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MILPERSMAN 1320-010

TYyPES OF ORDERS

Responsible | NAVPERSCOM Phone: DSN 882- 4148
Office ( PERS- 455) COM| (901) 874-4148
FAX 882- 2693

1. Change of Duty Orders. Change of duty orders detaches a
menber fromone duty station and assigns the nenber to anot her
station. The type of duty fromwhich the nenber is detached or
to which assigned may be either tenporary or pernmanent duty.

a. Permanent change of station (PCS) orders involve
det achment from one pernmanent duty station (PDS) and assi gnnment
to a new PDS. Periods of tenmporary duty may be included in
orders that assign a new PDS upon conpletion of the tenporary
duty.

b. Temporary duty (TEMDU) orders involve detachnent from
one station and assignnment to another station or stations for
TENMDU pendi ng further assignnment to a new PDS or for return to
the ol d permanent station. Menbers on TEVMDU are not attached to
any PDS.

2. Additional Duty Orders (ADDU).

a. Additional duty orders assign a nenber to a duty that
menber is to performin addition to and in conjunction with that
permanent duty. No travel is authorized by ADDU orders unl ess
specifically stated in the orders.

b. The follow ng types of ADDU orders for officers nust be
i ssued only by Navy Personnel Comrand ( NAVPERSCOM)

(1) Any ADDU orders that result in an increase in basic
pay or allowances of the officer (e.g., hazardous duty,
additional duty in a flying status involving operational or
training flights (DIFOPS), or duty that entitles the officer to
i ncentive pay).

(2) Any ADDU orders that would entitle the officer to
rei nbursenent for travel expenses.
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(3) Any ADDU orders of a permanent or seni-permanent
nature (nore than 6 nonths in duration) to a command ot her than
the officer’s parent command where they perform paranount duty.

(4) Any ADDU orders to an officer assigning themto
conmmand.

c. Any ADDU orders for officers other than those in the
above four categories may be issued locally at the discretion of
the |l ocal CO

3. Temporary Additional Duty Orders (TEMADD)

a. Tenporary additional duty orders assign a nenber to
TEMDU in addition to present duties, and direct the nenber upon
conpletion of this TEMADD to resune regular or tenporary duty.
When travel is involved, one journey away fromthe nenber’s duty
station to one or nore places, and a return journey to the duty
station are directed in the orders. TEMADD orders automatically
expire when the nenber returns to the duty station from which
t he individual proceeded on TEMADD unl ess such return is
incident to necessary change of train or plane en route to the
next TEMADD station involved in the orders and no unnecessary
delay is taken in making such change unl ess the nmenber returns
for personal reasons in a liberty or |eave status. Personnel on
TEMADD rermain attached to the station fromwhich they initially
proceeded on TEMADD, as well as being subject to the conmand of
each CO to whomthey may report for TEMADD.

b. Conpetent orders for nenbers attached to nucl ear-
power ed, two-crew submarines undergoing training or
rehabilitation (TRAHAB) away fromthe submarine or its honme port
will be worded “for tenporary additional duty TRAHAB.”

c. Verbal or witten TEMADD orders which have the effect of
maki ng nenbers on active duty a part of the work force of any
Federal activity or agency outside the Departnent of Defense,
may be issued only when those assignnents have been approved by
NAVPERSCOM This policy is not to be construed to require
NAVPERSCOM approval of the foll ow ng types of TEMADD orders
i ssued by conpetent authority for nenbers who are

(1) perform ng TEMADDI NS.

(2) participating in athletic events.
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(3) serving as escorts for Congressnmen, foreign military
officers, and other dignitaries.

(4) attending authorized neetings, conferences, and
sem nars.

(5) performng TEMADD required to neet the Chief of
Naval Operations assigned mssion of the activity, e.g., liaison
bet ween naval research and devel opnent | aboratories and ot her
federal activities such as the Federal Aviation Adm nistration.

(6) participation in house hunting in conjunction with
PCS orders.

(7) issuance of orders for naval personnel to appear in
Federal Court as w tnesses on behalf of the Federal Governnent
as guided by the provisions of the Judge Advocate Ceneral (JAG
Manual .

4. Repeat Travel Orders. Repeat travel orders authorize a
menber to perform in addition to present duties, such travel
fromtime to time as necessary for a purpose stated in the
orders, the travel being fromthe duty station to (and fron

poi nts designated in the orders. Repeat travel orders are

i ssued only by NAVPERSCOM to nenbers in billets that require
regul ar and frequent trips away fromtheir duty stations in the
performance of assigned duties.

5. First Duty Orders. First duty orders (first set) assign the
followng to a PDS:

a. Inactive personnel.
b. Persons being newly comm ssioned fromcivilian status.

6. Temporary Active Duty Orders. Tenporary active duty orders
(first set) assign inactive nmenbers to TEMDU for a |limted or
specified period of time, and direct, upon conpletion, release
to inactive duty.

7. Release From Active Duty Orders. Release fromactive duty
orders or separation orders are any orders that separate nenbers
fromactive duty in the naval service.

8. Training Duty Orders. Training duty orders assign Naval
Reserve menbers to training duty.
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MILPERSMAN 1320-020

MESSAGE ORDERS FOR INACTIVE DUTY RESERVE
OFFICERS

Responsible | NAVPERSCOM Phone: DSN 882- 3208
Office ( PERS- 812) COM [ (901) 874-3208

FAX 882-2738
1. Purpose

a. The contents of nessage orders contained in this
article (referred to as “Fornms”) will be used by recruiting
of fices, or other commands as appropriate, as guides in
preparing witten orders in proper order format to be
delivered to each officer concerned. Each of these forns
(ALPHA — ECHO) are divided into two parts:

(1) Part 1: to be used by the Navy Personnel
Command (NAVPERSCOM) to transmt the nessage orders to the
action addressee for issuance of the orders;

(2) Part Il: to be used by the action addressee
(recruiting offices or other conmands as appropriate) upon
receipt of Part I to issue the orders in inplenmenting Part
l.

b. The conbination of Parts | and Il will be
transmtted by the action addressee in Part | to each
of ficer concerned with anple copies for:

(1) Disbursing officers.

(2) Movenent of fam |y nenbers and househol d goods.

(3) Use by the officer in conpliance with the
or ders.

2. Message Orders by Telegram. |n cases where nessage
orders are relayed to an officer by telegram the follow ng
action will be taken:

a. The originating authority shall send the conplete
orders in the prescribed form
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b. The officer concerned, upon presentation to the
di sbursing officer, shall endorse on the tel egramthey
received the words “Original orders received” and affix
their signature. This certification will be sufficient to
enabl e the disbursing officer to nmake rei nbursenent for
m | eage without further confirmation.

3. Form ALPHA. Form ALPHA is to be used for an officer
who has accepted a conmm ssion with no wai ver of physical
defects. See below for exanples of both parts of this
form

Part I - Example:

UNCLAS NAVPERSCOM ORDER NR 146210 FORM ALPHA M LPERSMVAN 1320- 020.
LT BYRON G WHI TE 628156/ 1105 222 W MADI SON ST LYNN MASS PROREP
NAVSTA NORVA ON 10 AUG ACDU

Part ITI - Example:

From
To:

Ref: NAVPERSCOM nessage (date/time group)

1. Proceed and report to (fill-in) for physical exam nation
including flight physical if being ordered to D FOI. (Reservists
wi || be considered physically qualified for assignment to active

duty provided they neet the physical standards set forth in the
NAVMED P- 117, Manual of the Medical Departnment. \Were
appropriate, a conditional waiver of the physical standards may
be granted per the NAVMED P-117.) You are ordered to tenporary
active naval service for this purpose and considered in tenporary
active duty status during the tinme required and travel necessary.
If found physically qualified within 12 nonths prior to the

ef fective date of these orders and no substantial change in your
physi cal condition has occurred, a physical exam nation is not
requi red under NAVMED P-117 (MANMED 15-77). If found physically
qualified, or if a conditional waiver is granted by the exam ning
activity, and a |l ater review of your conplete nedical record by

t he Bureau of Medicine and Surgery (BUMED) reveal s evidence of a
defect of condition which is considered to be of sufficient

i nportance to preclude the reasonabl e perfornmance of the duties
of your grade and designator on the active list, you will be
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consi dered not physically qualified and the unexecuted portion of
your orders will be cancel ed.

