their indemnification by the State of Alaska,
http://www.legis.state.ak.us/basis/statutes.asp#26.05.140 and AS 26.05.150
http://codes.lp.findlaw.com/akstatutes/26/26.05./26.05.150 deals with indemnification of commanding officers
for decisions in the line of duty. Individual FTS personnel and/or the state will be liable for torts to the extent
permitted under the law of the state, as just cited.

Procedures for Certification of Attendance and Performance of State Active Duty:

1)

2)

3)

2-5

Attendance: The Unit Commander or his designated representative will provide the AKNG-J1 with a
certification of attendance for personnel ordered to State Active Duty. For periods of State Active Duty, the
attendance roster and DMVA Form 15s (SAD Pay Sheets) will be submitted for payroll to AKNG Jlon the 1%
and the 16" of each month to coincide with the processing of State payrolls.

The AKNG J1 and DMVA, Division of Administrative Services (DAS) or their designated representative are
the only authorized signatures to certify State Active Duty performance for payment.

The AKNG J1 will ensure all orders, forms, attendance roster (to include name, rank, date of rank, years of

service, PEBD, activation start and stop date, and mailing addresses) etc., for which he/she is responsible reach
the DMV A/DAS for computation of pay.

Procedures for Computation of SAD Pay Rates/Allowances and Payment of State Active Duty

1)

2)

Guard and ASDF members must be entered into the State of Alaska Payroll System before they can receive
SAD pay. The AKNG J1 and the ASDF will complete and submit to the State of Alaska Division of Finance
(through DMVA/DAS) a Payroll System Enrollment Form, IRS Form W-4, SOA Supplemental Annuity Plan
Beneficiary Designation 401(a) form, and SOA Designation of Beneficiary for Unpaid Compensation for each
Guard or ASDF member whenever it is anticipated that the individual may be performing SAD at any time in
the future. In those instances when an individual has not been pre-enrolled in the State Payroll System and
performs SAD a Payroll System Enrollment Form, IRS Form W-4, SOA Supplemental Annuity Plan
Beneficiary Designation 401(a) form, and SOA Designation of Beneficiary for Unpaid Compensation must
accompany the individual’s first DMV A Form 15 before SAD Pay actions can be taken by the State.

DMVA/DAS will compute SAD daily pay rates and process the DMVA Form 15 for payment in conjunction
with SOA payroll at the end of each pay period (15" and last day of each month). Guard and ASDF members
will receive their SAD pay two weeks following the end of the pay period (e.g. for the pay period ending 15th
of the month the individual will receive their pay on 30th of month).

a) Determining Alaska National Guard Members’ and Alaska Naval Militia SAD Daily Pay Rate: In
accordance with AS 26.05.260 members of the Alaska National Guard are entitled to receive a daily
amount that is equal to 200% of the minimum basic daily pay amount authorized for members of the
regular (active) service in the same grade/rank as the Alaska National Guard or Naval Militia member. The
SOA has established a minimum daily pay amount based on the Consumer Price Index (CPI). The
following are the steps required to determine this daily base pay rates for each pay grade/rank:

i) Go to Defense Department Internet site (www.dfas.mil) and download current active duty military pay
table.

ii) Locate the active duty monthly base pay rate for each pay grade based on years of service (E1 through
E9) (01 through 06) (01E through 03E) and (W1 through W5) multiply by 12 (months) and divide by
365 (days in year) to determine the active duty daily base pay rate.

iii) Multiply the active duty daily base pay rate for each pay grade by 200% to determine the SAD Daily
Rate.

b) Determining SAD Minimum Daily Rate: 1AW AS 26.05.260 Members of the Alaska National Guard and


http://www.legis.state.ak.us/basis/statutes.asp#26.05.140
http://codes.lp.findlaw.com/akstatutes/26/26.05./26.05.150
http://www.dfas.mil/

c)

d)

Naval Militia will receive a minimum daily pay rate which is calculated annually. The minimum amount is
increased (recalculated) each state fiscal year immediately following the U.S. Department of Labor’s
publishing of the Consumer Price Index (CPI) for Anchorage after 1 July in accordance with AS 26.05.260.
The CPI can be found on the State of Alaska, Department of Labor, Research and Analysis web site. The
new state daily minimum rate is arrived at by applying the following formula.

