












Attachment 2  Process for MOD employees claiming travel and subsistence (e-SSS routing) 

Step in 
process 

Role Responsibility in process 

Step 1 Recommending Official (Immediate 
supervisor of MOD employee) 

• Complete SF182 (if claim is in relation to a training course) 
• Develop business case (Word document) 
• Forwards to Squadron CC/CD 

Step 2 Owning Squadron CC/CD • Reviews documentation 
• Forward documents including e-SSS to MOD Business Support 

Team (BST) 
Step 3 Servicing MOD BST • Reviews SF182 and business case 

• Attaches current MOD policy on travel and subsistence and 
confirms the employee’s entitlement 

• Forwards documents to Civilian Personnel Office (CPO) Resources 
Team 

Step 4 CPO Resources Team • Reviews documentation 
• Forwards documents to Comptroller Squadron/Wing Financial 

Manager 
Step 5 Comptroller Squadron /Wing Financial 

Manager 
• Reviews documentation 
• Confirms funds are available 
• Forwards documents to CPO Resources Team 

Step 6 
(claims £1 

- £500) 

CPO Resources Team (for claims up to 
£500) 

• Review and Retain documentation 
• Approves or denies and forwards to Recommending Official and 

MOD BST for action 
Step 6 
(claims 
£500 or 
higher) 

MSG Civilian Deputy (RAF 
Lakenheath and Mildenhall only) 

OR 
ABG Commander (RAF Croughton & 
Alconbury only) 

• Reviews documentation 
• Confirms or denies approval to CPO (who in turn will retain 

documents and forward to recommending official and servicing 
MOD BST for action) 

 

CPO notes on the process to be followed. 

1.  The approvals process described in the above table should be followed prior to the undertaking of any duty that may incur travel 
and/or subsistence costs (recognizing this may not always be possible due to a short notice TDY).  However, if it was not possible to 
follow the process described above before the TDY it must be followed after the TDY.  Recommending Officials (the MOD 
employee’s line manager) should initially seek guidance on the process to be followed from the CPO Resources Team at DSN 238-
3069.   

2.  If the claim relates to a training course/training event a SF182 will need to be completed. For further advice and guidance on 
training please contact the CPO Employee Management Relations/Training Team at DSN 238-4139. 

3.  The business case should be submitted as a Word document and should answer the following (as a minimum): 
• Why the claim is being made/What was/is the requirement? 
• The dates the claim is in reference to.   
• Where the employee travelled to and from? 
• Whether or not a government vehicle was used/is to be used? 
• The type of subsistence that is (or was) being claimed e.g. travel, travel time, food and drink and lodging, etc. 
• An estimate/summary of all the costs that will be/were incurred. 

4.  The CPO will not have access to current MOD policy, rules and guidance/policy statements; these will be provided by the MOD 
BST/MOD Liaison Office.   

5.  The MOD employee must receive approval from their US/LNDH line manager before they undertake any duty that will incur 
travel and/or subsistence costs (please note MOD Line Managers do not have the authority to financially obligate the US government). 



Attachment 3  MOD employees claiming Short-Term Temporary Promotion (STTP)/Deputizing (e-SSS routing) 

Step in 
process 

Role Responsibility in process 

Step 1 Recommending Official  (Immediate 
supervisor of MOD employee) 

• Provide the employee’s current Position Description (PD) and the PD 
for the position they will be covering on STTP/Deputizing  

• Provide a SF Form 52, Request for Personnel Action (RPA) 
• Specify duration of STTP (no longer than 90 days)  
• Develop business case on Word document (see below) 
• Provide an organizational chart 
• Forward all documents, including e-SSS, to Squadron CC/CD for 

review and coordination 
Step 2 Owning Squadron CC/CD • Reviews documentation in accordance with applicable MOD Policy 

• Forwards supporting documents, including e-SSS, to MOD Business 
Support Team (BST) 