2. If found not physically qualified, imediately return to the
above address. Upon arrival at the above address consi der
yoursel f rel eased fromtenporary active duty and forward a copy
of these orders with all endorsenments to the Navy Personne
Command (Staff Corps officers, forward an additional copy to the
cogni zant bureau, command, or office), to the Chief of Naval Air
Reserve Training, if appropriate, and to the Naval Reserve

Per sonnel Center, New Ol eans, Louisiana 70149. 1In this event,

t he exam ni ng nmedi cal officer shall advise NAVPERSCOM by nessage
referencing these orders, stating defects in detail together with
action taken and recommendations, if any, with information copies
to BUVED and (insert the information addressees on these orders).

3. If found physically qualified, imediately return to the
above address. Upon arrival at the above address consi der
yoursel f released fromactive duty until such time as is
necessary to (fill-in reporting instructions).

NOTE: Alternate paragraph 3 to be used when a future reporting
date is not specified: |If found physically qualified, (fill-in
reporting instructions).

4. Accounting data: (fill-in)

5. Travel via private conveyance is pernmitted at your option for
your personal conveni ence.

6. You are advised to make no personal plans for active duty
until found physically qualified and not to nove fam |y nenbers
until you have reported for duty and have suitable quarters for
t hem

7. Acertified copy of these orders, with all endorsenents,
shall be forwarded to the Naval Reserve Personnel Center, New
Ol eans, Loui siana 70149.

8. If serving under orders authorizing your participation in a
Naval Reserve Programin a pay or nonpay status, you are directed
to request termination of your inactive duty training orders, via
the appropriate chain of command, to be effective not later than
the day preceding the date of reporting to active duty in
conpliance with these orders.
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4. Form BRAVO. Form BRAVO is to be used for an officer
who has accepted a comm ssion with a waiver of physical
defects. See below for exanples of both parts of this
form

Part I - Example:

UNCLAS NAVPERSCOM CORDER NR 146210 FORM BRAVO M LPERSNMVAN 1320- 020.
LT BYRON G WHI TE 628156/ 1105 222 W MADI SON ST LYNN MASS WAI VED
LTR (REF & DATE) PROREP NAVSTA NORVA ON 10 AUG ACDU

Part ITI - Example:

From
To:

Ref: NAVPERSCOM nessage (date/time group)

1. Proceed and report to (fill-in) for physical exam nation
including flight physical if being ordered to D FOI. (Reservists
wi || be considered physically qualified for assignment to active

duty provided they neet the physical standards set forth in the
NAVMED P- 117, Manual of the Medical Departnment. \Were
appropriate, a conditional waiver of the physical standards my
be granted per the NAVMED P-117.) You are ordered to tenporary
active naval service for this purpose and considered in tenporary
active duty status during the tinme required and travel necessary.
If found physically qualified within 12 nonths prior to the
effective date of these orders and no substantial change in your
physi cal condition has occurred, a physical exam nation is not
requi red under NAVMED P-117 (MANMED 15-77). Since physica

defects were wai ved by NAVPERSCOM (PERS- (fill-in)), further
wai ver will not be required if disabilities are essentially the
same as to character and degree. |f found physically qualified,

or if a conditional waiver is granted by the exam ning activity,
and a later review of your conplete nmedical record by the Bureau
of Medicine and Surgery reveal s evidence of a defect or condition
which is considered to be of sufficient inportance to preclude

t he reasonabl e performance of the duties of your grade and
designator on the active list, you will be considered not
physically qualified and the unexecuted portion of your orders

wi || be cancel ed.

NOTE: Paragraphs 2, 3, 4, 5, 6, 7, 8 and 9 are the sane as in
For m ALPHA.
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5. Form CHARLIE. Form CHARLIE is to be used for an

of fi cer who has not accepted a comm ssion and has no wai ver
of physical defects. See below for exanples of both parts
of this form

Part I - Example:

UNCLAS NAVPERSCOM CRDER NR 146210 FORM CHARLI E M LPERSMVAN 1320-
020. LT BYRON G WHI TE 628156/ 1105 222 W MADI SON ST LYNN MASS
WAI VED LTR (REF & DATE) PROREP NAVSTA NORVA ON 10 AUG ACDU.

Part ITI - Example:

From
To:

Ref: NAVPERSCOM nessage (date/time group)

1. Upon acceptance of appointment as (fill-in) proceed and
report to (fill-in) for physical exam nation, including flight
physical if being ordered to DIFOT. (Reservists will be

consi dered physically qualified for assignnent to active duty
provi ded they neet the physical standards set forth in the NAVMED
P- 117, Manual of the Medical Departnment. Wiere appropriate, a
condi ti onal waiver of the physical standards may be granted per
the NAVMED P-117.) You are ordered to tenporary active hava
service for this purpose and considered in tenporary active duty
status during the tine required and travel necessary. |If found
physically qualified within 12 nonths prior to the effective date
of these orders and no substantial change in your physical
condi ti on has occurred, a physical exam nation is not required
under NAVMED P-117 (MANMED 15-77). |If found physically
qualified, or if a conditional waiver is granted by the exam ning
activity, and a |l ater review of your conplete nedical record by

t he Bureau of Medicine and Surgery reveal s evidence of a defect
or condition which is considered to be of sufficient inportance
to preclude the reasonabl e perfornance of the duties of your
grade and designator on the active list, you will be considered
not physically qualified and the unexecuted portion of your
orders will be cancel ed.

NOTE: Paragraphs 2, 3, 4, 5, 6, and 7 are the sane as in Form
ALPHA.
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6. Form DELTA. Form DELTA is to be used for an officer
who has not accepted a comm ssion but with a waiver of
physi cal defects. See bel ow for exanples of both parts of
this form

Part I - Example:

UNCLAS NAVPERSCOM CRDER NR 146210 FORM DELTA M LPERSNMVAN 1320- 020.
LT BYRON G WHI TE 628156/ 1105 222 W MADI SON ST LYNN MASS WAI VED
LTR (REF & DATE) PROREP NAVSTA NORVA ON 10 AUG ACDU.

Part II - Example:

From
To:

Ref: NAVPERSCOM nessage (date/time group)

1. Upon acceptance of appointnment as (fill-in) proceed and
report to (fill-in) for physical exanination, including flight
physical if being ordered to DIFOT. (Reservists will be

consi dered physically qualified for assignnent to active duty
provi ded they neet the physical standards set forth in the NAVMED
P-117, Manual of the Medical Departnment. Where appropriate, a
condi ti onal waiver of physical standards may be granted per the
NAVMED P-117.) You are ordered to tenporary active naval service
for this purpose and considered in tenporary active duty status
during the tinme required and travel necessary. |If found
physically qualified within 12 nonths prior to the effective date
of these orders and no substantial change in your physical
condi ti on has occurred, a physical exam nation is not required
under NAVMED P-117 (MANMED 15-77). Since physical defects were

wai ved by NAVPERSCOM ( PERS- (fill-in), further waiver will not be
required if disabilities are essentially the sane as to character
and degree. |If found physically qualified, or if a conditional

wai ver is granted by the exanining activity, and a later review
of your conplete nmedical record by the Bureau of Medicine and
Surgery reveal s evidence of a defect or condition which is
considered to be of sufficient inportance to preclude the
reasonabl e performance of the duties of your grade and desi gnat or

on the active list, you will be considered not physically
qualified and the unexecuted portion of your orders will be
cancel ed.

NOTE: Paragraphs 2, 3, 4, 5 6, and 7 are the sane as in Form
ALPHA.
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7. Form ECHO. FormECHO is to be used for an officer
being ordered to tenporary active duty, then released to
inactive duty. See bel ow for exanples of both parts of
this form

Part I - Example:

UNCLAS NAVPERSCOM CORDER NR 146210 FORM ECHO M LPERSMAN 1320- 020
LT BYRON G WHI TE 628156/ 1105 222 W MADI SON ST LYNN MASS PROREP
CNO WASH DC ON 10 AUG TEMAC ABQOUT 2 MONTHS. COWPL TEMAC DI RDET
AFTER PHYSEXAM  RETURN LYNN MASS ARRI VAL REGARD REL ACDU

Part II - Example:

From
To:

Ref: NAVPERSCOM nessage (date/time group)

1. Proceed and report to (fill-in) for physical exam nation
including flight physical if being ordered to DIFOT. You are
ordered to tenporary active naval service for this purpose and
will be considered in a tenporary active duty status during the
time required and travel necessary. |If found physically
qualified within 12 nonths prior to the effective date of these
orders and no substantial change in your physical condition has
occurred, a physical exam nation is not required under NAVMED
P-117, Manual of the Medical Departnent (MANVED 15-77).

