dd form 5960

DD Form 5960 Overview

The DD Form 5960 is a critical document used within the United States
Department of Defense (DoD) to authorize and manage military personnel and
civilian personnel benefits, specifically related to the Authorization to
Start, Stop, or Change Basic Allowance for Housing (BAH) and other
allowances. This form plays a vital role in ensuring accurate and efficient
processing of personnel entitlements, supporting the logistical and
administrative operations of military installations and personnel management
offices.

Understanding the purpose, structure, and proper usage of DD Form 5960 is
essential for military personnel, administrative staff, and contractors
involved in personnel support functions. This comprehensive guide aims to
provide an in-depth look into DD Form 5960, its significance within military
personnel administration, detailed instructions on filling out the form, and
its role in the broader context of military finance and benefits.

Purpose and Significance of DD Form 5960
What is DD Form 59607

The DD Form 5960, titled "Authorization to Start, Stop, or Change Basic
Allowance for Housing (BAH)", serves as an official authorization document
that initiates, modifies, or terminates a service member's housing allowance.
It supports the administrative process that ensures service members receive
accurate housing benefits based on their current duty station, dependency
status, and other relevant factors.

Key Functions

The form is used primarily to:

- Start a new BAH entitlement when a service member reports to a new duty
station or experiences qualifying life changes.

- Stop an existing BAH entitlement, such as when a service member departs a
duty station or their circumstances change.

- Change the amount or type of BAH, reflecting updates like changes in
dependency status, pay grade, or location.

The Role in Military Benefits Management

Proper use of DD Form 5960 ensures that:

- Service members receive timely and accurate housing allowances.
- The Defense Finance and Accounting Service (DFAS) processes claims



efficiently.
- Administrative records are kept current, reducing errors and discrepancies.
- Compliance with military regulations and guidelines is maintained.

Components and Structure of DD Form 5960
General Layout

The DD Form 5960 is a multi-part document designed for clarity and
comprehensiveness. It typically includes:

- Header Section: Contains identifying information such as the form title,
date, and office processing the form.

- Personal Identification Data: Service member's name, rank, social security
number, and unit information.

- Authorization Details: Information related to the type of action (start,
stop, change), effective date, and specific entitlement details.

- Location and Duty Station Data: Current duty station, housing status, and
dependency status.

- Financial and Allowance Data: BAH rate, dependency status, and other
allowances.

- Signatures and Approvals: Signatures of the service member, supervisor, and
approving authorities.

Key Sections Explained

1. Service Member Identification
Includes:

Name

Rank or Rate

Social Security Number (SSN)
Unit or Organization

2. Action Requested
Specifies whether the action is:
Start BAH

Stop BAH
Change BAH

3. Effective Date

Indicates when the action should take effect, aligning with orders or housing
changes.

4. Housing and Dependency Details



Captures data on:

Current housing status (on-base, off-base)
Dependency status (single, with dependents)
Date of dependency change, if applicable

5. Allowance Information

Details about the specific BAH rate, including:

Location-specific rate
Calculation basis
Changes from previous entitlements

6. Certification and Signatures

The service member's certification of accuracy, along with signatures from
supervisors or authorized personnel.

How to Properly Fill Out DD Form 5960
Step-by-Step Instructions

Filling out DD Form 5960 accurately is crucial to ensure timely processing.
The process includes:

Step 1: Gather Necessary Information

Before completing the form, ensure you have:
- Current duty station and address

- Dependency status documentation

- Last authorized BAH rate

- Effective date of the intended change
Step 2: Complete Personal Details

Fill in the service member’s:

Full name

Rank/rate

- SSN
Unit or command

Step 3: Specify the Action
Select the appropriate box:

- Start if initiating BAH at a new duty station



- Stop if terminating BAH
- Change if modifying existing BAH details

Step 4: Enter Effective Date

Indicate the date the action should become effective, consistent with orders
or housing arrangements.