i) Locate the percentage increase at http://laborstats.alaska.gov/cpi/cpi.htm that occurred during the
period of July 1 - June 30 for the previous 12 months. IAW AS.26.05.260, the amount of increase will
be a minimum of 1% and a maximum of 4%.

i) Take the current SFY SAD minimum rate times the CPI percentage increase for the previous SFY =
current year annual increase amount.

iii) Current minimum SAD daily rate + current year increase amount = new minimum SAD rate.

iv) Apply the SAD minimum pay rate for those SAD individuals whose SAD daily base rate is lower than
the SAD minimum pay rate.

v) The following is an example of this calculation for SFY14:
(1) Total percentage increase SFY13 - 2.7%
(2) $143.97 (SFY13 minimum rate) X 2.7% (SFY13 percentage increase) = $3.89 (increase amount)

(3) SFY13 minimum daily rate ($143.97) + SFY14 current year increase ($3.89) = $147.86 (SFY14
minimum SAD daily rate)

Determining ASDF SAD daily pay rate: In accordance with AS 26.05.260(j) pay rates for the ASDF
members are equal to the pay and allowances based on the specific duties they are performing. The pay
amount is to be equal to the range of a State of Alaska employee performing equivalent duties based on the
salary schedule in AS 39.27.011.

i) The Commander of the ASDF must submit to the State of Alaska Division of Personnel (through
DMVA/DAS) a position description which clearly defines the duties the ASDF member will be
performing. The State of Alaska Division of Personnel will review the position description, determine
what the equivalent State position would be and notify DMVA/DAS so the daily SAD ASDF pay rate
can be calculated.

ii) DMVA/DAS will calculate the daily SAD pay rate for ASDF members using the following formula:
Monthly pay amount per salary schedule in AS.39.27.011 based on the position range, times 12
(months) divided by 1950 (working hours per year) times 7.5 (working hours per day) of equivalent
State position.

(1) Sample Calculation for an ASDF Damage Assessor is equivalent to a SOA Safety Officer | which
is a range 18: $4841 (monthly rate in AS39.27.011 for a range 18) times 12 (months) divided by
1950 (working hours per year) times 7.5 (working hours per day) = $223.43 (ASDF Safety Officer
| SAD daily pay rate)

Determining SAD Emergency Firefighter (EFF) hourly pay rate: AKNG members activated to state active
duty in support of wildland fires will be paid at established EFF classification hourly rates in accordance
with AS 41.15.030. These EFF classification hourly rates are updated annually in the Alaska Incident
Business Management Handbook (AIBMH), chapter 1, which can be found on the Department of Natural
Resources (DNR), Division of Forestry (DOF) website under “Wildland Fire & Aviation™:
http://forestry.alaska.gov/fire/incidentmanagement.htm.

i) An annual memorandum between the Adjutant General and Commissioner of DNR will serve to
establish the hourly rates for applicable duties performed by AKNG members in support of wildland
fires, allowable under the provisions of AS 26.05.260.


http://laborstats.alaska.gov/cpi/cpi.htm
http://forestry.alaska.gov/fire/incidentmanagement.htm

(1) Classification rate EFF-10
(&) Ground Operations Support
(2) Classification rate EFF-12
(@) Aircraft Pilot in Command
(b) Aircraft 1st Officer
(c) Aircraft Crew Chief
Hours worked by AKNG members activated to state active duty in support of wildland fires will be
reported on Form OF-288, Emergency Firefighter Time Report. The OF-288 will be closed out on the
15th and last day of each month, if feasible or practical, to coincide with the Payroll processing
schedule. Time closeout is mandatory on June 30th of every year due to end of the State Fiscal Year.
(1) Military Helicopter Managers (MHEM) will report daily crew duty hours on the SF-261 Crew
Time Reports (CTR). CTRs will be submitted daily to the Agency Helibase Manager and
Aviation Military Liaison (AAML).

(2) The AAML will make arrangements for a DOF timekeeper to transfer the CTR hours to an OF-
288 for each AKNG member activated to state active duty in support of wildland fires.

(3) The AAML will send the completed OF-288s to DMVA/DAS on the 1st and 16th of each month,
if feasible or practical, to coincide with the SOA Payroll processing schedule.

(4) DMVA/DAS will submit the received OF-288s along with the corresponding DMV A Form 15 and
orders to SOA Payroll for payment.