2. If found not physically qualified, imediately return to the
above address. Upon arrival at the above address consi der
yoursel f rel eased fromtenporary active duty and forward a copy
of these orders with all endorsenments to the Navy Personne
Command (Staff Corps officer, forward an additional copy to the
cogni zant bureau, command, or office), to the Conmander, Nava
Reserve Force if appropriate, and to the Naval Reserve Personne
Center, New Ol eans, Louisiana 70149. 1In this event, the
exam ni ng nedi cal officer shall advi se NAVPERSCOM by nessage
referencing these orders, stating defects in detail together with
action taken and recommendations, if any, with information copies
to Bureau of Medicine and Surgery and (insert the information
addresses on these orders).

3. If found physically qualified, imediately return to the
above address. Upon arrival at the above address, consider
yoursel f released fromactive duty until such tinme as is
necessary to (fill-in reporting and detaching instructions.)
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NOTE: Alternate paragraph 3 to be used when a future reporting
date is not specified: If found physically qualified, (fill-in
reporting and detaching instructions.)

4. Accounting data: (fill-in)

5. If the period of duty specified by these orders is 90 days or
nore, travel via private conveyance is permtted at your option
for your personal convenience.

6. Acertified copy of these orders, with all endorsenents,
shall be forwarded to the Naval Reserve Personnel Center, New
Ol eans, Loui siana 70149.

7. This assignnment to active naval service is subject to your
consent .

8. This duty is creditable under 10 U S.C. 12732 for retirenent
poi nt accounting when properly substanti ated.

9. If service under orders authorizing your participation in a
Naval Reserve Program in a pay or nonpay status, your orders to
i nactive duty training are not term nated but are not effective
during your period of tenporary active duty. Your orders to

i nactive duty training are effective the day followi ng conpletion
of your tenporary active duty.




1320-030
22 Aug 2002
Page 1 of 2

MILPERSMAN 1320-030

DELEGATION OF AUTHORITY TO ISSUE ORDERS AND
ADMINISTRATIVE CONTROL OF ORDERS AND TRAVEL

Responsible | NAVPERSCOM Phone: DSN 882- 4148
Office ( PERS- 455) COM| (901) 874-4148
FAX 882- 2693

Governing OPNAVI NST 4650. 15

Directives [Joint Federal Travel Regul ations (JFTR), Vol une
NAVPERS 15559B, O ficer Transfer Mnual

NAVPERS 15909G Enlisted Transfer Manual

1. Authority to Issue Orders

a. Conpetent orders for officers are issued and approved by
Chi ef of Naval Personnel (CHNAVPERS), or commands aut horized by
CHNAVPERS.

b. Oders for enlisted personnel are issued or approved by
Navy Personnel Command ( NAVPERSCOM), or by conmands aut hori zed
by NAVPERSCOM

c. Oders signed by Assistant Chief of Distribution or by
Acti ng CHNAVPERS shall have the full force and effect of orders
i ssued by CHNAVPERS.

d. Oders issued by CHNAVPERS or NAVPERSCOM nay be nodified
only by CHNAVPERS or NAVPERSCOM In this regard, port calls
i ssued by Navy Passenger Transportation Ofices (NAVPTO in
connection with transoceanic or international travel are
considered to be an authorized nodification to orders. See
OPNAVI NST 4650. 15.

2. Delegation of Authority to Field Commands. Only CHNAVPERS
or NAVPERSCOM can del egate authority to field commands to issue
orders and such authority is limted to specific types of
orders. Commands that have been authorized by CHNAVPERS or
NAVPERSCOM t 0 i ssue orders may direct subordi nate commands to

i ssue orders to personnel by nane or nunber, for specific
assignnments, or for travel. Orders issued to officers by field
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commands must reference the authority to issue orders del egated
by CHNAVPERS.

3. Change of Duty Orders Involving Flying Status. Unless so
stated, the delegating authority to issue change of duty orders
shal | not authorize other commands to order officers to or from
a duty involving flying status. Care should be taken to retain
the phrase “duty in a flying status” in all orders that order
menbers to/ fromduty involving flying.

4., Administration of Travel

a. Navy Personnel Command is charged with the
adm ni stration of travel by Navy personnel and their famly
menbers. Travel regulations and entitlenents are contained in
volume | of JFTR, NAVPERS 15559B, and NAVPERS 15909G and
suppl enmentary instructions published as instructions and
notices. Oders shall be as conplete as practical. Wen
menbers are entitled to transportation of famly nenbers and
shi prent of househol d goods at Governnment expense, or when
travel at personal expense subject to reinbursenent is
aut hori zed, individual orders shall be issued to each nenber.

b. Each fiscal year funds are appropriated for the trave
of those naval personnel and famly nenbers issued orders under
the authority of CHNAVPERS or NAVPERSCOM To conserve these
funds and nake them suffice for the entire fiscal year, it is
the responsibility of every conmand del egated authority to issue
orders to stay within any quarterly allotnents granted to them
and to limt travel to that considered essential and in the best
interests of the Navy.
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REQUIRED SIGNATURES ON PCS ORDERS WRITTEN IN THE

FIELD
Responsible | NAVPERSCOM Phone: DSN 882-4183
Office ( PERS- 454) COM| (901) 874-4183
FAX 882-2693
1. Policy
a. Oders, extensions, nodi fications thereof in letter

formoriginated and witten in the field shal

the commandi ng officer
orders, or by a subordinate to whomthe CO has specifically
del egated, in witing,

subor di nat e,

t he wor ds,

such authority.

be signed only by
(CO of the command aut horized to issue

When signed by a
“by direction of the (command title)”

shal | appear after the title of the office of the subordinate.
The del egation of signature authority by the CO does not relieve

t he accountabl e officer of

that authorit

y.

l[tability for funds expended under

b. Letter orders to officers witten in the field that

guote or reference a letter directive,
by Chief of Naval
initiate orders,
“by direction”

CO or officer

Per sonnel
are conpetent orders and may be signed

by a subordi nate specifically designated by the
i n charge.

or nessage orders issued

by a field conmand aut horized to
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MILPERSMAN 1320-050

FACSIMILE SIGNATURE FOR SIGNING ORDERS

Responsible | NAVPERSCOM Phone: DSN 882-4198
Office ( PERS- 4540) Com (901) 874-4198

FAX 882- 2693
1. Policy

a. The facsimle signature of the conmandi ng of ficer (CO
of a command authorized to initiate orders nmay be used for the
pur pose of signing orders to naval personnel instead of the
signatures prescribed. Oders so signed shall be considered
conpetent if initialed by a subordinate to whomthe CO has
specifically delegated, in witing, such authority.

b. Use of the facsimle signature of Chief of Naval
Per sonnel (CHNAVPERS) by personnel attached to Navy Personnel
Command for signing orders, extensions, nodifications, or
endorsenents to orders is limted to personnel who have been
specifically authorized in witing by CHNAVPERS to initial their
facsimle stanp for that purpose.

c. The facsimle signature of a flag officer, area
coordi nator, or CO of any command in the field who has been
aut hori zed by the CHNAVPERS to issue specific type orders or
types of orders may be used as his official signature for
signing orders. Such orders shall be considered conpetent if
initialed by a subordinate to whomthe CO has specifically
del egated, in witing, such authority.

d. Facsimle stanps nust be properly safeguarded and used
only for the specific purpose or purposes authorized.
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MILPERSMAN 1320-060

PERMANENT CHANGE OF STATION TRANSFER ORDER
(PCSTO) , DELIVERY, INTERPRETATION, AND EXECUTION

Responsible | NAVPERSCOM Phone: DSN 882- 4148
Office ( PERS- 455) COM| (901) 874-4148
FAX 882- 2693

Governing | Catal og of Navy Trai ning Courses (CANTRAC), Vol une 2
Directives | NAVPERS 15559B, O ficer Transfer WManual

NAVPERS 15909G Enlisted Transfer Mnua

OPNAVI NST 4650. 15

1. Policy. Permanent change of station transfer orders, both
letter and nessage, will be witten using plain |anguage with a
m ni mum of codes, abbreviations, and acronynms so orders will be
nore easily understood and will not require translation prior to
execution. Only standard abbreviations (e.g., EDA, EDD, NLT,
NET, PRD, ACC, DNEC, CONV, BSC, etc.) and activity titles wll
be used as they appear on other autonmated docunents.

