How to Request Advance of Pay


Step 1, Employee:

1. 
Complete SF-1190 (click on link below and follow Instructions)

https://wu.acpol.army.mil/eur/overseas/inprocessing/sf1190.htm
· SAMPLE of a completed SF-1190. (highlighted fields are mandatory fields, if applicable)
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2.  
Forward the following to the Servicing CPAC:

· Completed and signed SF-1190

· Advance of Pay Authorization Memorandum signed by CPAC and employee

(Sample of Advance of Pay Authorization Memorandum)

https://wu.acpol.army.mil/eur/overseas/inprocessing/Memo_for_Advance_Pay.doc
· Statement of understanding signed by CPAC and employee

(Sample of Statement of understanding)

https://wu.acpol.army.mil/eur/overseas/inprocessing/SOU_for_Advance_Pay.doc
· PCS Orders and amendments.

Step 2, Servicing CPAC:

1.  Review the SF-1190 and ensure the amount requested does not exceed the maximum amount authorized on the Advance of Pay Authorization Memorandum.  CPAC  will not authorize requests for Advance of Pay if the employee does not submit the request 2 months after the reporting date.

2. Sign and date block 25 of the SF-1190.

3. Scan and forward all documents (see below) to CHRA-E, ESD central mailbox at
 usarmy.rheinland-pfalz.chra-eu.mbx.lqa@mail.mil
STEP 3, CHRA-E, OED:

1. Approved claims will be processed and the employee will be notified via email.
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