(@) SOA Payroll will follow pay administration guidelines regarding EFF pay, found in the
AIBMH, to calculate overtime pay due.

(i) For overtime computation purposes, the 40 hour workweek begins Monday morning at
0001 and ends Sunday at 2400. Hours worked in excess of 40 hours per workweek will
be paid at the rate of one and one-half (1 %2) times the appropriate EFF classification rate.

(if) EFF are paid no less than 8 hours of work per day except the first and last day.

(iiif) EFF are not paid for days off, to include the mandatory days off necessary to meet crew
endurance requirements.

Determining SAD Per Diem and Travel: Requests for travel reimbursement and per diem must be
submitted on the SAD Travel Questionnaire within 5 working days after travel is completed.

i)

Alaska National Guard/Naval Militia: Any travel and per diem authorized while performing SAD will
be submitted through the AKNG J1 to DMVA/DAS IAW State of Alaska Travel Regulations. The
DMVA/DAS Travel Clerk will compute the amount the member will receive under State law and
process the request for payment. EFF meals provided by DOF to AKNG members activated to state
active duty in support of wildland fires will be tracked daily by the MHEM and submitted to the
AAML. The AAML will send a record of meals provided to DMVA/DAS along with the OF-288s.
DMVA/DAS will compute the remaining per diem owed and process the request for payment.

Alaska State Defense Force: Any travel and per diem authorized while performing SAD will be
submitted through the Commander, ASDF to DMVA/DAS IAW State of Alaska Travel Regulations.
The DMVA/DAS Travel Clerk will compute the amount the member will receive under State law and
process the request for payment.



3) Calculating SAD Pay When Duty is Performed: When DMVA Forms 15s are received from the AKNG J1,
ASDF or ANM, DMVA/DAS will ensure all sections are completed. DMVA/DAS will calculate the total
amount of pay, due based on rank and years of service, for that pay period in the space provided on the form,
sign the form and forward it to the Alaska Division of Personnel Payroll Staff for entry into the state payroll
system. The calculation will include the SAD Daily Pay rate, the number of days duty was performed and the
total amount of pay due. For ASDF members: If the individual performed duty in 2 different job classifications
separate calculations will be made for each job classifications and the amounts combined to establish the total
SAD pay due.



Appendix A
STATE ACTIVE DUTY - status matrix

Immediate LEL Unit Voluntary
Response Activation activation
AGR Y (no SAD pay) N/A Yes note 2 NO
ADSW-CD | Y (no SAD pay) N/A Yes note 3 NO
ADSW Y (no SAD pay) N/A TBD Y note 4
Tech Y Y Y Y note 5
Temp Tech Y NO Y Y note 5
Traditional Y N/A note 1 Y Y
AT Y NO NO Y note 6
Drill Y NO NO Y note 6
ADSF Y N/A
ANM Y N/A

Immediate Response allowed for all military members to respond to save life, mitigate
suffering, and prevent significant property damage.

NOTES:

1 - DMVA LEL authorization memo can be provided to Guardsmen employed by other Federal/State agencies to

request leave justification.

2 - AGR's perform their normal AGR support functions, supporting their unit when called up. AGR's are not
entitled SAD pay.

3 - Counterdrug ADSW members are allowed to perform unit SAD missions in ADSW status, with the State

reimbursing ADSW rates and they are not entitled SAD pay.

4 - Must "break" orders.

5 - Allowed with concurrent Technician and Unit supervisor's approval.

6 - Must come off AT/Drill status to perform SAD.




Appendix B
State Active Duty and Military Technician Leave

Federal Military Technicians will be in one or more of the following statuses while on State Active Duty orders:

-Annual Leave

-Comp Time “Taken”

-Time off Award

-Leave without Pay (Requested in advance)

OR Law Enforcement Leave (Leave Code LL) if approved by command and the purpose is to provide military aid
to enforce the law or assistance to civil authorities in the protection or saving of life or property or the prevention of
injury. Not to exceed 22 workdays (DoD 7000.14-R, FMR, Vol 8 Ch 5, Para 051809).

NOTE: The only way for Federal Military Technicians to receive dual compensation is to be in an Annual
Leave (LA), Comp Taken (CT) or Time Off Award Status (LY). Law Enforcement Leave does not authorize
dual compensation, but ensures the Technician is compensated not less than the Federal technician pay rate.

