CHAPTER 17

FINANCIAL MAN AGEMENT AND STRESS
MANAGEMENT

The policy of the Naw is “t 0 promot habits of thrift and encouage... condud of
financid affairs in suich amanne asto refled credit upon the navd services. Asa
Naw sailor it isyou responsibiliy to sed out financid information to avoid any
financial problems

You may wonder why this chapter is titled Inthissectionyouwill lean abou the basisof the

“Financid Managemehand Stres Managemerjt or

why financid managemetrarnd stres managemetrare

coverd in the sane chapte. Although there are many

causs of stressone primaly cau® of stresin families
isnot having enoudn morey to med needsThis cause
of stres can resut in spoug and child abuse which is

not acceptabkbehavior. All commanghave a Rmily

Advoceacy Program (FAP) to help families undegoing

stress.

Many commang provide financid counselos to
advie Sailos in financid difficulties Family service
centes or your leadirg petty officer (LPO) are some
examples of who you can sed for financid counseling.
The Naval Military PersonneManud sectio 62 offers
some good advice tolaaygrades.

MILI TARY PAY SYSTEM

Learning Objectives When you finish this chapte,
you will be able to—

¢ |dentify the various types of military pay, the
Leaveand Earning Statementarnd the method
used to deposit military pa

* Recognie the responsibilitis of making sure

that pay and earnings statements are correct.

* |dentify liberty and leave ard recogniz their
differences.

The military pay systen affects you directly. The
amourt you receve eely paydy is determine by the
military pay systemThereforeyou shout have abasic

understanding of the difference between pay and
allowances and the different types of pay and

allowances You shoull also understad alittl e about
allotments and gvernment insurance.
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military pay system The pay systen is very complex
and pay and allowances are subjed to change If you
nee specfic information abou your pay, you should
consult your dibursing dfice.

PAY

Pay ismonrey paid to you for servicesrenderedAll
pay istaxabk asincome The Navy has three types of
pay:

1. Basic pay

2. Incentve pay

3. Special pay

You may recave all three types of pay if you are
qualified, or you may redee only basic pa

Navy personnel paychecks are deposited
automaticaly into their checkirg or savingsaccounvia
theDirect Deposi Systen (DDS). Toget paid, you must
open up aaings or checking account.

BasicPay

Bast pay is the pay you recave base& upon your
paygra@ and your lengh of service All peopk on
active duty in the levy recdve basic pa

Navy personnel receive longevity (length of
servicg raises after 2, 3, and 4 yeass of service After
that, they generaly recave alongevity raisefor every 2
yeass of service Personnkin paygrads E-1 ard E-2
dornit recave longevity raises An E-3 doesrt recave
longevity raises after 4 yeas of service Lengh of
service for pay purposes includes active-duty and
inactive Reseve time, former servie (if you have a
broken-service enlistment), and service in other
branches of the U.S. armed forces.



Incentive Pay

Incentve pay ispay you recave for certan types of
duty. These types of duty are usually considered
hazardous. Therefore, incentive pay is sometimes
referred to ashazadous duty pay. Duty for which you
may receive incentive pay includes aviation duty,
submarine duty, parachute duty, flight deck duty,
demolition duy, andexperimental stress dyt

You recave incentve pay basel on the following
guidelines:

* You may recave a maximum of two incentve
paysif you med the requiremergfor more than
one.

You may not recave incentve pay if you receve
special pay for diving duty. (Special pay
covered rext.)

S

You recave the sane bast rate of pay for all
types of incenive pay with the exceptian of
aviation duty and submarie duty pay, which
vary according to your paygrade and levity.

SpecialPay

Specid pay is pay for specid circumstancessuch
as reenlistmehor a particula type of duty. Duty for
which you may recave specia pay includes foreign
duty, sea duty, medica duty, specid assignmenduty,
hostile fire duty, and diving duty. You may also recave
specidpay intheform of aselecive reenlistmetbonus
(SRB).

ALL OWANCES

Anallowaneismorey usel to reimburs you (pay
you bacK for expense necessar for you to perform
your job. Because they are reimbursements for
expensesallowances are nat taxabk as income You
receive allowances for expenses, such as clothing,
quartersand food. You may also receve allowancesfor
various otheexpenses.

Clothing All owance

Enlisted membes of the Navy, including Naval
Reservist on extendal active duty, normally recave an

initial allowance for uniforms. You may receive a
clothing albwance bywo methods.

1. You may receve areimbursemenof cas for
your purchase of the uniforms arnd uniform
accessories required for your paygrade.

2. You may recave issuss of clothing equd to the
cashvalue of your atbwance.

Following an initial 6-month acive-duy period,
you are entitled to receive an annual clothing
maintenance allowance. The purpose of the
maintenane allowance is to provide you with cas for
the purchas of replacemetclothing or for therepar of
clothing.

Basic Allowancefor Subsistence

Entitlemen to a basc allowane for subsistence
(BAS) depend on your statts ard the anailability of a
governmenm mess Enlisted membes are entitled to a
daily ration in kind. Ead enlistad membe recaves a
daily rationin kind in the form of threemeak aday ina
governmei mess An enlistadl membe may recave a
daily subsisteneallowane for ead day agovernment
mess is noavailable or not used.

Normally, entittement to BAS depends on the
conditiorsat your permanehduty station If the station
doesrt have agovernmet mess you are entitled to
BAS. If the staticn has agovernmen mes lut you are
authorized to mess separately, you are entitled to
separat ratiors (RATS SEP) When authorizel BAS,
you receave the applicabé rate for ead calendaday of
themontfor whichyou donit receve arationinkind.

If you are authorized to mess separately, are
receiving RATS SEP, and your duties prevent you from
purchasing certain meals in a government mess, you
are entitled to a supplemental BAS.

Basic Allowancefor Quarters

The purpo® of bast allowance for quartes (BAQ)

is to help you pay the cog of suitabk living quarters
when government quarters are unavailable or not
assigned. Entitlement to BAQ depends on your
paygradewhethe& you have dependentsand whether
you and your dependersthavebeen assignd quarters.
The receig of BAQ involves many restrictiors and
conditions of entitlement.

Studert Notes:
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BAQ isdivided into two bast catgories—BAQ for
membes without dependerstand BAQ for members
with dependentsThe rates payabé vary within each
cakgory and with eat paygrade To find out whether
you areentitled to BAQ and theamounspayablecheck
with your personnel or disirsing dfice.

