
Heads Up, Soldiers! 
Use or Lose Leave 
Reminder!
As we head into the final quarter of 
Fiscal Year 2025, it’s time for a 
friendly reminder about maximizing 
your well-deserved leave!

The critical date to remember is 
September 30th, 2025.
This is the last day to use any 
unused use/lose leave.
Any use/lose leave balance 
remaining after midnight on 
September 30th, 2025, will be 
forfeited – that's "use or lose!“

We know you're dedicated to the 
mission, and sometimes taking time 
off can feel difficult. But remember, 
taking leave is essential for 
maintaining readiness – both yours 
and the Army’s! It allows you to 
recharge, spend time with loved 
ones, and return to duty refreshed 
and focused.

Here's what you need to do NOW:
Check Your Leave Balance: Don't 
guess! Log into your MyPay account 
(https://mypay.defense.mil/) to see 
exactly how much leave you have 
accrued.

Plan Your Leave: Start coordinating 
with your leadership immediately to 
schedule your leave. Don't wait until 
the last minute – popular dates fill up 
quickly!

Submit Your Absence 
Requests: Ensure your absence 
requests are submitted and approved 
through IPPS-A well in advance.

Consider All Leave  Options

Remember, you can use annual 
leave for vacations, personal 
appointments, or even just a long 
weekend to relax.

Don't hesitate to reach out to your 
chain of command, S1/HRPro, or 
Military Pay section if you have 
any questions or need assistance.

Let’s finish FY25 strong, and make 
sure everyone gets the rest and 
recovery they deserve!

Stay Ready, Stay Focused, and 
Use Your Leave!

THE MONTHLY S1 
CLASS

This class will allow you to send and 
receive financial documents to the Ft. 
Riley AMPO on behalf of your fellow 
Soldiers.
Open to all S1 staff
Time: 1300-1400
For Dates and locations see below

08/18/2025 Building 206, Room 111
09/15/2025 Building 206, Room 111

Aug Processing Dates
The cutoff dates for pay checks are:

7 August 2025 for Mid Month

21 August 2025 for End of Month

Army Basic Needs 
Allowance (BNA)

Eligible Soldiers serving on active duty, 
with at least one dependent reported in 
DEERS are eligible to apply and may 
qualify for BNA if certain criteria are met.

Applications for BNA will be processed 
through the soldier’s chain of command. 
Unit Commanders, installation HROS, and 
S1 Finance are responsible for 
determining eligibility and providing 
calculation for the packet.

COMMANDERS IN THE GRADE OF O-5 
AND ABOVE WILL CERTIFY BNA 
APPLICATIONS. THIS AUTHORITY MAY 
NOT BE FURTHER DELEGATED.

The packet must include the following:
DA 4187 or IPPS PAR, DA FORM 4856 • 

EXCEL BNA spreadsheet, The signed 
statement from the Soldier, All paycheck 
stubs, Forms 1099, Forms W-2, and Forms 
W-4 from all members in the household to 
include dependent children. 

• Incomplete BNA packet will be returned.

Changing the Landscape of 
Communication

The Ft Riley AMPO along with other 
agencies has adopted the TEAMS VoIP 
system for its flexibility, scalability, and 
cost savings.  Unfortunately, our 
transformation is currently incomplete.  
We are working on a plan too replace our 
phone lines for the different sections within 
the AMPO to better serve you. In the 
meantime, please reach out to your local 
S1/HRPro for Military Pay advice and 
action.  They are your first line of defense.  
You may also use the group emails in the 
left hand column to contact our office or 
stop by our offices in  building 212,and  
210 during our business hours. We are 
always happy to assist you.

Please remain patient a quiet revolution is 
underway.

Hours of Operation

Monday 0730-1500
Tuesday 0730-1500 
Wednesday Closed
Thursday 0730-1500

Friday 0730-1500

Upcoming Events

08/07/2025 Mid Month Cut Off

08/08/2025 Closed for RDO

08/21/2025 End of Month Cut 
Off

08/22/2025 Closed for RDO

08/29/2025 Closed for RDO

09/01/2025 Closed for Labor 
Day

09/04/2025 Mid Month Cut Off

09/19/2025 Closed for RDO

09/21/2025 End of Month Cut 
Off

09/30/2025 End of FY25 Leave 
Balance rollover
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Home of Record (HOR) 
Change Request

The Army has announced a 
significant change to its policy 
regarding Home of Record (HOR) 
designations, streamlining the 
process for Soldiers who discover 
errors in their official records. The 
updated policy aims to provide 
quicker resolution for legitimate 
mistakes while maintaining the 
integrity of personnel data.
Traditionally, correcting an incorrect 
HOR required a lengthy process 
through the Army Board for 
Correction of Military Records 
(ABCMR). 

Establishing the Home of Record:
Army policy dictates that a Soldier’s 
HOR is officially recorded at the time 
of enlistment, commissioning 
(appointment), or when ordered to 
active duty. This initial designation is 
based on the information provided 
during the entry process and is 
considered the official record unless 
a valid error can be proven.  The 
local AMPO is unable to update your 
HOR only your state taxes.

Major Upgrade to Meal 
Deductions

A new exception to policy was 
released in June 2025 and is 
effective immediately. This 
authorization allows Military Services 
to accept religious accommodations 
and/or medical dietary restrictions as 
reasons to exempt certain Service 
members from Essential Station 
Messing (ESM), when the dietary 
needs of those Service members 
cannot be accommodated by an 
appropriated fund government 
messing facility. This ETP shall only 
apply to Service members with an 
approved religious accommodation 
for that member’s dietary practices (in 
accordance with DoDI 1300.17, 
Religious Liberty in the Military 
Services, and Service policy), or a 
special diet as prescribed and/or 
verified by a DoD health care 
provider as applicable.

Exempted members are authorized to 
receive BAS without mandatory pay 
account collection for ESM. To take 
advantage of this ETP please talk to 
your HRPro.  The AMPO will require 
an IPPS-A Par with an LTC or higher 
as the final approver.

AMPO Fort Riley Mission Statement         Lead our customers in finance and accounting by ensuring the delivery of efficient, exceptional quality pay and financial information

Contact Info
Main Finance 
Phone: TBA  
Email: usarmy.riley.fin-mgt-
cmd.mbx.AMPO-customer-
service@army.mil
Email: usarmy.riley.fin-mgt-
cmd.mbx.AMPO-
processing@army.mil
Debt Management/Special 
Actions 
Phone: TBA
Email: usarmy.riley.fin-mgt-
cmd.mbx.AMPO-Debt-
Management@army.mil
PCS In/Out Processing
Phone: TBA
Separations
Phone: TBA
Reserve Pay
Phone: TBA
Email: usarmy.riley.fin-mgt-
cmd.mbx.AMPO-Reserve-
Pay@army.mil
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