Step 3 Servicing MOD BST • Reviews the business case 
• Attaches the current MOD policy on STTP/Deputizing 
• Forwards documents to Civilian Personnel Office (CPO) Resources 

Team 
Step 4 CPO Resources Team • Reviews documentation 

• Forwards documents to Comptroller Squadron/Base Financial Manager 
for funds availability 

Step 5 Comptroller Squadron /Wing Financial 
Manager 

• Reviews documentation 
• Confirms funds are available 
• Forwards documents to CPO Resources Team 

Step 6 CPO Resources Team • Reviews & Retains documentation 
• Confirms or denies approval to the Recommending Official & 

forwards to MOD BST for action 
 

CPO notes on the process to be followed. 

1.  The approval process described in the above table must be followed prior to the undertaking of any duties that could potentially be 
at a higher grade. Any claim for STTP cannot be backdated.  Recommending Officials (the MOD employee’s line manager) should 
initially seek guidance on the process to be followed from the CPO Resources Team at DSN 238-3069.  For specific guidance on the 
terms and conditions applicable for MOD employees the approving official should contact their local MOD BST. 

2.  The business case can be submitted as a Word document and should answer the following points (as a minimum): 
• Adequately outline the requirements of the request. 
• Provide sufficient justification to support the request. 
• The dates that the claim references.   
• An estimate of the cost that will be incurred.  

 
3.  The CPO will not have access to current MOD policy, rules and guidance/policy statements;  these will be provided by the MOD 
BST/MOD Liaison Office.   

4.  All temporary actions must have an end date entered into the RPA not to exceed 90 days. After the first 90 days a renewal RPA 
must be submitted in advance of expiration to the CPO for consideration to extend the employee. No movements will take place 
before approval.  

5.  MOD line managers (regardless of grade) cannot legally obligate the expenditure of APF funds.  

  

 



Attachment 4  Process for MOD employees claiming Temporary Managed Progression or Promotion (TMP) (e-SSS routing)  

 

CPO notes on the process to be followed. 

1.  The approval process described in the above table must be followed prior to the undertaking of any duties that could potentially be 
at a higher grade. Any claim for Temporary Managed Promotion/Progression (TMP) cannot be backdated.  Approving Officials (the 
MOD employee’s line manager) should initially seek guidance on the process to be followed from the CPO Resources Team at DSN 
238-3069.  For specific guidance on the terms and conditions applicable for MOD employees the approving official should contact 
their local MOD BST. 

2.  The business case can be submitted as a Word document and should answer the following points as a minimum: 

• Adequately outline the requirements of the request. 
• Provide sufficient justification to support the request (why is the action necessary?). 
• The dates that the claim references. 
• An estimate of the cost that will be incurred.  

3.  The CPO does not have access to current MOD policy, rules and guidance/policy statements; these will be provided by the MOD 
Business Support Team/MOD Liaison Office.   

4.  All temporary actions must have an end date entered into the RPA not to exceed 90 days. After the first 90 days a renewal RPA 
must be submitted in advance of expiration to the CPO for consideration to extend the employee. No movements will take place 
before approval.  

5. MOD Line Managers (regardless of grade) do not have the authority to financially obligate the US government.  

Step in 
process 

Role Responsibility in process 

Step 1 Recommending Official (Immediate 
supervisor of MOD employee) 

• Provide the employee’s current Position Description (PD) and the PD 
for the position they will be covering on TMP  

• Provide an SF Form 52, Request for Personnel Action (RPA) 
• Specify duration of TMP (no longer than 90 days)  
• Develop the business case on Word document (see below) 
• Provide an organizational chart 
• Forward all documents, including e-SSS, to Squadron CC/CD for 

review and coordination 
Step 2 Owning Squadron CC/CD • Reviews documentation 

• Forwards supporting documents, including e-SSS, to MOD BST 
Step 3 Servicing MOD Business Support 