Other All owances

Inadditionto the allowancesmentionel above, you
may recdve a family separatia allowance (FSA), cost

of living allowance (COLA), overseas housing

allowane (OHO), variabk housirg allowance (VHA),
or other allowancesYour disbursing or personnkoffice
can provide you with information abou the type of
allowances, if ay, you are entitled to.

Basic Allowancefor Housing

Bast allowane for quartes and variablke housing
allowance are asingleallowance called bast allowance
for housingBAH). Your LES will show only the BAH
amount.

ALL OTMENTS

Allotments are amouns of moreyyou designag to
bewithheld from your pay and paid directly to someone
else You may authoriz many types of allotments,
including the folbwing:

C (charity drive donation)—allotments to a
charity such as the Combined Federal

Campaign

D (dependent)—allotments directly to your

dependents

H (housing)—allotmerstto alending institution
to pay home-loan payments

I (insurance)—allotments to a commercial

insuranecompany for lif einsuranepremiums

S (savings)—allotmend directly to an accounin
your name at asavingsinstitution sud as abank
or credit union

For information on making allotmens ard rules
governing their use, see your bigsing dfice.

OVERPAID

You arerit responsibéfor calculatirg your pay, but
you are responsite for questionitg anything that isn't
normal. If you don’t question something that isn't
normad with your pay, you could be at risk for being
chaged withlarceny. Computerizd systemsequa pay
periodsand Leaveand Earnings Statemerg(LES) have
mack hudgetirg your pay eay. You shoul be getting
the sarme amour every payda. But computesare only
as smait as their operatos and the electricity they run
on. Whenyou notice alargedifferen@inyour pay from
lag payds ard you arerit due for a longevity raise,
promotion or annu&pay raise theremay bean errarin

your pg.

Sailorswho havent reporteal the differen@ to their
disbursing offices havefound themsebesheld liablefor
stealing Evenif you do noticeand repott aquestionable
payda and nothing changesyou are still liable for the

overpayment. Regular disbursing audits balance

paymens mack with those due Eventuall, you'll have
to reimburse (give back tha amount so bark the
overageLook at it this way: You would rush into your
disbursing office and insig on knowing why you were
paid too little—right? So—rud in if you're being paid
too much, too.

LEAVE AND EARNINGS STATEMENT

Basal on the Navy’s Joirt Uniform Military Pay

System (JUMPS), the Navy must provide you a

monthly Leaveard Earning Statemen(LES). JUMPS
is a computerized pay and leave accountiig system
located at the Defen® Finane and Accountirg Service,

Cleveland, Ohio. The monthly leave and earnings

statemenprovides you with a complet and accurate
record of the folbwing:

° Pay
¢ Allowances

* Thetypeardamournof eatallotmerirequested

¢ Theamourdeducte for withholding tax, Social
Security, and Servicemen’s Group Life
Insurance

Studert Notes:
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Earned and Used Lave

TheLES(fig. 17-1) contairsall thedetaibyouneed
to keg apersonhrecod of thes items Most of the
blocks are self-explanatoy. Sone of the abbeviations
and the use of sone of the blocks are explained on the
back of the form.

After receving your LES, ched it carefully to
verify (make surg tha the information is correct If it
isn't corred or if you have any questionsgo to your
personnel fiice or didursing dfice.

Leave and Liberty

Leave ard liberty consi¢ of the times you are
authorizel to sperd away from work and off duty. Each
is aseparatcakgotry, andthetwo canna becombined.

LEAVE.—Leaveis an authorizel absene similar
to vacatiorsin civilian jobs Basicall, you will ean 30
days of leavein eat yea of acive duty. The various
terms applied to leaveare covered after you leam about
the way leaveis computel and earnedLeaveis shown
onyour LES (fig. 17-1) in therow “LE AVE.”

Vacations and short periods of rest from duty
provide benefits to morale and motivation that are
essentiato maintaining maximun effectiveness The
lack of a bre& from the work environmert adversely
affects your health, your availability, and your
performance.

Normally, you're encourage to use your entire 30

Specid liberty isliberty grantel outsice of regular
liberty periods for unusual reasons, such as
compensatgr time, emegencies or voting. You may
also recave specidliberty for specidrecognition or to
allow you to obseve maja religious ewents Special
liberty is granted as 3-day or 4-day periods.

Three-day special liberty is a liberty period
designed to give a servicemember three full days
absene from work or duty. Three-dg specia liberty
usuall begins at the end of normd working hourson a
given day and ends with the stat of normd working
hours on the fourth day—fa examplke from Monday
ewvenirg until Friday morning When a 3-day special
liberty isduring regular liberty time, suc as aSaturday
and Sundy with Monday or Friday a nationa holiday
(specid work hours arerit included) the time off is
treated asagular libery.

Four-day liberty is aspecidliberty periad granted
by the CO tha gives the servicemembefour full days
absene from work or duty. Usually, specia liberty
begins at the erd of normd working hours on agiven
day and ends with the statt of normd working hourson
the fifth day. Four-day speci liberty includes at least
two consecutive nonwork days—for example, from
Wednesdaywvening until Monday morning.

CONVALESCENT LEAVE .—Convalescent
leaveis aperiad of authorizel absene given as patt of
careard treatmenprescribé for your recuperatio and
convalescencelf you have amedica problem that
requires a period of recovery but does not require

days of leave each year. Congress has providedyggpitalizationyour docta may prescriteconvalescent

compensation for you if military requirements
prevented you from using your leave. You shout nat be
required to experd leaveimmediatey before separation
simply for the purpo®of reducirg your leavebalance.

LIBERTY .—Liberty is an authorized absence
from work or duty for ashot period The Navy grants
two types of liberty—regula and special.Liberty is
not shown onyour LES.

Regular liberty isusually grantel from the erd of
one work periad to the beginning of the next. That
pericd may be from one day to the next or over a
weekend or holidg.

leave. Convalescehleaveisnot chagedto your earned,
advance, or excess leave account; it is computed
separatsi

REQUESTING LEAVE .—To request either
regular or emegercy leave, you shoutl use the Leave
Request/Authorization, NAVCOMPT Form 3065.
When you submit a leave request, forward the
complete form through thenormd chain of command.
Emergency leave requests are hand-carried for
approval. When emergency requests need approval
after normd working hours the commaum duty officer
usually appoves the request.

