General Instructions for Special Pays
· Processing Times: BUMED has 30 days to complete the processing of a request from the date of receipt, and the total processing time can take up to 2 months from the date the IP/BCP request is submitted, or the effective date if the requested date is in the future.
· Ensure the name on the request, and endorsement letter, match the name of member who is submitting the request.
· If the request is sent back for correction, the time will restart from the date it’s received again by Special Pays.
· For an RB/IP request, once the agreement is completed, it will be returned to the Point of Contact (POC), or the Organizational Mailbox, in the request, so make sure the contact information is correct in the request before submitting to BUMED.
· Once the agreement is returned to the POC, the member is to complete and return the acceptance/declination letter via email to Special Pays at  usn.ncr.bumedfchva.mbx.specialpays-bumed@health.mil.
· Allow 1-2 months for processing once the acceptance letter is received by BUMED. Please note, all requests with a future effective date will not be processed by DFAS until the actual effective date. 
· DFAS has a 30-day window from the date the acceptance letter is submitted to them, or from the effective date, to process the request. 
· Only contact BUMED after 2 months from the date submitted and the pay has not been posted to the member’s pay account or LES. Also check the member’s Master Military Pay Account (MMPA) or LES before contacting BUMED. IP and BCP can be found under FID 09, and RB under FID RB. The Payment for an RB can be found under FID PJ, PX, or PW.
· Eligibility: Review the appropriate Corps Pay Guidance on the BUMED Special Pays webpage https://www.med.navy.mil/Special-Pays/ to determine if the member meets the eligibility requirements, which includes, but not necessarily limited to:
· Member serves in the specialty for which any Special Pays is being requested (for MSC and NC, must hold the specialty as the Primary).
· Member possesses a current, valid, and unrestricted license.
· Request and endorsement must be dated no more than 60 days before or 30 days after effective date. 
· If submitting in a new Fiscal Year (FY) the request, and endorsement cannot be dated, or submitted, to BUMED until the FY NAVADMIN has been released.
· Sections highlighted in Yellow on the request MUST be filled out, specifically:
· Date: 
· From: Rank, Name, Corps, USN
· Via: Commanding Officer, Command
· Ref: (b) NAVADMIN (current FY)
· Encl: Correct Board and date of board certification
· Effective date of request
· BCP, or RB, and or IP amount 
· POC, POC’s Email & POC’s telephone number, or Organizational mailbox, and/or requestor’s Email.
· Retro request is only used for unavoidable extreme rare situations. When entering an RB/IP agreement the member is obligating for future service, not past service.  
· Examples of justification for unavoidable situations:
· emails, or documented communications from the member attempting to submit a request to their Special.
· Pays coordinator without receiving feedback,
waiting on higher headquarters decision for situations such as retired retained/age waiver requests. 
· Examples of avoidable situations:
· the member did not know their eligibility date,
· the member did not know their OSD 
· the member did not know, or how to submit an RB/IP request
· administrative error/oversight
· Request is completed, dated, and signed by the member.
· CO Endorsement is completed, dated, and signed (with justification if retroactive). Endorsement cannot be dated prior to the date of the request.
· All supporting documents must be legible. Scan all as .pdf files and email the request, endorsement, and other documentation such as diploma, license, and training certificate to the BUMED Special Pays email address: 
usn.ncr.bumedfchva.mbx.specialpays-bumed@health.mil.