The following three rules apply for Law Enforcement Leave:

Rule 1. If the State Active Duty Pay is greater than the Federal Military Technician pay, the technician keeps the
State active duty pay and the gross technician pay is collected.

Rule 2. If the State Active Duty Pay is less than the Federal Military Technician pay, the technician keeps the State
active duty pay and Tech Pay makes up the difference between the two.

Rule 3. All adjustments are made on the Federal Military Technician side. If the State pays late, or if the technician
delays providing the State payroll stubs to Pay & Exam, the Technician may incur a Federal technician debt.

DOD 7000.14-R, Financial Management Regulation, Volume 8, Chapter 5, 051.802. Reduction of Civilian Pay.
Under the provisions of 5 U.S.C. 5519 an employee’s civilian pay is reduced by the amount (other than a travel,
transportation, or per diem allowance) received by the employee for military service as a member of the Reserve or
National Guard for a period for which he is granted military leave for law enforcement assistance under 5 U.S. C.
6323(b) or (c). When the employee uses annual leave or compensatory time, the offset rules do not apply and the
employee receives full military pay and full civilian pay. Employees with temporary appointments of one year or
less are not entitled to military leave. Employees with appointment exceeding one year are entitled to military leave.




Appendix C
STATE ACTIVE DUTY- PAY SHEET
DMVA FORM 15

ORGANIZATION (UNIT)

LAST NAME, FIRST NAME

RANK & PAY GRADE

YEARS OF SERVICE

SSN

MAILING ADDRESS
CITY, STATE, ZIP

DUTY DATES:
NUMBER OF DAYS (AKNG):

NUMBER OF DAYS (ASDE ONLY)

# OF DAYS | TITLE # OF DAYS | TITLE
TRANSPORTATION

SAFETY OFFICER LABORER
COMMUNICATIONS SPEC 1 TRUCK DRIVER
PILOT I EMT
ADMINISTRATIVE OFFICER I MEDICAL OFFICER
ADMINISTRATIVE ASST Il CHAPLAIN
OTHER:

FUNDING CC:

TYPE OF DUTY (CIRCLE ONE): EMERGENCY NON-EMERGENCY

CERTIFIED BY:

PRINTED NAME/TITLE SIGNATURE DATE

----DO NOT WRITE BELOW LINE - THIS SPACE FOR PAY CALCULATION----

AKNG DAILY RATE:

ASDF DAILY RATE:

NUMBER OF DAYS DUTY:

TOTAL SAD PAY DUE:

DMVA DAS REP:

PRINTED NAME/TITLE SIGNATURE DATE
FORM REVISED: MARCH 2014




Appendix D

Alaska National Guard/ASDF
Payroll System Enrollment Form

Organization (Unit):

Name:

(Last name, First Name)

SSN:

Gender:

Date of Birth:

Date of Hire:

(Enlistment)

Mailing Address:

Street or PO Box

City

State Zip Code

Certified By:

Printed Name

Date

Signature



Appendix E

Beneficiary Designation
401(a) Plan

Use biack or BiLe ink when compieding this form. For quesiions regarding this form, contact Service Provider at 1-900-222-0858

88214-03 State of Alaska Supplemental Annuity Plan

A | Participant inf i
mm»mmmfrk“duﬁh'
payss oia
Social Securty Nurber Account Extansion ora partiapant nih mubiph scoourits
] f
Last Name Frat Name KL Date of Birth
( 1
Sirest Address Parsonal Phona NMumbar
( 1
City State Zp Coda Wiiork Phane Number
Emall Address O Mamed O Unmamed
Diwiskon'Paymoll Cantar
E | Primary Beneficiary Designation [Aitech en edd@onal shest o name additional benaficlanss.)
I | em mamied, my Plan requires my spouse as primary beneficiany for 5t keast 500 or my spouse consents fo my beneficlary designation.
% i
% of Account Balance — Primary Beneficiary Name Relationship ‘Social Security Numiber Dale of Birth
Sireat Addrass ciy SaE Zip Code
% i
% of Account Balance — Primary Benseficiary Name Relationship Social Sacurity Numiber Diale of Birth
Sireat Addrass ciy SaE Zip Code
% i
% of Account Balance — Primary Benseficiary Name Relationship Social Sacurity Numiber Diale of Birth
Sireat Addrass ciy SaE Zip Code
Contingent Beneficiary Designation
% i I
% of Account Balance  Confingent Baneficiary Mame Retationship Soclal Securfty Mumber  Dale of Biith
Siraet Agdress City State Zp Code
% i !
% of Account Balance  Confingent Baneficiary Mame Retationship Soclal Securfty Mumber  Dale of Biith
Siraet Agdress City State Zp Code
% i !
% of Account Balance  Confingent Baneficiary Mame Retationship Soclal Securfty Mumiber  Dale of Biith
Straet Agdress City Siate Zp Code
T | Signatures and Consent
Participant Consent