Studert Notes:
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Division : FNVé

|Name (Last, First, MI) |ssN |Grade |PyDate|Yrs| ETS |Branch|ADSN PPO | Period Covered
| I [ B I | wavy| I
ENTITLEMENTS | DEDUCTIONS | ALLOTMENTS | SUMMARY
TYPE AMOUNT | TYPE AMOUNT | TYPE AMOUNT | +Amt Fwd
A| BASE PAY | FEDERAL TAXES |COMB FED CAMPAIGN 15.00 |
B| BAS | FICA-SOC SECURITY | |+Tot Ent
Cc| BaH | FICA-MEDICARE ] |
D |SGLI FOR 200,000 | | -Tot Ded
E| | AFRH | |
F| | DENTAL | |-Tot Allt
G} |MID-MONTH-PAY | |
H| | | | =Net Amt
1| ! ! |
J| | ] |-Cr Fwd
K| I ! !
L] | | [-omrmmme oo
M| | | |EOM Pay
N| J J |
of ! ! |
! | oo oo e e e oo |essmmmmeemnnaeneaeae
| Total | f ! |

|Bf Bal|Ernd|Used| CrBal]ETSBal|Tost|Paid|Uselose|FED |WagePeriod| Wage YTD|Ms|Ex| AddlTax| Tax YID
LEAVE | I | I | i ! ! | TAXES | [ [ !

FICA |WagePeriod|SocWageYTD| SocTaxYTD|Med Wg YTD|Med Tx YTD|STATE|St|Wg Period| Wage YTD |Ms|Ex| Tax YTD
TAXES | i | | | | TAXES | FL| | |

PAY |BAQ Type|BAQ Depn|VHA 2Zip| Rent Amt |Share|Sta| JFTR|Depns|2d JFTR|BAS Type| Charity|Tpc|{Pacidn
DATA | [ | | ! o | | | I !

REMARKS :
YID ENTITLE YTD DEDUCT

FOREIGN DUTY PAY WAS CHANGED TO | SEA DUTY TIME

HARDSHIP DUTY PAY EFFECTIVE FEBRUARY 4, 1999. |BAH BASED ON

BANK |

!
OFFICER IN CHARGE
PERSONNEL SUPPORT DETACHMENT
CODE
BMRF1701

Figure 17-1.—Leve and eaning statement.
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REVIEW 1 QUESTIONS

Q1 Whats the main differene betwea pay and
allowance?

Q2. List the three types of pay thealy uses.

a.

Q3. Wha systen is usal to deposi Navy personnel
paychecks?

Q4. As an E-4, you have seved more than 4 years
of acive-dutyservice How oftenwill you
recave a longvity raise?

Q5. How often do you receive your clothing
maintenance awance?

Q6. DELETE

Q7. Wha persaisresponsik#for making sureyour
paycheck and LES are accurate?

Q8. How many days of lave do you earn per year?

Q9. The CO may grart how many days of special
liberty?

PERSONAL FI NANCIAL
MANAGEMENT

Learning Objective: Whenyou finish thischapte, you
will be able to—

* Recognize the procedures for managing
personal finances to include money
management, use of credit, and indebtedness.

The consume deli of the United States is the
amour Americars borrow for large purchasessud as
cars stereosappliancesard furniture The consumer
delt also includes rewlving credi (which is atype of
loan), sut ascredt cards Thisdehl kees spiraling up
(getting larger). Repaymenof consume loars slices
more then aquarte of every dollar a wage earne takes
home.You are probably nexception.

As ayourg servie membe, your take-homne pay
may be lessthan the nationdaverage You shoul learn
to plan your finances so you can balane@ your income,
savings, and spending.

The following section on personal financial
managemetrgivesyou information you can use Paying
attention to thisinformation wil | help you manag your
morey.

MONEY MA NAGEMENT

Managing money can be hard to do. You will
probaby have checkirg and savings accounts have
allotments ard keep some cas to spend There are
advantages and disgantages to each of these.

Studern Notes:
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Checking Account

A checkirg accounusualy sevesasthe safesand
the easiesway for you to keep tradk of your morey. A
checkirg accoun is a fnancid arrangemenwith a
bank savings and loan associationor credi union for
sakeguardirg morey. It provides asysten tha allows
you to accoun for your money—both what youve
receved and wha youve spent Money you receive
might be your paycheck while morey you expend
might be a bill you pa

Sone ternms tha ded with checkirg accouns are
shown bebw.

Chek. A che (fig. 17-2) is awritten orde telling your
bank to withdraw a sum of money from your
account to pay another persorbasiness.

Check regista. A che registe is abookld usel to
record transactions involving your checking
account.

Depostticket or deposislip. A depositicket (fig. 17-3)
is aslip of pape usal to place morey into your
accountDeposis can be dore eithe electronically
or by you actually going to the bank filling out a
deposit tiket, and handing it to a tetle

4888
2 Oct 20 00
®
PAY TO THE I
oroeror — WMy Wontgage sl 40 00
F Y m _ N\ __ DOLLARS
:ﬁ‘/ GREAT LAKES CREDIT UNION
surpose__lorbgage Jawes P. Beat
l: h23L5L7 891
- RECORD ALL CHARGES OR CREDITS THAT AFFECT YOUR ACCOUNT
~/ FEE BALANEE
NUMBER | DATE DESCRIPTION OF TRANSACTION PAYMENT/ DEBT 4 (IF :)N\') DEPOSI;I;I)CREDIT $ IOO 00
ro: Yy (Montaage : A 40 100
AT 0 oo ol

To:

For:

To:

For:

To:

For:

To:

For:

To:

For:

To:

For:

BMRF1702

Figure 17-2.—A check and checkegiste.

Studert Notes:
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DEPOSIT TICKET GCURRENCY
DATE com
Jameo P. Bm LiIST CHECKS SINGLY
1763 SHERIDAN DRIVE l
YOUR CITY, STATE 12345 00 100
00-6789/ 0000
TOTAL FROM OTHER SIDE
DATE l 9 Sw 20 0 0 TOTAL IOO 00 USE OTHER SIDE FOR
DEPOSITS MAY NOT BE AVAILABLE FOR IMMEDIATE WITHDRAWAL N : ADOITIONAL UISTNG
NET DEPOSIT 100 | 00 | PRoreriy twporees

SIGN HERE FOR CASH RECEIVED (IF REQUIRED)

l:0000B789L: A23L56 785!