Step 5: Provide Housing and Dependency Data
Accurately document:

- Housing type (on-base, off-base)

- Dependency status (single, with dependents)
- Date of dependency change, if applicable

Step 6: Input Allowance Details

- Enter the specific BAH rate based on location
- Note any adjustments or special conditions

Step 7: Certification and Signatures

- The service member signs to certify the information
- Supervisor or authorized personnel approve and sign

Important Tips
- Double-check all data for accuracy
- Ensure the effective date aligns with orders or housing arrangements

- Attach supporting documentation if required
- Submit the form through the proper administrative channels

Submission and Processing Workflow
Submission Procedures
Once completed, the DD Form 5960 is typically submitted via:

- Electronic submission through military personnel systems
- Hard copy submission to the servicing personnel office

Processing Timeline
Processing times may vary but generally follow these steps:
1. Receipt and review by personnel office

2. Verification of data and supporting documents
3. Input into personnel and finance systems



4. Notification to DFAS for allowance adjustment
5. Implementation of changes in the next pay cycle

Follow-Up and Corrections
If discrepancies or errors are identified:

- The service member or supervisor should submit a corrected DD 5960
- Corrections are processed promptly to avoid payment delays

Importance of Accurate Usage and Record-Keeping
Ensuring Compliance

Properly completing DD Form 5960 ensures compliance with military regulations
and prevents benefit misallocations.

Record Maintenance

Maintaining copies of all submitted forms is essential for:
- Auditing and accountability

- Resolving discrepancies

- Future reference for subsequent entitlement adjustments

Impact on Service Members

Accurate and timely processing of DD 5960 directly affects members’ financial
well-being, housing stability, and overall morale.

Role of DD Form 5960 in Military Personnel Management
Integration with Other Systems

DD Form 5960 interfaces with:

- Military pay and allowances systems

- Housing management databases

- Personnel records and legal documentation

Supporting Policy Compliance

It ensures that actions related to housing allowances adhere to:
- DoD regulations

- Service-specific policies
- Federal laws governing military benefits



Facilitating Administrative Efficiency

Automated processing and standardized forms like DD 5960 streamline personnel
administration, reduce errors, and improve service delivery.

Common Challenges and Solutions
Challenges

- Incomplete or inaccurate data entry

- Delays in submission and approval

- Misunderstanding of eligibility criteria

- Changes in circumstances not promptly reported

Solutions

- Training personnel on proper completion procedures
- Implementing electronic submission systems

- Regular updates and reminders for service members
- Verification processes before submission

Future Developments and Digital Integration
Electronic Forms and Automation

The military is increasingly moving towards electronic forms and automated
processing to:

- Reduce paperwork and processing time
- Enhance data accuracy
- Improve accessibility for service members

Potential Enhancements

- Integration with mobile applications
- Real-time updates and notifications
- Enhanced security features for sensitive data

Conclusion

The DD Form 5960 is a fundamental document within the framework of military
personnel benefits, particularly concerning housing allowances. Its proper
completion and processing are vital to ensuring that service members receive
their entitled benefits accurately and promptly. Understanding its structure,
purpose, and submission procedures enables military personnel and



administrative staff to maintain compliance, streamline operations, and
support the well-being of service members.

By adhering to established guidelines and leveraging technological
advancements, the military continues to enhance the efficiency and accuracy
of benefits management, with DD Form 5960 remaining a cornerstone in this
process. Whether starting, stopping, or changing a BAH entitlement, this form
is integral to the effective administration of military housing benefits,
ultimately contributing to the operational readiness and morale of service
members across the armed forces.

Frequently Asked Questions

What is the purpose of DD Form 59607

DD Form 5960 is used to document and authorize the continuation or initiation
of military personnel's basic allowance for housing (BAH) and other
entitlement payments, ensuring proper authorization and recording of housing
allowances.

Who is authorized to fill out DD Form 59607

Authorized personnel, such as military service members or their designated
representatives, typically complete DD Form 5960 to request or update housing
allowances or entitlements.

How can I access or obtain DD Form 59607

DD Form 5960 can be downloaded from the official Department of Defense forms
website or accessed through military personnel offices or finance offices
that process housing allowance documentation.