| have compiated, understand and sgres to &l pages of this Benefdary Designation form. Subject to &nd In sccordance with the fems of
the Flan, | am making the above beneficlary designations for my vested account In the event of my death. If | have mone than one primany
benediciary, mauxunﬂmmasspmﬁm.|rammmnmmruwmrmnmmmmm
surviving primary beneficiaries. Contngent benaficlaries will recalve & benedl only I thers ks No sunviing primary benaficlary, &s specified. i
& contingent beneficlary predeceases me, mwmmulmumﬂhmmmmﬂmmmllmmm
beneficlaries, amounts wil be pakd pursuant to the terms of e Plan or epplicalie law. This designation |s effective upon axecution and
oalvery to Sanice Provider. if any Information ks missing, addiional informetion may be requined prior to recording my designation.

This designation suparsedas &l prior designations. Benefidanes will share egually If parcaniages are not provided End &y Bmounts unpaid
upon death will be dhvided equaly. Primary and contingent beneficlaries must separately total 100% In whols percentages.

STD FBENED .01/08M14 Page 1 of 2 ”"l"l |I| |II| AD1:112013

METINSTIE




9821403
Last Name Flrst Name ML ‘Social Securty Number Numiber

| understend that Sarvce Prowider ks required to comply with the reguiaions end requirements of the OfMce of Fomelgn Asseds Condrol,
Department of the Treasury ("OFACT). A5 a rasult, Sandce Provider cannat conduct business with persons in & blocked courdry or any
parson designated by OFAC &5 & specally designated nafional of Mocked parson. For mone informafion, please BoCess the OFAC Wab sle
&t: hitp-ifwww. ireesury gowsboutionganizational-siuchrme/oflicas PagesOfice-of-Foreign-Assets-Control aspe.

Important Motce: If | Bm marmed end | elect a primary benefclary ofer than my spouse o in addion to my spousa, My SpoUse must
consent by signing the Spousal Consent saction of this fonm.

Any person who presants false or fraudulent information is subject to criminal and civil penalties.

Participant Signature Date (Required)

Spousal Consent

Daies of the paricipent’s spouse signature and notarization or witness by Plan AdministralosTrustes must mateh.

I, (name of spouse) , the cument spousa of the participant, heraby voluniary
consent o he parficipant's pimary benefidary ceskgnation above and understand Its efiect. | undersiand that by providng such consent |

BmM walving my right io recelve elther all (T | am not designaled as & primary benaficlany) or 8 percentage (If | and enother person are
mmmwmm] of the paficipants vesied esccount which would ofenwise be payable fo me upon the partidpant's
daath. | undarstand that my consent ls Imevocaile unless my spouse changes beneficlary designafion, or designates me as & primary
benaficary io receive his or her entire vesied account balance.

Spouse Signature Date (Required)
‘Witness of Spouse’s Signature

The spoLEE's signafure must he winessed by 8 Notary Pubic or Flan Adminktmion Tristes (see bebw)
This form may also ba signad In front of & Postmasier or Division of Aetrement end Banafiis Aeprasentativa,

Statement of Notary NOTE: Notary seal must be visible.
State of }  The consant ko this request was subscribed and swom jor afmed)
1o betore me on this day ol , year by
Judicial Je5.  (meme of spouse)
Désfrict o proved to me on Me basis of safistaciory evidancs 1o be the parson who SEAL
County of }  appeared betors me, who affimmed that such consant represents hisher fres

and woiuntary act.

Natary Putic Signatura My COMMIsSion axpires

Authorized Plan AdministratorTrustee Signature
| rcapt the Information provided by the: particpant on this fom.
If notarizad consent |s not obtainad, | cartity that the Spousal Consant was signed by fa spouse of the participant In my presanca.