ﬁ) DELUXE cHEcK PRINTERS

CHECKS AND OTHER ITEMS RECEIVED FOR DEPQOSIT SUBJECT TO THE PROVISIONS OF THE UNIFORM COMMERCIAL CODE OR ANY APPLICABLE COLLECTION AGREEMENT.

RECORD ALL CHARGES OR CREDITS THAT AFFECT YOUR ACCOUNT

FEE BALANCE
NUMBER | DATE DESCRIPTION OF TRANSACTION PAYMENT/ DEBT v (F ANY)}| DEPOSIT/ CREDIT $
|6 ¢ 15 00
b/ To: : $ +100 00
/19 [ror_ Depesit 00 PO s Joo

To:

For:

To:

For:

To:

For:

To:

For:

To:

For:

To:

For:

BMRF1703

Figure 17-3.—A sample deposit tikeet and coresponding check egister entry.

BENEFITS OF HAVING A CHECKING

ACCOUNT.—One benefit of having a checking

accounissafey. It issafe to carly checlsthan morey.
Anothe bendit of having acheckirgaccounisprod of
paymentA canceld chedkisprod tha you paid abill.

Also, having a checking account is convenient. A

checkirg accoun allowsyou to recave ard sperd your
moreywithout carrying cash Also, acheckirg account
lets you pay your bills throuch the mail, rathe than in
personAnothe bendit of a checkirg accounisthat it
lets you establi credit A well-maintainel checking
accounisan asseto establishig and obtainirg credit.
Finally, a checkirg accoun helps you budge your

morey. Keepirg arecod of checkirg acivities helps
you budget yourexpenses and income.

Asyou nea morey, you draw or transferfunds by
writing a check You can isste a ched payabé to
anothe persam or to acompany to pay bills or to get
cashA checkirgaccoumprovides acancelelchedk asa
receig of payment Also, checls are awilable with

carbonless copies of the original check. This

easy-to-mainta methal can conveniently help you
manage youfinancial dfairs.

Before you open acheckirg accountask the bank
or credi union the questiors shown in the foll owing
chart.

Studert Notes:
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Is there a minimum balance required?

Does the account pay interest?

Is there a monthly service fee? Are there other service charges?

Is there a limit on how many checks per month | can write?

What is the cost to order checks?

Are canceled checks returned or photocopied?

N ok~ w I RE

Is overdraft protection available?

RESPONSIBILITIES OF HAVING A Convenience Cards
CHECKING ACCOUNT .—You have responsibili-
ties when you have acheckirg account You must Convenience cards are available from your
maintan your chedk r%iste‘ with exactnes to awid financid institution Thes cards make it easie to get
checls being returnel for insuficient funds Thisis ~ mMoreyandto make purchasefromyour bark account.
known asbouncinga check For example if youwrite ~ TWO types of conveniene cards are coverad in this
out a chek and ther isnt enoudy morey in your section If you have aconveniene card you will havea
accour to cover the check the ched will bounceThe ~ Personéidentification numbe (PIN). A PIN is asecret
ched will usualy be sert bak to the payee with ~ access code that you must provide to use your
“Non-suficient Fundg stampe onit. Thebarkandthe ~ convenience card. Do not tell your PIN toyane.
payeswil | chargeyou more moreybecausyouwrotea
bad check To awid bouncirg acheck aways balance WARNING
your checkbook.
Do not make purchase that will exceal the

H i i Nnci : i
ereare some tipsyou can useto awid bouncirg a balance in your checking account.

check.
Onething to remembe make sure tha you update
your che regista ead time you make atransaction
using aconveniene card Updatirg your ched register
will prevent you from overdrawing your checking
2. Always record transactions in your check account.
register as thy occu.

1. Eac month your bark will serd astatemenof
your transactionsChed it for accuray and
balaneyour checkbos eadimoni (fig. 17-4).

Finally, a record of all your convenience card
3. Be avare of any servie fees ard dedud them  transactions will appear on your monthly bank
promptly. statement.

It's unlawful to knowingly write ached when you AUTOMATIC TELLER MACHINE (ATM)

donit havethe necessarfundsin your accountin fact, ?ARDS:_'A_‘TM cards are available from your
UCMJ, article 1233 prohibits this action Also, it's a  [Inancid institution ATM cards can be used to meke

deposits or withdrawals; to make inquiries about
account balances; or to move money among your
accountsATM cards can also be usal 24 hours aday, 7

federal offense in civilian courts. Further, writing
checks without having sufficient funds can do the

following:
g days a week.
* Ruin your credit history CHECK (DEBIT) CARDS.—You can uge adebit
« Destoy your reputation cad insteal of writing acheck When usel to pay for
merchandis or servicesthe amourt is automatically
e Land you in jail (¢vilian and/or military) deducte fromyour checkirg accountYou can useyour
Studert Notes:
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Monthly Bank Statement

24 HOUR TELEPHONE TRANSFER LINE - 123-5678
CUSTOMER SERVICE NUMBER - 567-1234 EXT 296

DEPOSIT ACCOUNTS
DETAIL CHECKING
REGULAR CHECKING
ACCOUNT:
SOC. SEC.
THIS STATEMENT SHOWS ALL ACCOUNT TRANSACTIONS FROM SEP 14,19?? - THRU OCT 12, 19??
DEPOSITS CHECKS AND DEDUCTIONS DAILY BALANCES
DATE AMOUNT NO DATE AMOUNT NO DATE AMOUNT DATE AMOUNT
9/19 100.00 4882 9/15 32.00 9/15 2533.40
0 9/16 2503.45
ik 9/19 2603.45
9/28 269.00 4385 9/18 29.95 9/26 2593.45
4886 9/26 10.00 9/28 2862.45
S 10/02 2822.45
4888 10/02 40.00 N
S
o
==+ INDICATES ONE OR MORE MISSING CHECKS
BEGINNING DEPOSITS & CREDITS CHECKS & DEBITS ENDING
BALANCE BALANCE
9/14/2? NO AMOUNT NO AMOUNT 10/12/2?
2565.40 2 369.00 4 111.95 2822.45
8
3
ENCLOSURES: 8

Figure 17-4.—Monthly bank statement.




debt cad to withdraw funds from your checkirg or * Deposisard withdrawals, including those made
savingsaccounjtransfe funds and ched your account via canvenience cards, and the

balance day or night ATMs.

