Enclosure 2

Procedures for submitting a request for an administrative correction to T & A Report.   

1.  The burden of proof lies with the technician.  The technician on a given AGR tour must show that he or she was denied leave. The request for administrative correction must be initiated in writing, and submitted by the technician to their state’s Human Resources Office (HRO).  While no specific form is required, the request should describe the basis for the correction.  The request should include:  

(1) The technician’s name, address, and contact information;

(2) A copy of the denial of leave; 

(3) Any other constructive evidence to support the request, i.e., DFAS Form 1, DoD Civilian Leave and Earnings Statement from last pay period received in given calendar year of the claim, (YTD Military Leave Accrued, Used, Use-Lose/Term, and Date).

1. If a technician’s request is substantiated, and the denial of military leave occurred, the HRO and Customer Service Representative (CSR) will coordinate the following actions. 

(1)  HRO provides CSR the technician’s Entered On Duty (EOD) date and verify 
their Reserve Category Code is “L” – the technician is eligible to accrue 120 hours of Military Leave (LM).

(2)  CSR obtains the original Time and Attendance (T&A) reports of effective retroactive pay period/s.

(3)  CSR makes a copy of the original T&A, initiates a corrected T&A annotating 
military leave (LM), and ensures it is signed and dated by a Certifier.

(4)  CSR initiates a Remedy ticket per SSN under the "Pay Audits Offline 
Timecard Correction Audit" bucket, include statement “AGR Retroactive Military Leave”, provide EOD date and Reserve Category Code, attach scanned copy of original T&A report, and corrected T&A report.

(5) DFAS-Indianapolis Civilian Payroll Office response time for properly 
documented T&A corrections is 60 days although in some circumstances additional time may be required for processing.