What information is required when completing DD Form
59607

The form requires details such as the service member's personal information,
rank, unit, housing status, authorization data, and specific entitlement or
allowance requests related to housing.

Are there any recent updates or changes to DD Form
5960 procedures?

Updates to DD Form 5960 procedures are typically communicated through
official military channels or policy updates from the Defense Finance and
Accounting Service (DFAS). It's recommended to consult current guidance to
ensure compliance with the latest procedures.



Additional Resources
DD Form 5960: An In-Depth Guide to Its Purpose, Use, and Significance

Introduction to DD Form 5960

In the realm of U.S. military administration, documentation plays a pivotal
role in ensuring operational efficiency, accountability, and compliance with
regulations. Among these numerous forms, DD Form 5960 stands out as a
critical document used primarily within the Department of Defense (DoD) and
military branches. Officially titled "Authorization to Start, Stop, or Change
DoD Military Pay and Allowances," this form streamlines the process of
managing service members' pay and allowances, providing a standardized method
for initiating, modifying, or terminating various pay entitlements.

Purpose and Significance of DD Form 5960

Primary Function

The core function of DD Form 5960 is to serve as a formal authorization
document that enables military personnel and authorized personnel to initiate
changes in a service member's pay and allowances. This includes:

- Starting new pay entitlements (e.g., special pay, incentives)
- Stopping existing entitlements
- Making adjustments or changes to current pay allowances

Why Is It Important?

- Standardization: Ensures uniform processing of pay changes across branches
and commands.

- Accountability: Provides a paper trail for all authorized pay adjustments.
- Compliance: Ensures changes are approved within the legal and procedural
frameworks of the DoD.

- Efficiency: Facilitates timely updates to pay systems, reducing delays and
errors.



Who Uses DD Form 59607

The form is typically used by:

- Service Members: To request changes to their pay and allowances.

- Commanding Officers and Supervisors: To approve or initiate pay
adjustments.

- Military Pay Offices: To process the requests, verify authority, and
implement changes.

- Human Resources (HR) and Finance Departments: For record-keeping and
compliance.

When Is DD Form 5960 Used?

This form is applicable in several scenarios, including but not limited to:

- Deployment or redeployment orders

- Change in duty status (e.g., from active duty to reserve)

- Special pay entitlements (e.g., hazard pay, relocation allowances)
- Adjustments due to pay rate changes or corrections

- Termination of allowances or entitlements

- Changes due to awards or disciplinary actions

Detailed Breakdown of DD Form 5960

Form Structure and Sections

While the actual form may vary slightly across versions and branches, it
generally contains the following key sections:

Personal Identification Data

Type of Action Requested

Details of Pay and Allowance Change
Effective Date

Authorization Signatures

Remarks or Special Instructions

OuUlh, WN B

Let's explore each in detail.



1. Personal Identification Data

This section captures essential information about the service member:

- Name (Last, First, Middle Initial)

- Rank/Grade

- Social Security Number or Service Number
- Branch of Service

- Unit or Command

- Duty Station

2. Type of Action Requested

Here, the requester specifies what change is being made:
- Start Pay/Allowance: Initiating a new entitlement.
- Stop Pay/Allowance: Terminating an existing entitlement.

- Change/Update: Modifying the amount or terms of an existing benefit.

This section often involves selecting predefined options or providing a brief
description.

3. Details of Pay and Allowance Change

This critical section specifies:
- The specific pay or allowance involved (e.g., Basic Pay, Hazard Pay, BAH)
- The amount or rate associated

- Duration or period of the change
- Any relevant codes or referencing the applicable regulation or policy

4. Effective Date

The date the change is to take effect, which is often critical for processing
and payroll timing. It ensures that the change aligns with operational needs
and avoids delays.

5. Authorization Signatures

Approvals are necessary to validate the request:

- Service member’s signature (if required)
- Supervisor or commanding officer’s signature



- Pay office or designated approving authority’s signature

This section ensures accountability and compliance with chain-of-command
procedures.