SAFETY PRECAUTIONS FOR USING

ATMs.—Sone precautios you shoutl usswhen using You use the bank statement to balance your
ATMs are— checkirgaccountCompaeyour statemehand register

and identify ay discrepancies to your accounts.

* Balance as of the end of your statement.

* Bealer{ Don't use an ATM if the lights arent If you haveany questionsthe family serviecente,
operating Or you see suspicious activity. At your commanl financid specialist or your LPO can
drive-up ATMs, keep car doors locked other  teach you bw to balance a checkbook.
windows closed ard the engire running If you

feel that something is wrong aee. Allotments
* Take someor with you if you mug make a Allotments provide a good method for you to
transaction at night. handeyour financid affairs. The following paragraphs

describevoluntary andnvoluntary allotments.

VOLUNTARY ALLOTMENTS .—Voluntary
allotmens are requestd by you. Sone of the reasons
for making avoluntary allotment are as folvs:

* Kee alow prdfile. Haveyour cad read/ when
you approab the ATM. Remembeto take your
card cashandreceig and put them awnay. Count
your moreyonly whenyou are safely away from

the ATM. * Savings
Savings Account ¢ Purchase of U.Saging bonds
One way for you to mana@your moreyisto havea * Loan payments

savings account Savings accouns draw intere$ (earn
monrey), while checkirg accouns sometime do not A
savingsaccounisan excellert way to ean interes and * Mortgage payments
keep from spending mes

¢ Life insurance payments

* Pledges to the Combined Federal Campaign

Balancing Your Account payments
Dependimy on the bark ard type of accountyour * Payment tcfamily members and relaes
monthly bank statement might include the daiing:
INVOLUNTARY ALLOTMENTS .— Involun-
e Actud or miniphob copies of your canceled tary allotmens from a Navy membels pay usually
checks. mean onething—financid irresponsibiliy. Involuntary

allotments are usuallgarnishment of your pa
* A list of your checks. The bank keeps )
photocopies of your checks fife. Budgeting

* A listing of your svings account transactions. Preparing and using a budget is the key to
successfumorey managementA budgé is aplan to

sperd morey or a plan of money managementMany
Navy membes have false images of the meanimg of a
budget. They often associate budgets with detailed
e All processed checks, bookkeeping stacls of pape, ledgers ard so forth. A

The part of your statement dealing with your
checking account includes—
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budge gives you record of your income vice your
expenses and helps you manage Yfmancial dfairs.

If you're married budgetirg involves both you and
your spouse For married couples handlirg money
mattes is a joint effort. With two-income families,
money management is a different ball game. The
yours-mine-ous approab usually comes up, requiring

When preparig a tudget plan for savings first.
Plannirg for savings first isimportant If you save frst,

then you can plan younudget and stillave morey.

Everyore need asavings program for unforeseen
expenssin the future In addition using asystematic,
plannel savings progran will help you to achieve set
goals Indeterminirg how mud to save, have arealistic

definite understandings. Certain inherent expensespercentag of your optiond income This percentage

becone greate when both the husban and wife earn
wagesCouplesalso nealto havean understandigasto

wha expensstheywill pay fromwhat funds A written

budget propery prepare and followed, helps couples
work out these problems.

could beaslittl eas 5% to 10% or as high as 20% of your
optional income.

After savings comes a fxed expense followed by
variable expenses. The U.S. Department of Labor
suggesthese percentag of take-home-pg for budget

In budget preparation you determine income andpreparation:

expenses; examine spending habits; and see what,
anything, you need to correct or improve. To help you
improve your spending habits, you need to be familiar
with the following terms used in financial
management:

Gross incone. The totd amoun of pay befor any
deductions.

DeductionsThe amourt of morey taken from pay for
income taxes Socid Securiy, Servie Growp Life
Insurance(SGLI), and so forth.

Allotments.The morey taken from gross income for
savings checkirg accounts family suppot or to
pay debts sud as ca paymens and debs due the
United States.

Ne incormre. The morey paid to a membe after all
deductiors and allotmens are paid Also known as
take-home pay

Fixed expense€xpenssthat arethesaneeadmonth.

Flexible or variable expenses€xpenses that are
different each month.

Fixed expenses include rent and mortgage
paymens and time paymens for expensessud as
autos furniture, and insuranceThe differen@ between
fixed expenseard net incomeisoptiond income This
is the income anailable for plannirg purposeswhich
you can apply to variabk or flexible expensesThese
expenss include items sud as savings, food, utilities,
entertainment, clothes, and gifts.

Fixed Expenss Variable Expenses
Housirg 25% |Fod 23%
Transportatio 9% | Clothing 11%

Gifts and 5%
contributions

Savings and 22%
unforeseen expenses

The® percentageare approximae¢ and will vary
from area to area and person to person.

Toprepae apersondbudgetyou shoubl kegp close
tradk of your income expensesand savingsfor several
months Thisinformationwill help you understadyour
spendig habits It will also help you determire average
non-fixed expenses. Understanding your spending
habits puts you in a position nat only to budge your
income hut alsoto corred undesirald spendig habits.

Plars for spendiig exterd to many area and vary
accordiry to the persors statis and requirementsThe
basics of spendiig areto sperd moreywisely ard in as
small amounts as possible.

INVESTMENT RULE OF 72

Wha istherule of 72? The Rule of 72 givesyou an
eay methal of estimatirg the numbe of yearsit takes

for aninvestmenis valueto doubk at aspecfic interest
rateor rate of return Thegeneraformulafor the Rule of

72 is as folbws:
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72 =1 XY,
where,
| is the interest rate, and

Y isthenumbe of yeaisneede to doubkyour
investment.

Divide 72 yeassby your intereg rate to estimaethe
numbe of yeassit will take to doubk your investment.
For example at arate of 8%, an investmenis value will
double in 9 years.

CREDIT

Credtisbasel largely ontrust The averag person
in the Navy istrustworthy and expecsto receve a fair
ded in husines and financid dealings On the other
hand the way peopk handktheir financesis areliable
sign of their general character and twmthiness.

Usually, when you think of credit you think of time
paymem purchassor chage accountsActually credit
has a much broader scope.

The entire country runs on credit, including
industries; banks; and local, state, and federal

governmentsin fact if credi wereto stop suddeny, the
resut would be catastrophicFor example almog no
one would be able to buy a home an automobile,
furniture, or a television or ster® set Without these
sales unempbymert would skyrocket. Thes salaries,

not available for the retail market, would in turn

adversel affect the sak of othe goods The effect
would contintefromthe highes tothelowed lewel, and
economic chaowould result.