Authorized Plan AdministratorTrusise Signature Date [Reguired)
D | Mailing Instructions

Participant forwand o Empioyer
Empdoyer forward to Service Provider
Great-West Aetiament Sences®
Reguiar Maill: Phona: 1-800-232-0858 Express Mall:
PO Box 173764 Fax: 1-303-801-5800 BE15 E. Orchand Road
Denver, CO 8021 7-3784 ‘Webslte: www akdh.com Greamsood Village, CO 80111

el el T F e o prodacle ard servicee aiavives by Somal-vieel Lile 5 Booruiy Iraoance Co pany Giez Aeel e & A by

Cnrpany of M 'f-.'lr-:_ WHIR Zlairs kose Var:: thain 5. |hrdd.'mc's anr afii |.:r'.'"lr-'4'"|:‘"4‘ Rrfiramane Sarvioas” -1 anduees "1r.|
wed oy GrewliSss ] fr & Arnaiy Insermane S ..n11p1n5,_ Fazftarx, 10 FARSre ddmir stre-ars, | Goin Seifoc iz, Groalafzse ] 5o 8
Laru sy IELREITe Ceripary o e Ferk Whie Flzins, Hes Tork @10 fisir sans diares and aiiakes, speat-heck LEE & Srnoiy IreL aroe Conpans
&1 Ikeled] i Corduct sLaElnes: IF e Fork, Dizirs whe srasuse £ rlaled sars osa are 204 10 e Fork By Bs sulscdary, Soaal-dviad Lia &
Saru Ly hraance Soenpany s Hess Sork, Doen prooducls sod seecicers gy o szl e ke Yok oy TASCoe, LLS

STD FBENED 0/08M14 Page 2 of 2 AD1:112913
METLSTERIET



Appendix F

STATE OF ALASKA
DESIGNATION OF BENEFICIARY FOR UNPAID COMPENSATION

This fomm names the peopie you want o recelve unpald wage compensation In the event of your death while an employee of the State of Alaska. It can
also be used to change thosa names at any ime. Your wishes may not be camied out 35 Intended I the form ks not compisted comactty.

Employee Name Depariment
Employee ID Date of Birth
INITIAL AUTHORIZATION CHAMGE
PRIMARY BEMEFICIARY (IES) CONTINGENT BENEFICIARY (IES)
[Name Mame
Address: Address
[ Cify. Stals iy, Stats
& Fp Code & Zip Code
Relationzhip DOE (IT minor] Parcentage Retationship OB [If minor) Parcantage
Y %o
Hama im
Bddress: Address
City, Sfals Ciy, Stats
& FIp Code & Zlp Code
FEatonznp 08 [T minot) Parcentage LEE ST OB (I minon Perceniage
£ %
Hamg Mama
[ Eddress Abdrees
City, Sfals Ciy, State
& 7Ip Code & Flp Code
Relationship D08 (I minor Parcantage Relationship 0B (I minoT) Porcantage
£ %
Hamg Mama
Bddress: Address
City, Sials Ciiy, State
& 7ip Code & Flp Code
Relationship DOS (I minor Parcantage Relationship O (I minoT Percaniage
£ %
TOTAL PRIBARY PERCEMTAGE MUST EGUAL 100%% TOTAL CONTIMGENT PERCENTAGE MUST EGUAL 100%
Employes Signature Cats I Witees Data
INSTRUCTIONS

You may designate one primary benedcary whio would be the soie be

2. Youmay designate primary beneficlary(les) and contingent beneficlary(les). F'|1r|'|argI beneficianes receive the benefi first If you die. Contingent
peneficianes recelve the benefit If e primary beneficiary has died.

3. Youmay designaie any number of benedcianes to share In any manner you wish. Please designate the percentage o pay each beneficlary. The
fotal pencantage of all Primary beneficiaries must equal 100% and the totad of all Contingent beneficianes must equal 100%. List each name
separately; atiach addiional forms

4 nynuanuesmmrgamanmammdage:-asymrmmy you must add the minors date of birth (DOB).