Abbrevi ated course titles may al so be used along wth the course
identification nunbers as listed in CANTRAC, volune I

2. Disposition of Orders

a. Oiginal letter orders and any nodifications wll be
mai l ed to the Personnel Support Activity Detachnent (PSD)
assigned in support of the officer’s activity. Activities not
supported by Pay and Personnel Adm nistrative Support System
(PASS) office will receive original letter orders direct.

b. Message orders wll be transmtted to the activities
involved with the order via the Comruni cations Centers serving
them Message orders shall be locally reproduced by the PASS
of fice supporting the nmenber. One copy will be certified
“Original Message” over the signature of the conmandi ng officer
(CO or officer-in-charge of the processing activity (or their
desi gnated representative). |In cases where nessage orders are
relayed to a nmenber by telegram the following action will be
taken: the officer concerned, upon presentation to the
di sbursing officer, shall endorse the telegramreceived, with
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the words “Original Orders Received” and affix their signature.
This certification will be sufficient to enable the disbursing
of ficer to nmake reinbursenent for m | eage w thout further
confirmation.

c. Commands receiving orders shall pronptly deliver such
orders and each nodification, if any, of orders to the nenber
and shall indicate delivery by an official delivering
endorsenment on the orders or nodifications.

d. Although the order will be addressed via activities
provi di ng personnel support, they are directed to the nenber
being transferred. Authority to specify the detachnent date
within the nonth of detachnent remains with the nenber’s
reporting senior.

e. Oders to officers shall direct their detachnent from
their primary duty only, unless they have been assi gned
accountable duty. Oficers with additional duty at other
activities will be considered detached from such duty upon their
detachnment fromtheir primary duty. Reference to additiona
duty shall not be made in detaching orders. Upon detachnent,

i nformation copies of the orders shall be furnished to the
activity or activities to which an officer has been assigned
addi tional duty.

f. Procedures for processing a nenber’s orders are found in
NAVPERS 15559B, chapter 2; or NAVPERS 15909G Cchapter 23.

3. Reporting for Duty. In carrying out the order, officers
shall report to the CO or commander of the activity naned in the
orders for permanent duty, permanent duty under instruction,
tenporary duty, or tenporary duty under instruction, etc.,

unl ess otherw se specified in the orders. Deviation of the
order must be approved by CHNAVPERS, and when required, a

nmodi fication issued prior to the nmenber’s detachnment form or
reporting to, the final activity stated in the order.
Application procedures are found in NAVPERS 15559B, chapter 2.

4, Proceed Time and Travel Time

a. The date of detachnent is a day of Leave, PT, or Trave
Time (TT). Date of detachnent is only a day of duty if the
menber detaches and reports on the same day with no all owabl e
TT. The day of arrival is a day of duty. Wen a nenber is
detached from one permanent duty station and is ordered to
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anot her permanent duty station, the orders may allow 4 days
proceed tine, as outlined in MLPERSMAN 1320-090, in addition to
travel time outlined in MLPERSMAN 1320-100, The word “proceed”
i s synonynous with “commence travel” and shoul d not be construed
as entitlenent to proceed tine.

b. Unless a specific reporting date is directed in the
order, menbers ordered to report for duty at a place or to
proceed to any point and report for duty shall do so within
4 days after date of detachment, exclusive of the proceed tineg,
travel tinme, and authorized | eave provided in the order or
delineated el sewhere in this manual. See OPNAVI NST 4650. 15
concerning circuitous travel for constructive travel tinme when
traveling via a circuitous route.

c. Were there is sone degree of urgency for a nenber to
report to a new station and there is no known requirenent for
the full 4 days proceed tine, orders shall specify a tinme frane
wi thin which the nmenber nust report for duty, e.g., “Upon
det achnment, proceed and report NLT 12 hours after detachnent,
exclusive of travel tine.”

5. Detaching Instructions. Definition of specific detaching
instructions appearing in the detaching activity section of the
orders is found in NAVPERS 15559B and NAVPERS 15909G
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MILPERSMAN 1320-080

ORDERS AUTHORIZING TRAVEL WITH OR WITHOUT
REIMBURSEMENT

Responsible | NAVPERSCOM Phone: DSN 882- 4198
Office ( PERS- 454C) COM| (901) 874-4198
FAX 882- 2693

1. General

a. Oiginal witten orders issued by conpetent authority are
required for official travel and for rei nbursenent of expenses
i ncident thereto, except as provided in Joint Federal Travel
Regul ations, volune 1 and Navy Travel Instructions for nenbers in
t he special category of duty with, or under training for, the
Mlitary Airlift Comrand, Marine Corps Transport Squadrons, or
Fl eet Tactical Support Squadrons, while on duty away fromtheir
per manent stations. Message orders when properly endorsed, or
orders witten in the field which quote or reference a letter
directive, TWK, NTX, or nessage orders issued either by Navy
Per sonnel Command ( NAVPERSCOV) ( PERS-454), or by field commands
who are authorized to initiate orders.

b. Oders givenin the field which quote or reference verbal
orders received fromconpetent authority nust be confirnmed by the
aut hority who gave such verbal orders within 7 days of issuance.
Confirmation nmust be acconplished by reducing the verbal orders
to witing or by approving orders given in the field referencing
such verbal orders. Reinbursenent for travel expenses under such
orders may not be made until such confirmation i s obtained.

c. Travel orders in any of the above categories which are
not originated by conpetent authority nust be approved by Chi ef
of Naval Personnel or NAVPERSCOM to al |l ow rei nbursenent for
travel expenses incurred in conpliance with orders.

d. |If separate orders have not been issued by higher
authority, commandi ng officers, when transferring enlisted
menbers who are entitled by law to transportation of famly
menbers and househol d goods at governnent expense, shall prepare
i ndividual orders to themby name in order to | essen the
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possibility of problens that mght arise in regard to the paynent
of clainms or procurenent of transportation.

e. Conmmands shoul d not direct nenbers to performtravel on
of ficial Navy business w thout furnishing necessary
transportation or without wording the orders to provide for
rei mbursenment of transportati on expenses. Wen travel nmay be
desirable fromthe Navy's viewpoi nt but cannot be justified
sufficiently as official Navy business to warrant the expenditure
of limted travel funds, or when a nmenber requests admnistrative
absence for purposes specified el sewhere in this manual, any
command whi ch has authority to issue tenporary additional duty
orders may wite an "authorization" permtting the menber
addressed to travel at no expense to the government. Such
aut hori zati on nust always contain the follow ng cl ause:

"This perm ssive travel authorization is issued with the
understanding that you will not be entitled to rei nbursenent for
any travel, transportation, per diem or mscellaneous expenses
in connection with its execution. |If you do not desire to bear
t hese expenses personally, you may choose not to execute this
perm ssive travel authorization and it will be considered
cancel ed. "

f. Reinbursenment for transportation and for expenses
incident to travel perforned in obedience to orders is allowable
only fromthe place to which the orders are addressed. In the
event an activity receives travel orders incorrectly addressed
and the nenber concerned is no |onger at that address, the
orders should not be forwarded until the comrand issuing the
orders has been advi sed and i ssues necessary instructions.
CGenerally, the issuing conmand should reissue the orders to the
correct address.

2. Travel Abroad

a. Menbers ordered abroad shall obtain passports as
speci fied in Navy Passenger Transportation Manual (OPNAVI NST
4650. 15) .

b. Arrange all official transportation and rel ated
suppl emental services such as no-fee passports and visas through
t he Navy Passenger Transportation Ofice at the appropriate
Personnel Support Activity Detachnent.
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3. Temporary Duty (TEMDU). All orders to TEMDU whi ch nust be
acconpl i shed during a specific period, e.g., a course of
instruction convening on a certain date, shall specify the
required reporting and per diementitlenent conmencenent date.
This date shall be determ ned and specified by the order issuing
and/ or delivering authority foll ow ng:

a. Orders to temporary duty under instructions (TEMDUINS)
shall direct the nmenber to "report not later than (date).” This
date normally should be 1 day prior to the schedul ed
commencenent of the TEMDU to permt a reasonable period for
adm ni strative processing. Further the orders shall direct the
menber to "report not earlier than (date)."” In nost cases this
date should be 1 day prior to the "not later than date.” In
addition, the orders shall state:

"Per diementitlenent commences (report not earlier than date)
unl ess the early detachnment or early commencenent of tenporary
duty is determned to be in the best interests of the

gover nnent . "

The "report not earlier than" date is applicable to each
internedi ate duty station. Procedures for reporting
endorsenments for nmenbers who arrive at the TEVMDU station prior
to the "report not earlier than" date are prescribed in

M LPERSMAN [1320- 140| gover ni ng endor senent of orders upon
reporting for duty.

b. Detaching endorsements on all orders directing TEMDU en
route to a permanent duty station shall include the follow ng
stat enent:

"Entitlenent to per diemfor the TEMDU directed by these orders
will be per MLPERSMAN 1320-080. "

When a nenber nust be detached earlier than the |atest date
determ ned necessary to permt reporting on the required date,
considering allowable travel time and | eave desired, the

det achi ng conmand shall include the follow ng statenment in the
orders or the detaching endorsenent:

"Det achnment this date considered in the best interests of the
government because (fill-in)."
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Acceptabl e reasons for early detachnent are utilization of
barracks space, ship novenents, uncertain transportation
schedules to be utilized by nmenbers traveling fromduty stations
outside the United States, or for any other specific good and
sufficient cause.