Principles of Credit

Credit literally means buy now, pay later. The

system permit you to purchas goods as you need
them but pay for them owver a certan period Credit
mearsyou recave aloan of morey,and you aways pay
extra when you borrow morey. Credit if used wisely,
ensurs areasonald standad of living. Howewer, you
cannda substitue credt for sourd financid planning
and asystemat savings plan Additionally, improper
use of credi can creae a fnancid nightmae tha can
adverseY affect your job, family life, and menta and
physical health.

Cost of Oredit

Haveyou ewer rentad amotorcycle or sailboa? You
awaysknowinadvanethat it will cog you so muchan
hou or day. Therent or cog of usingthebikeor boa has
its base on length of use.

Therent paid for using borrowed moreyor credt is
known asinterest Sometimesyou may havedifficulty
figuring interest Sone lendes and businessg quote
interes rates plus othe chagesin a way tha hidesthe
actuafigures Then peopkdorit knowthetotd cog of
loans or installment purchases.

When you borrow or buy somethingon time, keep
your eyes open for extra chages in addition to the
interes chage for the use of the morey. Sone of these
additiond chagesinclude credt lif einsurancefeesfor
credt investgations loan-handlig fees and health and
acciden insurance Often, the down paymen ard the
monthly payments are the orfigures stated.

Ask for thetotd chargesinwriting, including early
repaymeh penalties and monthly rates If you don't
recave the amourt in writing, you can figure it your
self. First, find thetotd amoun youwil | pay for theloan
or the purchaseThen subtrat the actua price of the
goods from the totd cog of the loan The difference
showsthetotd cod of credit Taking thetimeto get the
facts pays .

Credit Rating

Most peopk find it to their advantage to build a

good credit rating. Some people object to buying

anything on credt and insig on paying for everythingin
cash Theysaveuntil theyhavethe casito make amajor
purchaseand they often do get bette buys for cash.
Howewer, agoad credi rating islike moreyin the bank.
When you have agoad credi rating it mears tha you
pay your bills on time. Navy personnkusually havea
goad credi reputation and shoutl have no problem
getting aloan or credi when needed A goad credit
rating can be priceles in an emegercy, sud as a
medical crisisfire, or death in thé&amily.

You can establi$ agoad credi rating by paying for
time purchass accordiry to the purchag agreement.
Time purchaseinclude items sud asfurniture or cars
and items bougtt on credi card accountsYou can also
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establi® credt by repayirg aloan from abark or a
credi union accordimg to the loan agreementMaking
these paymens accordiry to their agreemerg means
tha you pay the amour agre@ upaon by acertan date.
You can then use thee companiesbanks or credit
uniorsascredt referencsif you apply for credt at any
future time.

Use of Gedit by Navy Personnel

TheNavy expecsall itsmembesto dischagetheir
financid responsibilitisin atimely manne. The Navy
expecsitsmembesto be acredi tothemselesand the
naval service Knowing abou credi lets you handle
your financid aff airsbetter and often savesyou morey.

If Navy personnkare to use credi wisely, they
neel to know the cod of credit Theyespecialf neal to
know how to awoid sone of the problens young Navy
men andvomen often Awe.

Credit plays an important part in the financial

world. Use it wisely and carefully, and pay attention to
the following principles:

allow up to 3 days to chang your mind on a
credit purchase or a loan réced.

When using credit remembe the following facts

about credit:

* Credt coss morey, lut many credt plars exist.
Soneplarsaremud less expensve than others.
Whenyou buy acar or furniture, you shg for the
beg bargain. Do the sarme when you sh for the
best bagain in credit.

e Consider carefully before borrowing from
finance companies. These companies often
chage high interest rates on loans.

* The faste you pay off a debt the less interest
chages yolll pay.

* Usecredt only for unforesea emegencie and
for highe-cog purchasesud asfurniture, cars,
or houses.

While kbuying on credt has advantagesyou also

Use credi for thoe necessar goods tha you
carit afford with one orwo paychecks.

Use credt mainly for goods that have auseful
lif elonge thanthetimeneede to pay for them.

Make as large adown paymett as possible This
reduces the total amount spent because of
interest cheges.

Know what your income will be. Set aspending
limit equa to the smalles paychek recaved to
be sure of having enoudh morey to med the
payment when due.

Don't buy anothe item on credt just because
you have finished paying for one.

Avoid the temptatian to use credt for spluging.
For example, buying too much on credit at
Christmabecome ashok in Januay whenyou
recave the bills.

Ched with consumeaffairs offices abou local
credit regulations. For example, some states

neal to recogniz sone of the disadrantags of using
credit Thefoll owing aresorre of the problensyou may
encounter:

¢ Credit customers mayverbuy.

¢ Credi customes may buy at the wrong time or
place.

¢ Credit prices may be higher than cash prices.
e Credit ties up future income.
* Payments must be made on time.

¢ Becausof theaddition of interes chagestothe
price, the purchase costs more.

REVIEW 2 QUESTIONS

Q1 Wha isthe safes and mog conveniernt way to
keep track of the may you spend?
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Q2. You havepaid for anitemwith acheck howewer,
you dont haveenoudn morey in your checking
accour to cover the check Wha isthe resut of

this action?

Q3. You are having morey taken out of your pay to
make loan paymentsWhat type of allotmert are

you making?

Q4. Whats the first thing you shoutl plan for when

making out ébudget?

Q5. The morey chaged for using borrowed morey

or using credit is kawn as—

Q6. If totd chagesof aloan or purchaseagreement
are nat listed what is asimples way to find the

total cost of credit?

Q7.

How do you establish a good credit rating?

GOVERNMEN T-SUPERVISED LIFE
INSURANCE

Learning Objective: When you finish thischapte, you
will be able to—

* Recognize the purpose of life insurance.

The government has provided premium-free or
low-cost life insurance for service members and
veterans since World War |. Since 1919, various
insurane prograns have bee offered as insurance
needs hve changedver the years.

SERVICEMEN’S G ROUP LIFE
INSURANCE

Servicemeis Growp Life Insurane (SGLI) is a
low-cod group insurane progran open to acive-duty
personnkwithout regard to specidqualifications such
as disability. You may secue SGLI only inincrements
of $10,000 up to a maximun of $200,000 You are
automatical} issuel the $200,0@ coverageunlesyou
choo® alower amount The cod of SGLI is deducted
automatically from your pa

Unlike some commercidinsurane policies SGLI
has no loan paid-up or cash-surrendevalue In other
words you cant borrow morey againg thisinsurance;
if you stgp paymen on the policy or cancé it, you will
recave neither paid-up insurance nor cash.