5. Should you wish o change or alter your designalion of beneficlary, be sune to complete a new form in s enfnety.

6. This form must be witnessed by someone who can verfy your identily and who ks not your beneficary.

Return this completed form fo your Payroll Services Section or Agancy HR OfMce, or you may send it direcly to Dept. of Adminisiration, Div. of
Finance, Payroll Section, P.O. Box 110204, Juneau AK 998110204

Rey. 04252012



Appendix G

Travel Questionnaire for State Active Duty Members I2[]14

Service Member:
Check One: [] Same Day Trawel [] Ovemight Travel

Duty Station:
Days Waorked:;

Ground Transportation
Pick-up Location
Date & Time of Pick-up
Date & Time of Pick-up

Drop-off Location
Date & Time of Drop-Off
Date & Time of Drop-Off

| State Wehicle [ | GOV Vehicle [| Private Viehicle or
[] Rental Car (Attach Receipt)
Rental Car Fuel [] Yes [ Mo {Attach Receipt)

Vehicle Use: (] Driver or (] Passenger

Hotel? [] Yes [ Mo
Date & Time of Check-in

Hotel Name & Address:;

Date & Time of Check-out

Form of payment [ JCash [] Personal Credit Card [ ] Government travel Card [] State CTA Attach Receipt

Amount

Moncommercial Lodging? {Did you stay with someone?) [ Yes [] Mo (Did you pay them anything?) [] ¥es [] Mo

Amount
Address:

Departure/Return: Circle One
MIL Air Provided [ es [J Mo

From: City State
To:  City State
Date:

Required Check-in ime
Actual armival at airportfield
Time of Departure

Aurrival at destination

Departure/Return: Circle One
MIL Air Provided (] ¥es (] Mo

From: City State

To: City State

Date:
Required Check-in time
Actual armrival at airportfield
Time of Departure

Armival at destination

Departure/Return: Circle One
MIL Air Provided [] Yes [ Mo

From: City State
To: City Sitate
Date:

Required Check-in ime
Actual armival at airportfield
Time of Departure

Aurival at destination

Departure/Return: Circle One
MIL Air Provided [] Yes [] Mo

From: City State
To: City State
Date:
Required Check-in time

Actual amrival at airportfield
Time of Departure
Amival at destination

Additional Information: Include specific information
additional sheet if necessary)

regarding unigue travel droumstances. (Attach an

|fwe certify that the above information is true and correct

Service Member's Signature Date

Supervisor's Signature Date

Revised 03142014




Appendix H

1-1 References:

1)
2)
3)
4)
5)
6)

7)

8)

9)

5 U.S. Code 5519

Alaska Statutes (AS) Title 26

AS 39.27.011

AS 41.15.030

ANGI 36-101

DOD 7000.14-R, Financial Management Regulation, Volume 8, Chapter 5

DoDI 1215.06, Uniform Reserve, Training and Retirement Categories, 02 Jun 07, Incorporating Change 2,
24 Dec 08

NGR 500-1

NGR 600—5

10) United States Code (U.S.C.) Title 32, National Guard



GLOSSARY and ACRONYMS

ADSW — Active Duty for Special Work — A Federally-funded tour of active duty for reserve personnel authorized
from military and reserve personnel appropriations for work on active or reserve component programs.

AGR - Active Guard/Reserve — a full-time status (under US Code Title 32) equivalent to Active Duty military
(under Title 10) that maintain full-time operations of the National Guard. AGRs are National Guard and Reserve
members who are on voluntary active duty providing full-time support to National Guard, Reserve, and Active
Component organizations for the purpose of organizing, administering, recruiting, instructing, or training the
Reserve Components.

AKNG - Alaska National Guard — the Federally-recognized State military forces under command and authority of
the Governor, until Federalized by Congress or the President.

AKNG HRO - Alaska National Guard Human Resources Office — the Federal Personnel responsible for
administration of the National Guard full-time workforce.

AKNM - Alaska Naval Militia — a dual-status all-volunteer State military organization within the DMVA who may
be called to State Active Duty in lieu of the AKNG during emergencies or missions requiring their support. AKNM
members are dual-status and must also be members of the US Navy Reserve or US Marine Corps Reserve. As such,
they are eligible to be called up for either SAD (State control) or Federalized (Federal control).

Alpha Roster — unit list of members in alphabetical order.
ANGI — Air National Guard Instruction — Guidance deriving authority from Air National Guard Bureau.
AS — Alaska Statute — codified law governing the State of Alaska

ASDF — Alaska State Defense Force, a.k.a. 49" Military Police Brigade — an all-volunteer State military
organization within the DMV A who may be called to State Active Duty in lieu of the AKNG during emergencies or
missions requiring their support.