C. The above endorsements and "report not earlier than"
dates for enlisted nenbers shall be entered on NAVCOWT 536,
Standard Transfer Oder under Supplenental Instructions for
| nt er medi at e Reporti ng.
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MILPERSMAN 1320-090

PROCEED TIME IN EXECUTION OF ORDERS

Responsible | CNO ( N13) Phone: DSN 225- 3322
Office COM| (703) 695-3322
FAX 225- 3311

1. Proceed Time

a. Proceed tine is a period of tine not chargeable as
| eave, delay, or allowed travel tinme. It is granted for the
purpose of facilitating necessary personal arrangenents inherent
in certain permanent change of station (PCS) orders.

b. The anpbunt of proceed tinme permtted is dependent upon
the urgency of the transfer but will not exceed 4 days.

c. The word “proceed” is synonynous with “commence travel
status” and should not be construed as entitlenment to proceed
tinme.

2. Time According

a. Any delay authorized is chargeable as leave and is in
addition to proceed and travel time. The day of detachment is a
day of travel or |eave as applicable.

b. Wen the nmenber is detached from overseas duty, starts
and finishes overseas travel, and arrives in the 48 conti guous
United States or District of Colunbia on the sane day, that day
is considered a day of travel for elapsed tine accounting.
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3. PCS Order Terms and Definitions. \Wen authorized by
subsequent paragraphs, the following terns used in PCS orders,
as displayed in the table below, indicate the anount of proceed
ti me authori zed:

WHEN a PCS order reads... THEN report within...
Report or proceed and report (4 4 days, exclusive of travel tine,
days proceed tinme) subsequent to detachnent.

Report or proceed and report 48 hours, exclusive of trave

wi t hout delay (48 hours proceed ti me, subsequent to detachnent.
tinme)

Report or proceed and report 12 hours, exclusive of trave

i medi ately (12 hours proceed ti me, subsequent to detachnent.
tinme)

Utinmte assignnent - FOR DUTY/ 4 days, exclusive of travel tine,
DU NS (4 days proceed tine) subsequent to detachnent.

4, When Is Proceed Time Authorized

a. Proceed tine is authorized only when nenbers are
executing PCS orders to or from

(1) ships or nmobile units having a seal/shore rotation
code of two or four;

(2) an “all others” tour; and

(3) overseas acconpani ed tours, includes from overseas
to overseas, but not in sanme geographical |ocation.

b. Commandi ng officers of ships changi ng hone port may
aut hori ze proceed time only in conjunction with the novenent of

(1) househol d goods, or
(2) a nmenber’s private owned vehicle.

c. Proceed tine shall not be construed as authority to m ss
reporting dates and tines specified in the orders. A
nodi fication or cancellation of the unexecuted portion of the
original orders received at any point between the old and the
new PDS does not entitle the nenber to additional proceed tine.

d. Entitlenment to proceed time for nenbers not specifically

authorized in this article shall be determ ned by Chief of Naval
Operations (N13).
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5. Types of Orders Not Authorized Proceed Time. Regardless of
ot her considerations, proceed tine is not authorized in
conjunction with the follow ng types of orders, as displayed in
List “A” and List “B’” bel ow.

6. Order Type List “A”. The follow ng order types are not
aut hori zed proceed tine:

a. Oders frominactive duty:

Hore,

Pl ace of enli stnent,

Recruiting station or recruit training center,
O ficer Candi date School

NROTC, or

Naval Acadeny.

b. To:

Active duty at a permanent duty station
Tenporary duty under instruction of |ess than
20 weeks.

Tenporary duty of 6 nonths or |less and then to
a permanent duty station.

c. Oders to:

An activity for separation processing,

Hone from a separation activity, or

Proceed to the locale of the nenber’s choice
upon separation

d. Oders to tenporary additional duty.

e. Oders for group travel, i.e., orders issued to three or
nore nenbers traveling in a group fromthe sanme point or origin
to the sane destination under one order, which has been
designated a “group travel order” by the order issuing
authority.
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7. Order Type List “B”. The follow ng additional order types
are not authorized proceed tine:

a. Oders that have no-cost to the Governnment provision

b. Oders to enlisted nenbers expressing haste, i.e., |eave
is not authorized by the order issuing authority.

c. Oders between two ships having the same hone port.

d. Oders for |eave, except where prevailing instructions
grant |leave as delay in reporting in connection with a transfer.

e. Oders to and fromunits afl oat and ashore |ocated in
sanme netropolitan areas or |ess than 25 mles apart.

8. Metropolitan Area

a. A netropolitan area is defined as the corporate limts
of the city or town in which the nmenber is stationed.

b. The hone port of the unit afloat should be used in
determning entitlenment to proceed tinme regardl ess of ship
| ocati on.

c. The follow ng exanples are provided:

Example 1. Menber on shore duty at Cecil Field, FL is directed
PCS to a ship honme ported at Mayport: Proceed tinme is not

aut hori zed since both Mayport and Cecil Field are within the
corporate limts of Jacksonville, FL.

Example 2: Menber on shore duty at Coronado, CA is directed PCS
to a ship hone ported at San Diego, CA: Proceed tinme is not

aut hori zed since Coronado and San Diego are |less than 25 mles
apart, even though in different corporate limts.

9. Permanent Duty Station

a. Permanent duty station (PDS), as used in this article,
is defined as the assignnent

(1) to duty by PCS orders at the same activity for a
period of nore than 6 nonths, or
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(2) assignment to a school or conbination of schools at
the sanme location for a period of 20 weeks or nore,

the limts of which are the corporate limts of the city or town
in which the nenber is stationed, or honeport in the case of
menbers assigned to an afloat unit.

b. If the menber is not stationed in an incorporated city
or town, the official station is the reservation, station, or
established area, or, in the case of large reservations, the
est abl i shed subdi vi si ons thereof having definite boundaries
wi thin which the designated post of duty is |ocated.

10. One-Period Proceed Time Limitation for En Route TDY. Only
one period of proceed tinme nay be authorized in the execution of
orders directing a nenber to proceed to one or nore tenporary
duty stations en route to a PDS. Once initiated, proceed tine
shal | be used consecutively whether or not the nenber avails
thenmsel f of all or part of the total authorized proceed tine.
Use the rules in the table below to determ ne how proceed tine
is to be authorized during en route TDY:

WHEN the member
elects to use proceed

time THEN AND

prior to reporting to [the orders shall so proceed tinme shall not

a tenporary duty i ndi cat e, be aut horized upon

station, detachment fromthe
tenporary duty
station.

upon detachnment from |[the follow ng

the tenporary duty statenent shall be

station, entered on the

menber’ s orders:

“MBR ELECTED PRCCEED
TI ME UPON COMPL
TEMDU. ”
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11. Reversing Denial/Grant Decisions. Use the rules in the
tabl e below to reverse entitlenent denial or authorization
deci si ons:

WHEN THEN AND

a menber has been
deni ed proper
entitlenent to
proceed tinme by the
transferring conmand,

t he receiving conmand
can reflect proper
entitlement on
NAVCOWPT 3068,
Reporting (Arrival)
Endor senment to

Orders - (Oficer-
Enlisted) (OCR).

it is determ ned by
the receiving command
that the proceed tine
shoul d not have been
aut hori zed,

| eave nmust be
char ged,

t he nenber shoul d be
assisted in submitting
a petition to the
Board for Correction
of Naval Records
(BCNR) with

appropri ate evidence
to support petition.
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MILPERSMAN 1320-100

TRAVEL TIME IN EXECUTION OF PERMANENT CHANGE OF
STATION ORDERS AND TEMPORARY ADDITIONAL DUTY ORDERS

Responsible | NAVPERSCOM Phone: DSN 882- 4198
Office ( PERS- 454C) COM| (901) 874-4198
FAX 882- 2693

Governing |Joint Federal Travel Regulations (JFTR), Volune I,

Directives Chapter 5, Part B

Joi nt Federal Travel Regulations (JFTR), Volunme I,
par agr aph U7200

Joi nt Federal Travel Regulations (JFTR), Volune I,
Chapter 4, Part D

NAVPERS 15559B, O ficer Transfer Manual,
Chapter 2

1. Calculating Travel Time for PCS

a. Authorized travel tinme incident to a permanent change of
station (PCS) will be cal culated under the procedures set forth
in Joint Federal Travel Regulations (JFTR), volume 1, chapter 5,
part B, for the node or nodes of transportation actually used
and aut horized in the PCS orders.

b. In no case will the authorized travel time exceed that
required to performtravel by the node of transportation
directed in the PCS orders. The travel time authorized here is
in addition to the proceed tine which is otherw se authori zed.
No travel time will accrue on PCS orders which are perm ssive in
nature and include a no-cost to the governnent provision.