6. Remarks or Special Instructions

An optional area for additional context, clarifications, or instructions from
the authorizing officer.

Processing and Submission of DD Form 5960

Submission Workflow

The typical process involves:

1. Preparation: Service member or authorized personnel completes the form,
ensuring accuracy.

2. Approval: The commanding officer reviews and signs the form, confirming
the legitimacy of the request.

3. Submission: The completed form is sent to the military pay office or
relevant finance department.

4. Verification: The pay office reviews the request for compliance,
correctness, and authority.

5. Implementation: The change is entered into the payroll system, and the
effective date is monitored.

6. Confirmation: A copy of the processed form or confirmation notice 1is
provided to the requester.

Electronic vs. Paper Submission

Modern military administrative systems increasingly utilize electronic forms
and automated processing. However, the paper version remains valid and is
still used in many scenarios, especially during field operations or when
electronic systems are unavailable.



Legal and Policy Framework

The use of DD Form 5960 is governed by a combination of federal regulations,
DoD policies, and branch-specific instructions. Some key points include:

- Authority: Only authorized personnel can approve pay changes, emphasizing
the importance of chain-of-command.

- Timeliness: Changes should be processed promptly to ensure service members
receive correct pay.

- Documentation: Proper record-keeping is mandatory for audits, audits, and
resolving disputes.

- Confidentiality: Sensitive personal and financial data must be protected
throughout the process.

Common Use Cases and Examples

To better understand the versatility of DD Form 5960, consider these
scenarios:

- Deployment Allowances: A soldier deploying overseas requests a temporary
increase in hazard pay via DD Form 5960.

- Relocation Benefits: An officer relocating to a new duty station requests a
change in Basic Allowance for Housing.

- Pay Corrections: A service member notices an incorrect pay rate and submits
a DD 5960 to rectify the issue.

- Termination of Entitlements: After completing a special pay period, a
request is made to stop the allowance.

Advantages of Using DD Form 5960

- Clarity: Clearly documents the request and approval, minimizing
misunderstandings.

- Traceability: Maintains a record for future audits or inquiries.

- Consistency: Ensures all pay adjustments follow a uniform process.

- Legal Compliance: Aligns with federal regulations and DoD policies,
reducing legal risks.

- Operational Efficiency: Facilitates swift processing, ensuring service
members receive proper pay timely.



Potential Challenges and Limitations

Despite its advantages, some challenges exist:

- Processing Delays: Backlogs or manual processing can delay pay adjustments.
- Errors in Data Entry: Mistakes in form completion can lead to incorrect
pay, requiring corrections.

- Training Needs: Proper understanding of procedures is essential for
personnel involved.

- Dependence on Chain-of-Command: Requires timely approvals, which may be
hindered in certain situations.

Future Trends and Digital Transformation

The military continues to modernize its administrative processes, with DD
Form 5960 evolving alongside:

- Automated Systems: Integration with electronic payroll and personnel
systems.

- Self-Service Portals: Allowing service members to initiate and track
requests online.

- Enhanced Security: Improved cybersecurity measures to protect sensitive
data.

- Streamlined Workflow: Using digital signatures and automated approvals to
reduce processing time.

Summary and Final Thoughts

DD Form 5960 remains an essential component of military administrative
operations, facilitating the accurate and timely management of pay and
allowances. Its structured approach ensures that all changes are authorized,
documented, and compliant with applicable policies. As military systems
continue to evolve toward greater automation and digitalization, the use of
DD Form 5960 will likely become more streamlined, reducing paperwork and
improving service member satisfaction.

Understanding the purpose, proper completion, and processing procedures of DD
Form 5960 is vital for military personnel involved in finance, personnel
management, and command oversight. Whether initiating a new entitlement,
stopping an allowance, or making adjustments, this form serves as the
official record that underpins fair and accurate compensation for those who



Serve.

In conclusion, mastery of DD Form 5960 is crucial for ensuring integrity and
efficiency in military pay administration. Its consistent use upholds the
standards of accountability and transparency that are foundational to
effective military operations and personnel management.
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