Civil Authorities -- Those elected and appointed officers and employees who constitute the government of the
United States, the governments of the 50 states, the District of Columbia, the Commonwealth of Puerto Rico, United
States possessions and territories, and political subdivisions of such to include county, city, townships etc.

Civil Support Teams -- Department of Defense personnel designated to support US civil authorities for domestic
emergencies AW reference c, section 12310(c), and for designated law enforcement and other activities.

Compensatory Leave -- Means time off with pay on an hour-for-hour basis in lieu of overtime pay for irregular or
occasional overtime work.

CNGBI — Chief of the National Guard Bureau Instruction — Guidance deriving authority from the Chief of the
National Guard Bureau

DAS — Division of Administration — a division under the State of Alaska’s Department of Military and Veterans
Affairs, responsible for reviewing and processing State expenditures, including SAD pay.

Defense Support of Civil Authorities -- Support provided by U.S. Federal military forces, DoD civilians, DoD
contract personnel, DoD Component assets, and National Guard forces (when the Secretary of Defense, in
coordination with the Governors of the affected States, elects and requests to use those forces in status pursuant to
DoDI 1215.06, Uniform Reserve, Training and Retirement Categories, 02 Jun 07, Incorporating Change 2, 24 Dec
08) in response to requests for assistance from civil authorities for domestic emergencies, law enforcement support,
and other domestic activities, or from qualifying entities for special events.

DMVA — Department of Military and Veterans Affairs — A State of Alaska department comprised of the Army and
Air National Guard, Alaska State Defense Force, Alaska Naval Militia, Division of Homeland Security and
Emergency Management, Division of Administration, Veterans Affairs, and the Military Youth Corps. The DMVA
Commissioner is dual-hatted as the Alaska National Guard’s Adjutant General.



Dual Compensation -- For the purposes of this instruction, dual compensation is the payment by Federal funds for
both military and technician duty within the same period of duty without the proper charge of leave. State laws
govern the payment of Federal funds and State funds for the same duty period. Dual compensation is a civilian pay
issue.

Dual Status Technician -- A military technician required as a condition of that employment to maintain
membership in the Selected Reserve.

FTS — Fulltime Staffing (or Fulltime Support) — the fulltime personnel operating National Guard units. FTS include
military (AGR) and Federal technicians.

JDOMS — Joint Directorate of Military Support — a National Guard officer serving as liaison between the State’s
National Guard and all non-military entities.

LEL — Law Enforcement Leave — a special leave category granted to Federal Military Technicians for some SAD
missions. Leave for the purpose of providing military aid to enforce the law or for the purpose of providing
assistance to civil authorities in the protection or saving of life or property or the prevention of injury.

LWOP — Leave without Pay — a leave category for Federal Military Technicians. Leave without pay is a temporary
non-pay status and absence from duty that in most cases is granted at the employee’s request. In most instances,
granting LWOP is a matter of supervisory discretion and may be limited by agency internal policy.

Military Leave — Means paid time off for certain types of active or inactive duty in the National Guard or as a
Reserve of the Armed Forces, but not SAD.

NDS — Non-dual Status -- A technician not required to maintain membership in the Selected Reserve.

NGB — National Guard Bureau — A Federal bureau organized under the Department of Defense, managing and
allocating Federal resources to the States and Territories, and serving as the interface between the National Guards
of the States and Territories to Departments of the Army and Air Force. NGB has oversight for State Defense
Forces, determining their end strength.

NGR — Army National Guard Regulation — Regulations deriving authority from Army National Guard Bureau.
SAD - State Active Duty —a. duty status of the state organized militia performing duty ordered by a competent
state authority, with specific legal allowances for what type of missions can be performed and for which
occupational benefits, entitlements and compensation are provided by state law.

Sick Leave — A paid absence from duty for personal medical needs, care of a family member, adoption-related
purposes, bereavement or as otherwise authorized by law. Sick leave is not to be used for the purposes of SAD.

SFY — State Fiscal Year starts July 1 and ends June 30.
SOA - State of Alaska
USPF&O — United States Property Fiscal Officer

VOCO - Verbal Orders of the Commanding Officer — verbal authority/authorization allowing mission to proceed.