2. Calculating Travel Time for Members Performing Funded Leave
Travel

a. Calculation of travel tinme for nmenbers who are
aut hori zed to performfunded | eave travel in connection with
consecutive overseas assignnents as prescribed in JFTR
par agraph U7200, will be the tine required for direct travel
bet ween the authorized points.
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b. In calculating travel time, the nenber’s hone or other
aut hori zed destination will be treated as if it were a tenporary
duty (TDY) station en route on a PCS. The day of arrival at,
and the day of departure from the authorized | eave trave
destination are both considered a day of travel. All additional
tinme at the |leave travel destination is charged as | eave.

Travel time in excess of that required for travel via the direct
route is charged as | eave.

c. Leave travel under this part is to be perfornmed by
common carrier to the maxi num extent possible or as authorized
by Chi ef of Naval Personnel.

3. Travel Time for TAD Orders

a. Travel tinme incident to Tenporary Additional Duty (TAD)
Orders will be the tine required to performtravel by the node
of transportation authorized in the nenber’s travel orders.
Travel status commences and term nates as set forth in JFTR
volune |, chapter 4, part D. Except as otherw se indicated,

a nmenber is considered to be in a travel status for the entire
peri od necessary to conplete the official business directed in
t he TAD orders.

(1) Menbers directed to perform TAD away fromtheir
per manent duty station (PDS) are expected to return to their PDS
i mredi ately upon conpl etion of the necessary official business
or to their local place of residence if the return tine is after
the cl ose of normal working hours.

(2) Menbers who would ordinarily be in a liberty status
may, however, elect to remain at the TAD site in a |iberty
status upon conpl etion of TDY.

(3) Simlarly, nmenbers may elect to travel to the TAD
site prior to commencenent of the period of TDY in order to be
in aliberty status at the TDY site before comrenci ng the TAD.

b. No additional cost to the governnment can be incurred
while in a liberty status either before or after a period of
TDY. Conmmands preparing TAD orders should include appropriate
| anguage to permt liberty or |l eave prior to the commencenent or
upon the conpletion of assigned TDYs. Travel entitlenents other
than transportation should term nate at the start of authorized
liberty. Menbers who are serving in an unacconpani ed-by-fam|y-
menber status at their PDS and who are authorized to spend
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normal |iberty periods at their primary residence with famly
menbers, or other authorized points, may start or stop TAD from
t hose points provided no additional cost to the governnment is

i nvol ved and the nmenber would ordinarily be in a |iberty status
upon conpl etion of the TAD.

c. Any other delay in returning to the PDS for personal
conveni ence i s chargeable as | eave. Menbers who conpl ete
of ficial business at a TAD station after 1600 hours, may del ay
detachnment until the followi ng day, if return travel nmenber’s
PDS will exceed 2 hours by the node of travel authorized.

(1) Normally, no nore than 1 day travel tinme will be
all owed for each leg of travel to, from or between TAD
stations. If the time required to performtravel to, from or

bet ween TAD stations by privately owed conveyance (POC) w ||
exceed 1 day, and travel by POC is considered nore advantageous
to the governnment, authorization or approval nust be granted by
commands aut horized to issue TAD orders per NAVPERS 15559B,
chapter 2.

(2) This determ nation should be made on a case-by-case
basi s and based on criteria set forth in NAVPERS 15559B,
chapter 2. Authorization should not be granted unless the
order-issuing authority is convinced such node of travel is
clearly nore hel pful to the governnent than travel by governnent
conveyance or public carrier.

(3) When authorization is granted for travel by POC
travel time will be cal cul ated under procedures set forth in
JFTR, volunme |, chapters 4 and 5. In the absence of such
aut hori zation or approval, no nore than 1 day travel tinme wll
be allowed for each leg of travel to, from or between TAD
stations.

(4) Except as provided for in M LPERSMAN (1320- 080,
per m ssive TAD aut horizations involving official governnent
busi ness are inproper. |If official governnment business is
i nvol ved, the travel nust be funded and travel tine is
aut hori zed.
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MILPERSMAN 1320-110

TRAVEL TIME IN CONJUNCTION WITH CALL TO OR RELEASE
FROM ACTIVE DUTY

Responsible | NAVPERSCOM Phone: DSN 882- 4179
Office ( PERS- 454) COM| (901) 874-4179
FAX 882- 2693

CNO ( NL3) DSN 225- 3322

COM| (703) 695-3322

FAX 225-3311

Governing | DCOD 7000. 14-R, Financi al Managenent Regul ation

Directives (DODFVMR), Vol une 7A, Chapter 2

Joint Federal Travel Regulations (JFTR), Vol une |
Chapter 4, Part C

1. what This Article Addresses

a. This article addresses conputation of travel tinme for
travel days and travel allowance purposes only.

b. For conputation of travel time for pay purposes refer to
DOD 7000. 14-R, chapter 2, para. 0205.
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2. Determining Travel Time When Ordered To Active Duty. Use

the rules in table below to deternine the travel tine when a
menber is ordered to active duty:

period of |ess than 90
days,

WHEN. . . THEN. . . AND. ..
a menber is ordered to (travel by privately travel tine
active duty for a owned conveyance conmputation wll be

(POC) may not be
specifically

aut hori zed in the
orders to active
duty,

per JFTR, vol une I,
chapter 4, part D

a nmenber is ordered to
active duty for a
peri od of 90 days or
nor e,

travel by POC nay be
specifically

aut hori zed in the
orders to active
duty.

in such cases, the
nmenber actually uses a
PCC

all owed travel tine
shal|l be based on 1
day for each 350
mles of the official
di stance of the
ordered travel

1 additional day is

al l oned for any

di stance in excess of
multiples of 350 mles
provi ded the excess is
51 mles or nore.

the total official
distance is 400 mles
or | ess,

1 day’s travel tinme
will be allowed.

conmputing travel tine,
if the orders do not
contain an hour for
reporting,

the required
reporting date will
be charged as a day
of travel

a date and hour for
reporting are included
in the orders,

consideration will be
gi ven to the anount

of travel that can be
perforned on the day
of reporting.

a nmenber has been
ordered to active duty
for a period of 90
days or nore,

travel by POC may

al so be specifically
aut hori zed in the
orders rel easing the
menber from active
duty.

in such cases, the
menber actually uses a
PCC,

all owed travel tine
shal |l be based on

1 day for each 350
m | es,

an additional day

al l oned for any

di stance in excess of
mul tiples of 350 mles
provi ded the excess is
51 mles or nore.
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3. POC Travel Not Authorized. Use the rul es bel ow when travel
by POC is not specifically authorized:

WHEN travel by POC
is not specifically

authorized in the THEN travel time will be computed in the
orders from... following manner.
hone to first duty Using the | atest schedul es for the node of
station, transportation actually used, conpute trave

time based on an actual schedul e, which woul d
permt arrival at the duty station on the
reporting date.