Team (BST) 
• Reviews the business case in accordance with applicable MOD Policy 
• Attaches the current MOD policy on TMP 
• Forwards documents to Civilian Personnel Office (CPO) Resources 

Team 
Step 4 CPO Resources Team • Reviews documentation 

• Forwards documents to Manpower Office 
Step 5 Manpower Office • Reviews documentation and provide recommendation regarding 

approval 
• Forwards documents to Comptroller Squadron/Wing FM 

Step 6 Comptroller Squadron /Wing 
Financial Manager 

• Reviews documentation 
• Confirms funds are available 
• Forwards documents to CPO Resources Team 

Step 7 CPO Resources Team • Reviews & Retains documentation 
• Confirms or denies approval to the Recommending Official & forward 

to MOD BST for action 



Attachment 5  Process for MOD employees claiming reimbursement of Professional Membership fees (eSSS routing) 

Step in 
process 

Role Responsibility in process 

Step 1 Recommending Official 
(Immediate supervisor of MOD 
employee) 

• Provides the employee’s current PD (the professional membership 
must be identified on the position description (PD))    

• Develops business case on Word document (see below) 
• Forwards documents, including e-SSS, to MOD BST 

Step 2 Owning Squadron CC/CD • Reviews documentation 
• Forwards supporting documents, including e-SSS, to MOD Business 

Support Team (BST) 
Step 3 Servicing MOD BST • Reviews the business case in accordance with applicable MOD Policy 

• Attaches the current MOD policy on reimbursement of Professional 
Membership fees 

• Forwards documents to Civilian Personnel Office (CPO) Resources 
Team 

Step 4 CPO Resources Team • Reviews documentation 
• Forwards documents to Comptroller Squadron/Wing Financial Manager 

Step 5 Comptroller Squadron /Wing 
Financial Manager 

• Reviews documentation 
• Confirms funds are available 
• Forwards documents to CPO Resources Team 

Step 6  CPO Resources Team • Reviews & Retains documentation 
• Confirms or denies approval and notifies Recommending Official and 

forwards to MOD BST for action 
 

CPO notes on the process to be followed. 

1.  The approvals process described in the above table must be followed prior to the MOD employee seeking reimbursement from the 
MOD for their professional membership fees. The requirement to hold a professional membership must be identified on the PD. This 
is similar to the MOD’s own process of ensuring the professional membership is on the ‘Post Skills’ profile. Approving Officials (the 
MOD employee’s line manager) should initially seek guidance on the process to be followed from the CPO Resources Team at      
DSN 238-3069.  For specific guidance on the terms and conditions applicable for MOD employees the approving official should 
contact their local MOD BST. 

2.  The business case should be submitted as a Word document and should answer the following points (as a minimum): 
• Adequately outline the requirements of the request 
• The dates the claim is in reference to  
• Provide a copy of the professional membership certificate/card/official letter that shows evidence of membership  
• Provide proof of payment/actual receipt showing payment  

 
3.  The CPO does not have access to current MOD policy, rules and guidance/policy statements; these will be provided by the MOD 
BST/MOD Liaison Office.   

4.  The MOD employee must receive approval from their US or LNDH line manager before they make a claim for reimbursement of 
professional fees (note MOD line managers do not have the authority to financially obligate the US government). 

 

 



Attachment 6  Process for New Allowances for MOD employees relating to the duties of the position 
(for example on-call, supervisory allowance, etc.) (e-SSS routing) 

 
Step in 
process 

Role Responsibility in process 

Step 1 Recommending Official (Immediate 
supervisor of MOD employee) 

• Provides the employee’s updated Position Description (PD)   
• Provides an SF Form 52, Request for Personnel Action (RPA) 
• Develops the business case on Word document (see below) 
• Provides an organizational chart 
• Forwards all documents, including e-SSS, to Squadron CC/CD for 

review and coordination 
Step 2 Owning Squadron CC/CD • Reviews documentation 

• Forwards supporting documents, including e-SSS, to MOD BST 
Step 3 Servicing MOD Business Support 