SGL coverag continues for 120 days after your
separation. If you are separated for a disability,
coverage may be etendal up to 1 yea after your
separation date.

VETERANS GROUP LIFE INSURANCE

The \Veterars Insurane Act of 1974 establishd a
progran of post-separatioinsurane called Veterans
Grouw Lifelnsurane (VGLI). That ad providesfor the
automatt conversian of SGLI to a5-yea nonrerewable
term policy at reasonald rates and with a“no physical
exam” advantage. That is, you can have insurance
coverage at reasonable rates for 5 years after you
separat from the Navy. You can convert the policy at
any time during tha 5 yeaisto acommercidinsurance
policy with the sane amoun of coverag without a
physical examination. Like SGLI, the Office of
Servicemen’s Group Life Insurance (OSGLI)
administers the VGLI program, and the Veterans’
Administration supervises it.

Youcanget VGLI coverageinamounsequato, but
not exceedingthe amour of SGLI in force at thetime
of your separationThis insurancelike SGLI, has no
cash, loan, paid-up, extended insurancealue.

REVIEW 3 QUESTIONS

QL1 You can secwSGLI in what increments?
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Q2. Wha is the maximum amoun of coverage for
SGLI?

Q3. You haveseparatdfromtheservice Youwill be
covered by SGL for up wha maximum number
of days after your separation?

YOU AND YOUR FAMI LY

Learning Objectives Whenyou compleethischapte,
you will be able to—

¢ |dentify types of abuse to include spoug and
child ause.

* Recognietheeffect of abuseon self, family, and
the Navy.

* |dentify procedures to failv to obtain help.

* A negative affect ontheefficient functioningand
morale of military units.

* A bad reputatimn and loss of prestig of the
military service in theigilian communiy.

The following information will help you
understand what is meant by the teiose.

Victim. An individud who is abusel or whose
welfareis harmel or threatend by act of omission or
commission by another inddual or indviduals.

Emotional abuse Actions including, but not
limited to acive, intentiona berating disparagingor
othe behavior towardsthevictim that adversey affects
the psychological well-being of the victim.

Spous abuse Spoug abuse includes but is not
limited to, assaultbattew, thred to injure or kill , or any
othe ad of force violence or emotiond abuse or
undwe physicd or psychologich trauma or fear of
physicd injury. This includes physicd injury, sexual
assault, intentional destruction of property,
psychological buse, and stalking.

Stalking. Actions of a person performed in a
repeatedly harassing manner, including, but not limited

As part of the naval tradition of taking care of our 10, following another person in a manner to induce, in a
own—it’s the responsibility of each Sailor to ensure reasonable person, fear of sexual battery, bodily injury, or
the safety, health, and well being of his/her family. death of that person or that person’s immediate family.

The military family deals with the challenges posed
by the demands of military life and family life.

Child abuse/neglect The physicd injury, sexual
abuse emotion& abuse depivation of necessitiesor

Sometimes, military life creates stress and friction ging abuseof achild by aparentguardianempbyeeof

within the family.

WHAT IS ABUSE?

Stres ard friction within the family can lead to
abuse eithe physicd or emotional Navy personnkare
expectal to show the Navy leadershp core values of
hona, courage and commitment Child ard spouse
abuseisunacceptaldand incompatibewith these high
standard of professionhand personadiscipline The
result of dusve befavior by Navy personnel is—

* Destoyed ives.

* A detraction from military performance.

a residential facility, or any person providing
out-of-horre care who is responsil@ for the child's
welfare unde circumstancethat indicate the child’s
welfare isharmel or threatenedlheterm encompasses
bothactsand omissiorsonthepait of suc aresponsible
personThistemrmincludesoffendeswhoserelationship
isoutsice the family and includes but is nat limited to,
individuals known to the child and living or visiting in
the sarre residene who are unrelatel to the victim by
blood or marriage and individuals unknown to the
victim. Child éuse/reglect includes the fabwing:

* Physical abuse. In the case of child abuse,
physicd abuse includes but is not limited to, acts that
resut in deah or othe physicd injury tha seriously
impairsthehealt or physicd well-being of thevictim.
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e Sexud abuse In the cas of child abuse sexual
abuse is actiors tha include but are not limited to, the
empbyment use inducemententicementor coercion
of any childtoengagein, or have achild assi$any other
persm to engage in, any sexually explicit condud or
any simulatian of sudiconductActionsinclude but are
not limited to, rape molestation prostitution or other
sexud acivity betwee the offende or athird party and
a child, when the offende is in aposition or a power
over the child.

WHAT CAN THE COMMAND AND THE
FAMI LY DO ABOUT ABUSE?

Child and spouse abuse are serious behavioral
social and communiy problemsThes problensneed

a comprehensive, community-based response. The

mod effective responsto family violence occuswhen
individuals families commandsand communities act
as a community tkeep the victim safe.

The Departmenof the Navy (DoN) has a Ramily
Advocacy Program (FAP) that addresses child and
spoug abuse It involves the prevention evaluation,
identification, intervention, rehabilitation/behavioral
educatio ard counselingfollow-up, and reportirg of
childand spougabuse TheNavy usesthisprogranasa
tod to assis victims and to redue the occurrene of
child and spousebase.

The five primaly goak of the DoN FAP are as
follows:

1. Victim safety and protection
Offender accountability
Rehabilitaive education and counseling

Community accountability

g~ w N

Responsibility for a consistent appropriate
response

A continuos effort to redue and eliminate child
and spoug abuse is acively pursue at every level of
command. Each command has a Family Advocacy
ProgramThe CO at ead installatian appoins a amily
advocecy officer (FAO). The CO also ensurs tha a
family advocacy committee (FAC) and a cae review
committee (CRC) are establishedThe primaty god of
the FAP is prevention of abuse The FAP establishes

education supporf and awarenes prograns so that
familiesand their commarl understad the risk factors

of child and spouse abuse. Programs emphasize
prevention, recognition, prompt notification and
reporting, anavailability of responise services.

Early intervention involving case of spoug or
child abuse of any kind is very important Victims can
repot incidens of abuse directly to the FAO, family
servie cente, medica treatmenfacility, Chaplain or
the Onbudsman. The important thing is to report it.