If travel is perfornmed by POC without it
havi ng been authorized, conpute travel tinme in
the same nmanner using the | atest schedul es for
public surface transportation.

| ast duty station to |Using the |atest schedules for public surface
hone of record, transportation, conpute travel tinme based on
an actual schedul e which nost nearly coincides
with the departure date and tine. This is

wi thout regard to the actual performance or
node of travel

NOTE: The above is not applicable upon release fromactive duty
incident to retirenent or transfer to the Fleet Reserve.
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MILPERSMAN 1320-120

TRAVEL ORDERS FOR PATIENTS AND ATTENDANTS

Responsible | NAVPERSCOM Phone: DSN 882- 3229
Office ( PERS- 821) COM| (901) 874-3229
FAX 882- 2622

Governing BUMEDI NST 6320. 1E
Directives [ NAVMED P- 117, Manual of the Medical Depart nent

1. Policy. Orders for transfer of officers and enlisted
patients between naval hospitals, or between a naval hospital
and an Armed Forces nedical facility of another service, are
general ly issued by the commandi ng officer of the naval hospital
fromwhich travel begins, after the transferring naval hospital
has received prior approval under procedures set forth in

BUMVEDI NST 6320. 1E and NAVMED P- 117.

2. Temporary Additional Duty (TEMADD) Orders. TEMADD or ders
for officer and enlisted attendants should be issued by the
commandi ng of ficer of the naval hospital fromwhich trave

begi ns.

3. Processing of Patients. To expedite processing of officer
and enlisted patients the service, health, and pay records
shoul d acconpany the nmenber upon transfer as specified in

M LPERSMAN [1070- 120,
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Responsible | NAVPERSCOM Phone: DSN 882- 4067
Office (PERS- 44) CoM (901) 874-4067

FAX 882- 2676
1. Policy. Details covering agreenments between the mlitary

services for travel of personnel

of one service detailed to duty

wi th another service are published fromtine to tinme in Navy
t he service
is made wll

Directives System Normally upon initial
(Arny, Navy, or Air Force) fromwhich the detai
to the

i ssue the travel orders for the initial trave

installation of the other service.

personnel fromduty with a particul ar service,
i ssue orders for the return of

making the initial detail wll

the nenbers. Wiile such detail ed personnel

detail,

Upon relief of such detailed
t he service

are on duty with

anot her service, they, as a rule, travel under orders issued by

that service. Reinbursenent for travel will be nade by the
service issuing the orders and charged to its appropriation.

Apri |

2004 CD



1320-140
22 Aug 2002
Page 1 of 4

MILPERSMAN 1320-140

PERMANENT CHANGE OF STATION TRANSFER ORDERS
(PCSTO) REPORTING POLICY

Responsible | NAVPERSCOM Phone: DSN 882- 4173
Office ( PERS- 455F) COM| (901) 874-4173
FAX 882- 2693

Governing | NAVPERS 15559B, O ficer Transfer Manual
Directives | NAVPERS 15909J, Enlisted Transfer Manual

DFAS DIMS Procedures Training Qui de (DFAS PTG
Joint Federal Travel Regulations (JFTR), Vol une
OPNAVI NST 1000. 23B

BUPERSI NST (1610. 10

1. Policy

a. Oficers reporting for duty in obedience to orders shal
conply with Navy regul ati ons regardi ng presentation and
endorsenent of orders. Definition of ternms and ot her procedures
for processing orders of officers are found in NAVPERS 15559B,
chapter 2. Detaching and reporting endorsenent procedures are
found 1 n DFAS PTG

b. Enlisted personnel reporting for duty in obedience to
orders are controlled ordinarily by travel and tine schedul es
prepared in advance by the transferring activity dependi ng on
the nethod of transportation specified in the orders. Wen
travel is involved under orders and a definite travel schedule
has not been provided, in addition to proceed tinme, travel tine
is allowed under applicable directives. Definition of terns and
ot her procedures for processing orders of enlisted personnel are
found in NAVPERS 15909G  Detaching and reporting endorsenent
procedures are found in DFAS PTG

2. Review of Orders Upon Arrival

a. Each command to which a nenber reports for tenporary
duty (TEMDU) shall review the orders upon reporting, including
endorsenments on orders, to determ ne whether the nmenber arrived
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prior to the time required to commence the TEMDU directed by the
or ders.

b. If the menber arrived prior to the “report not earlier
than” date specified in the orders because all or part of the
| eave granted in the orders was not used, the nenber shall be
given the option of either remaining in a | eave status until the
required reporting date or, of termnating | eave status and
reporting on the date of arrival with the understandi ng that
per diemw ||l not conmence until the date required to comrence
the TEMDU directed by the orders. [If the nenber elects to
report on the day of arrival with the understandi ng that per
diemw ||l commence at a |later date, the orders shall be endorsed
essentially as foll ows:

“Reported this date. You are not required to commence the
TEVMDU directed by your orders until (date); therefore, per

M LPERSMAN 1320-140 and Joint Federal Travel Regulation (JFTR),
para. M3050-2-1, your per diementitlenent comrences on that
date.”

c. |If early comencenent is determined at the TEMDU station
to be in the best interest of the Governnent, the orders shal
be so endorsed and the per diementitlenment conmencenent date
specified, citing this article as authority. (M LPERSVAN
1320- 080, concerning orders authorizing travel with or w thout
rei mbursenent, specifies acceptable reasons for early detachnent
and appropriate endorsenents on pernanent change of duty
station (PCS) orders involving TEMDU en route to a new per nanent
duty station.)

d. The nenber’s CO, or specified senior naval conmand,
will performall adm nistrative functions necessary to support
reporting personnel (see “Adm nistrative Comrmander
Responsibilities” bel ow).

3. Contents of Orders

a. Intime of peace, to facilitate adjustment of travel
rei mbursenents, all orders to personnel or endorsenents thereon
shall clearly indicate the tinme, date, and place of detachnent,
enbarkation, entry, or reporting as nay be appropriate except
where, within the knowl edge of the command preparing orders or
endorsenments, such information would disclose a classified
| ocati on.
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b. Menber’s orders will identify the Pay and Personnel
Adm ni strative Support System (PASS) office responsible for
their “personnel accounting support.” The PASS office wll

performall functions specified in OPNAVI NST 1000. 23B.

4. Administrative Commander Responsibilities. The activity to
which a nmenber is directed to “report if present, otherw se by
message, for adm nistrative purposes” is responsible for
perform ng all functions necessary to support reporting
personnel. Normally, the activity to which a nmenber reports for
duty will also be their adm nistrative command; however, when a
menber's orders direct themto report to a detachnent or
conmponent of a naval conmmand for duty, the orders will direct
the nmenber to report to the parent command for adm nistrative
pur poses. Wen a nenber is assigned to a permanent duty station
where there is no naval adm nistrative command (e.g., joint or
uni fied commands, civilian universities or |aboratories, other
government agencies, foreign governnents, etc.) the orders wll
direct the nmenber to report to the nearest senior naval conmand
for adm ni strative purposes. The adm nistrative comuander’s
responsibilities include (but are not limted to) one or nore of
the foll ow ng:

a. Keeping service and pay records, processing PCS orders
and | eave accounting. (For adm nistrative commands supported by
PASS for either personnel or pay or both, the above functions,
as appropriate, will be perfornmed by the supporting Personnel
Support Detachnent (PERSUPPDET) per OPNAVI NST 1000. 23B.)

b. Preparing and keepi ng necessary reports and forns,
conplete and current, pertaining to the nenber. (For
adm ni strative commands supported by PASS, the servicing
PERSUPPDET wi | | prepare and keep certain reports and forns per
OPNAVI NST 1000. 23B.)

c. Personnel Accounting (unless otherw se specified in the
orders).

d. Submtting NAVPERS 1610/ 2, Fitness Report and Counseling
Record and NAVPERS 1616/ 26, Eval uati on Report and Counseling
Record (E1l-E6) per BUPERSI NST [1610. 10!

e. Performance and mlitary discipline functions, as
appl i cabl e.
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f. Providing funding for TEMADD travel (e.g., energency
| eave, hospitalization, etc.) and preparing TEMADD travel
or ders.

g. Providing a neans of official conmmunication in matter of
a uni-services nature.
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MILPERSMAN 1320-150

VOLUNTARY RECALL OR CALL TO EXTENDED ACTIVE DUTY FOR
RESERVE OFFICERS

Responsible [ NAVPERSCOM Phone: DSN 882-3208
Office ( PERS- 80C) COM | (901) 874-3208
FAX 882-2738

Governing 5 US C 301
Directives |10 U. S. C. 543 and 549
SECNAVI NST 1427. 2A
SECNAVI NST 1420. 1A
BUPERSI NST [1540. 41
DOD Directive 1304. 19

1. Procedure for Applying

a. Reserve officers on inactive duty who desire voluntary
extended active duty should submt a NAVPERS 1331/5 directly to
t he Navy Personnel Command ( NAVPERSCOM) (PERS-80C). A duplicate
copy of the application should be forwarded for information to
t he command havi ng custody of the service record. Authority to
request this information on this formis derived from5 U S. C
301.

b. Recall applications fromofficers who are requesting a
change of designator nust include the follow ng statenent:
“recall contingent upon approval of change of designator.”
Applications for recall as a TAR (XXX7) officer shal
specifically request an appropriate TAR desi ghator and submt a
copy of NAVPERS 1331/5 to the NAVPERSCOM ( PERS- 4417).

c. Oficers desiring to request augnentation may do so per
M LPERSMVAN 1131-020.

d. Oficers without prior active naval service may apply
for call to active duty under this article.