Team (BST) 
• Reviews the business case in accordance with applicable MOD Policy 
• Attaches the current MOD policy on the applicable allowance 
• Forwards documents to Civilian Personnel Office (CPO) Resources 

Team 
Step 4 CPO Resources Team • Reviews documentation and provide recommendation regarding 

approval/disapproval 
• Forwards documents to Comptroller Squadron/Wing FM 

Step 5 Comptroller Squadron /Wing 
Financial Manager 

• Reviews documentation 
• Confirms funds are available 
• Forwards documents to MSG/DD or ABG/CC as applicable 

Step 6 MSG Civilian Deputy (RAF 
Lakenheath and Mildenhall only)            
OR 
ABG Commander (RAF Croughton 
& Alconbury only) 

• Reviews documentation 
• Confirms or denies approval to CPO (who in turn will retain documents 

and forward to Recommending Official and servicing BST for action) 

 

CPO notes on the process to be followed. 

1.  The approvals process described in the above table must be followed prior to the undertaking of any duties that could potentially 
involve receiving a new MOD allowance. Any claim/request cannot be backdated.  Recommending Officials (the MOD employee’s 
line manager) should initially seek guidance on the process to be followed from the CPO Resources Team at DSN 238-3069.  For 
specific guidance on the terms and conditions applicable for MOD employees the approving official should contact their local MOD 
BST. 

2.  The business case should be submitted as a Word document and should answer the following points (as a minimum): 
• Specify what allowance is being requested. 
• Adequately outline the requirements of the request  
• Provide sufficient justification to support the request (why is it necessary) 
• If temporary, the dates the claim is in reference to (if applicable).   
• An estimate of the cost that will be incurred.  

 
3.  The CPO will not have access to current MOD policy, rules and guidance/policy statements; these will be provided by the MOD 
BST/MOD Liaison Office.   

4.  All temporary actions/allowances must have an end date entered into the RPA not to exceed 90 days. After the first 90 days a 
renewal RPA must be submitted in advance of expiration to the CPO for consideration to extend the employees allowance.  

5.  The MOD employee must receive approval from their US/LNDH line manager before they undertake any claim for MOD 
allowances that increase their pay (please note MOD Line Managers (regardless of grade) do not have the authority to financially 
obligate the US government). 

 



Attachment 7  Process for Reassignments/Post Rotations for MOD employees (e-SSS routing) 

Step in 
process 

Role Responsibility in process 

Step 1 Recommending Official (Immediate 
supervisor of MOD employee) 

• Provides the employee’s current Position Description (PD) and the 
PD for the position they will be rotating into  

• Provide an SF Form 52, Request for Personnel Action (RPA)  
• Develops business case on Word document (see below) 
• Provides an organizational chart 
• Forward all documents, including e-SSS, to Squadron CC/CD for 

review and coordination 
Step 2 Owning Squadron CC/CD • Reviews documentation in accordance with applicable MOD Policy 

• Forwards supporting documents, including e-SSS, to MOD Business 
Support Team (BST) 

Step 3 Servicing MOD BST • Reviews the business case 
• Attaches the current MOD policy on Post Rotations 
• Forwards documents to CPO Resources Team 

Step 4 CPO Resources Team • Reviews documentation 
• Ensures request does not contravene/prevent/impact the MOD to 

LNDH initiative. 
• Forwards documents to Manpower Office 

Step 5 Manpower Office • Reviews documentation and provide recommendation regarding 
approval 

• Forwards documents to Comptroller Squadron/Base FM 
Step 6 Comptroller Squadron /Base Financial 

Manager 
• Reviews documentation 
• Confirms funds are available 
• Forwards documents to MSG/DD or ABG/CC as applicable 

Step 7 MSG Civilian Deputy (RAF Lakenheath 
and Mildenhall only) 

OR 
ABG Commander (RAF Croughton & 
Alconbury only) 

• Reviews documentation 
• Confirms or denies approval to CPO (who in turn will retain 

documents and forward to recommending official and servicing BST 
for action) 

Step 8 Servicing MOD Business Support Team 
(BST) 

• Completes MOD HR Form 020a and seeks final approval from Air 
Command 

• Notifies the CPO when approval is received from Air Command 
 

CPO notes on the process to be followed. 