STRESS MANAGEMENT

Learning Objectives When you finish this chapte,
you will be able to—

* Recognizdactors that cause stress.

¢ |dentify ways to combat stress.

Everybody experiences stress. It's the body’s
natura reactian to tension pressureand changeMost
peopkthink of stressas (or thingstha cau® stres$ as
negative, sud as traffic, a difficult job, or a divorce.
Howewer, stressas can be posiive experiences For
example having abaly, bowling aperfed 300 game or
completirg asatisfyirg project Thes are all changes
that can cause stress.

Your body carit tell the differene betwea agood
ard abad stressa Both too much stres and too little
stresarebad for you, whiletheright balane keesyou
going Positve, or goad stresscan ke you going It
makes life more challenging and less boring.

Too mudh stres can be bad for you, both physically
ard mentaly. Prolongedunrelieved stres can lead to
accidental injury, serious illness, or inappropriate
behavior. For the sake of your health, safety, and
happinessyou neal to recogniz and mana@ stress
before it gets the best of you.

Stres occuis when there is an imbalane between
the demang of our lives and the resource we haveto
ded with those demandsAn imbalan@ may happen
whentherarechangsinour lives It’s not thechanges
themseles tha caue stres kut our reaction to those
changes oevents.
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Reactiosto stres vary and can taketheir toll, both
mentaly and physically. Comma stres symptoms
include upsé stomach fatigue tight nedk muscles,
irritability, and headachesSone peopk read to stress
by eatirg or drinkingtoo much losing sleepor smoking
cigarettes.

On-the-jd pressureshangsinlifestyle, financial
difficulties and family tensiors are stressful All too
often, peopk use alcohd or drugs to contrd the stress
theyfeel. Howewer, alcohd and drugscanincreag both
mentad and physicd stressRegular use of alcohd and
drugs can lead to depenagn

The first stgp to managiig stresisto identify your
stressors—whdhings make you react Stressog arerit

only events that cause you to feel sad, frightened,

anxious or hagy. You can cau® stres throuch your
thoughts feelings and expectationsA key to dealing
with the big ard littl e everyday stressasisto copewith
stres in aposiive way. The following are sone ways
you can use to cope with stress:

Acceptance Many of us worry abou thingstha we
haveno contrd over. Leam to accep when things are
beyond your control.

Attitude. Try to focus on the positive side of
situations. By focusing on the positive, you'll find

solutiorscome more easily ard your streslevel will be
reduced.

Perspecive. Too often we worry or becone upset

Q2. List some of the ways tha the FAP can help a
family.

Q3. How does stress occur?

Q4. Whats thefirst step when dealing with stress?

Q5. List some of thevays you can combat stress.

SUMMARY

Being a membe of the Navy gives you various
responsibilitiesincluding tha of your own financial
managementeam to use credt wisely and dorit bite
off morethan you can chew. You can useyour leaveand
earning statemetito help you develop a ludge to keep
from overextending yourself financially. The Navy
takesmattesof indebtednesvery seriousy. Therefore,
take advantag of the prograns awilable throud the
Navy to help you with moey problems.

Tryingtobalane amilitary lif ewith a family at best
canbe very challengingBudgetirg ard preplanniig for
periocs of long depbymert can help lesse the strain.

about things that never happen. Keep things in Throudh the Family Advocecy Program families can

perspeadve.

There are many healhy ways to comba stress.

Regular exercise, proper diet, meditation, laughter,

relaxation techniquesand involvemen with outside
activitiescan positvely affect your attitudeand enhance
your life as well as reduce stress.

REVIEW 4 QUESTIONS

Q1 When servie membes or their families are a
victim of spousé or child abuse wha Navy
programwas established to help them?

get help in times dfamily distress.

Stresislikebody temperaturdf it's toolow or too
high, you cant sunive; but, theright balane can keep
you going strong It makes seng to use stres enagy
posiively, to med life’'s challengesexperiencs and
goals Stres is nat all bad In fact posiive stres can
make life both rich and satisfying.

REVIEW 1 ANSWERS

Al. Themaindifferene betwea pay ard allowance
isthatpay istaxable income and allowance is
nontaxable income
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A2.

A3.

A4,

AS.

AG.

AT.

A8.

A9.

Al.

A2.

A3.

A4.

A5.

AG.

The three types of pay are—

a. Basic
b. Incentive
C. Special

The Navy uses thdirect Deposit System
(DDS)to deposit personnel paychecks.

When you have seved more than 4 yeass of
actve-duy service you will recave alongevity
raiseevery 2 years

You receive your clothing maintenance
allowanceonce ayear.

DELETE

You are responsible for making sure your
paycheck and LES are correct.

You earn30days a year or 2.5daysof leaveper
month.

The CO may grant3- or 4-day specia liberty
periods.

REVIEW 2 ANSWERS

A checking account is theafest and most
convenient way to keep track of the money
you spend.

If you don’t have enough money in your
checkirg accoun to cover a check you have
bounced a check You are usually chaged afee
by the bark to proces this chek and chaged a
fee by the comp® you wrote the check to.

When you have morey taken out to make loan
payments, youdne avoluntary allotment.

The first thing to do when making out a budge is
to dart a savings plan—payyourself first!

The money you're charged to use borrowed
morey is known asinterest

Thesimplesway to findthetota cod of crediis
to subtract the actual price of goodsfrom the
total amount of the loan
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AT.

Al.

A2.

A3.

Al

A2.

A3.

A4.

A5.

You establis goad credi by paying loans or
purchase agreements according to your
contract and on time

REVIEW 3 ANSWERS
SGLI is available in mcrements of $10,000
only.

The maximun amourn of coverage unde SGLI
is $200,000

Normally, you are covered for a maximum of
120 days after separationrfom the sevice.

REVIEW 4 ANSWERS

The Family Advocacy Progran was established
to help service members or their families
when they are a victim of spousa or child
abuse.

TheFAP can help damily through—
a. Education programs

b. Counseling
c. Intervention in cases of buse

Stress occurs when there&n imbalance
between the demands of our lives and
resou ceswehavetoded with thosedemands
The first step to take when dealirg with stres is

to identify your stressors that is, find out
what causes the sess.

Some of thevays you can combat stress are—

a. Exercise

b. Diet

c. Meditation

d. Laughter

e. Relaxation techniques

f. Involvement with outside acivities