1.  Post rotations/Reassignments will only be considered when there is a clear benefit to the USVF business.  A post rotation/ 
reassignment must not contravene/frustrate/impact the MOD to LNDH initiative.  

2.  The approvals process described in the above table must be followed prior to the commencement of the re-assignment or post 
rotation. The MOD employee must also receive approval from their line manager before they are re-assigned or post rotated to 
another position.  Recommending Officials (the MOD employee’s line manager) should initially seek guidance on the process to be 
followed from the CPO Resources Team at DSN 238-3069.  For specific guidance on the terms and conditions applicable for MOD 
employees the approving official should contact their local MOD BST. 

3.  The business case can be submitted as a Word document and should answer the following points (as a minimum): 
• Adequately outline the requirements of the request. 
• Provide sufficient justification to support the request (why is the request necessary, what are the benefits to the USVF?) 
• An estimate of the cost that may be incurred/or savings to be made (if any).  

 
4.  The CPO will not have access to current MOD policy, rules and guidance/policy statements; these will be provided by the MOD 
BST/MOD Liaison Office.   
 



Attachment 8  Process for any other reimbursable costs relating to an MOD employee’s employment with the USVF not 
covered in any other Attachment & Partial Retirements, Changes in Hours, Changes in Work Schedules, etc. 

Step in 
process 

Role Responsibility in process 

Step 1 Recommending Official 
(Immediate supervisor of 
MOD employee) 

• Develops the business case on Word document (see below) 
• Forwards documents, including e-SSS, to Squadron CC/CD for review and 

coordination 
Step 2 Owning Squadron CC/CD • Reviews documentation 

• Forwards supporting documents, including e-SSS, to MOD BST 
Step 3 Servicing MOD (BST) • Reviews the business case in accordance with the applicable MOD Policy 

• Attaches current applicable MOD policy  
• Forwards documents to Civilian Personnel Office (CPO) Resources Team 

Step 4 CPO Resources Team • Reviews documentation 
• Forwards documents to Comptroller Squadron/Wing Financial Manager 

Step 5 Comptroller Squadron 
/Wing Financial Manager 

• Reviews documentation 
• Confirms funds are available 
• Forwards documents to CPO Resources Team 

Step 6 CPO Resources Team • Reviews and retains supporting documentation 
• Approves or denies and notifies Recommending Official and forwards to 

MOD BST for action (as necessary) 

 

CPO notes on the process to be followed.  

1.  The approval process described in the above table must be followed prior to the MOD employee seeking reimbursement. 
Recommending Officials (the MOD employee’s line manager) should initially seek guidance on the process to be followed from the 
CPO Resources Team at DSN 238-3069.  For specific guidance on the terms and conditions applicable for MOD employees the 
approving official should contact their local MOD BST. 

2.  The business should be submitted as a Word document and should answer the following points as a minimum: 
• Adequately outline the requirements of the request. 
• Provide sufficient justification to support the request.  
• The dates that the claim is in reference to.   
• Details of the costs incurred (include a receipt with proof of payment 
• Address the effect of this request/change on the MOD to LNDH transformation (if applicable).  

 
3.  The CPO will not have access to current MOD policy, rules and guidance/policy statements; these will be provided by the MOD 
BST/MOD Liaison Office.   

4.  The MOD employee must receive approval from their US/LNDH line manager before they seek reimbursement (please note 
MOD line managers do not have the authority to financially obligate the US government). 

 