April 2004 CD



1320-150
22 Aug 2002
Page 2 of 4

e. The purpose is to provide a neans for an individual to
request voluntary recall to extended active duty, and the
information is used to evaluate the individual’s request. The
formis subsequently filed in the individual’s official
personnel record for any other routine managenent action
required. Provision of the information requested is voluntary;
however, failure to provide all information on the form may
result in an inability to process the application.

2. Officer Requirements for Recall

a. Requirenents for officers requesting recall are as
fol | ows:

(1) Unrestricted line officers, restricted |line
of ficers, Supply Corps (3105), Nurse Corps (2905), Medical
Service Corps (2305), Cvil Engineer Corps (5105), Chaplain
Corps (4105), and JAG Corps (2505) officers in the grades of
| i eut enant commander and junior with a date of rank such that
they will be able to conplete at |east 2 years active duty prior
to being considered for pronotion to the next higher pay grade.
To nmeet this requirenent, applicants may request date of rank
adj ust nent per SECNAVI NST 1427.2A. Aviators will normally not
be approved for voluntary recall unless they are in a flight
status in a unit of the Naval Air Reserve or they apply for
extended active duty within 1 year of the date of their rel ease
fromactive duty. Oficers qualified in nuclear propul sion mnust
be screened for recall into the Nuclear Power Program prior to
consideration for recall in another designator or specialty,
accordi ng to BUPERSI NST |1540. 41.

Note: Chaplain Corps officers (4105) nmust have eccl esi asti cal
endorsenent from an endorsi ng agent approved by DOD Directive
1304.19 authorizing recall to extended active duty.

(2) Medical Corps (2105) and Dental Corps (2205)
officers in the grades of commander and juni or.

(3) Oficers applying for the Training and
Adm ni stration of Reserves (TAR) Program should not be above the
grade of I|ieutenant commander.

(4) Any officer applying for recall should not have been
severed or released as a result of non-selection to pronotion to
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any grade by a board convened under 10 U. S.C., Chapter 543 or
549.

b. Wiiver of these recall requirenments nmay be granted under
speci al circunstances as the needs of the service dictate.

3. Retired Officers. Retired officers (XXX3, XXX9) w Il not
normal |y be considered for recall.

4. Physical Requirements. FEach applicant selected for recal

to extended active duty nust neet physical standards appropriate
to grade as established by the Chief, Bureau of Medicine and
Surgery, at the tine ordered to active duty.

5. Application Processing Procedures

a. The normal processing tinme for applications is
approximately 6 weeks.

b. Selection is by recommendation of a staff of officers
within the Oficer Devel opnent Organization of the Bureau of
Naval Personnel. |In addition to service needs, basic criterion
for selection is whether, in the opinion of the staff, the
candidate is fit by reason of age, education, previous naval and
civilian experience, past performance, assignability, etc., to
conpet e successfully on a career basis with their
contenporaries, both Regular and Reserve. Oficers will receive
official notification of the decision reached on their recal
request .

6. Service Obligation for Recalled Officers

a. Oficers recalled to active duty nust agree to renmain on
active duty for a mninmum of 2 years unless otherw se specified
in recall orders. The m ninum agreenent may be for a period of
nmore than 2 years, maxi mumof 5 years, depending on requirenments
and/or duty station assignnent.

b. Oficers recalled into the TAR programw || be required
to remain on active duty for a period not |less than 3 years.
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7. Administrative Procedures for Orders to Active Duty

a. Oders to active duty for officers assigned to units of
the Naval Air Reserve will be forwarded via the appropriate
Naval Air Station or Naval Air Reserve Training Unit. The CO of
the NAS/NAR wil| effect delivery of the orders and direct the
pl ace of physical exam nation.

b. Oders to active duty for officers other than officers
inaunit of the Naval Air Reserve will be forwarded via the
Naval Reserve Readi ness Regi on Conmander, Naval Reserve
Readi ness Center CO, or Naval Reserve Center CO for the area in
which the officer resides. Two copies of the orders wll be
furnished to the Naval Reserve Personnel Center (NAVRESPERSCEN).
NAVERSPERSCEN wi | | forward the service and health record w thout
delay to the appropriate Naval Reserve Readi ness Regi on
Commander, Naval Reserve Readi ness Center CO, or Naval Reserve
Center COw th one copy of the orders. |In cases where the
officer’s records are not held by NAVRESPERSCEN, a copy of the
orders with a notation to this effect will be forwarded by
NAVRESPERSCEN to t he appropriate Naval Reserve Readi ness Regi on
Commander, Naval Reserve Readi ness Regi on Commander, Naval
Reserve Readi ness Center CO or Naval Reserve Center CO which
will effect delivery of the orders and direct the place of
physi cal exam nation. Service and health records shall be
forwarded to the activity designated to conduct the physical
exam nati on.
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MILPERSMAN 1320-170

MEDICAL EXAMINATION OF FIREFIGHTING INSTRUCTOR
PERSONNEL

Responsible | NAVPERSCOM Phone: DSN 882- 4094
Office ( PERS- 4415) COM| (901) 874-4094

FAX 882- 2682/ 80
G?vern}ng NAVMED P- 117, Manual of the Medical Departnent
Directive

1. Policy. Oficers and enlisted nmenbers assigned to duty as
firefighting instructors shall be nedically exam ned under

physi cal qualification standards and physical exam nation

requi renents set forth in Chapter 15 of NAVMED P-117. Such
exam nation shall be conducted prior to the commencenent of
duties that expose the nenber to toxic fumes or inhalation of
snoke or to the possibility of such exposure, and at | east
annual ly thereafter. The tinme interval for |ocal rotation of
firefighting instructors between duties involving exposure and
nonexposure to snoke within a school or training center is to be
determ ned by the commandi ng officer or the officer in charge
and upon the recomendati on of medical officer or senior nedical
departnment representative.
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MILPERSMAN 1320-180

TEMPORARY DUTY ASSIGNMENT OF WOMEN TO SHIPS AND
SQUADRONS

Responsible | BUPERS Phone: DSN 225-9230
Office ( PERS- 00W COM| (703) 695-9230
FAX 224- 6856

1. Definition. For purposes of this article, “tenporary duty”
i ncludes both “tenporary duty” and “tenporary additional duty”
as defined in M LPERSMAN |1320-010| and involving witten orders.

2. Purpose. Tenporary duty assignment of wonmen to units is
aut hori zed and strongly encouraged for normal assignnent of
enbar ki ng detachnents and in support of required training.
Enbar kati on of wonen on both gender integrated and non gender
i ntegrated ships for normal performance of duty should be
accomobdat ed to nmaxi mum extent possi bl e.

3. Policy

a. Assignnent of wonmen is in accordance with the provisions
of SECNAVI NST 1300. 12B.

b. Wnen may be assigned tenporary duty, wthout
restriction, to all units except those closed to the permanent
assi gnnment of wonen due to direct ground conbat or speci al
operations forces m ssions exclusion.

c. Wonen nay be assigned tenporary duty to units, closed to
t he permanent assignnment of wonen due to direct ground conbat or
speci al operations forces mssions, that are not expected to
conduct a conbat m ssion during the period of tenporary duty.
| f wonmen are so assigned and the unit is subsequently required
to be involved in a direct ground conmbat or special forces
m ssion, the wonmen may not participate in the m ssion and every
reasonable effort will be nmade to renove the wonen prior to
execution of the m ssion.

d. Wonen may enbark in any unit for official purposes not

requiring tenporary duty orders, such as for the performance of
i nspections, support functions, or visits.
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MILPERSMAN 1320-200

TEMPORARY DUTY TRAVEL ENTITLEMENT POLICY

Responsible | CNO ( N13) Phone: DSN 225- 3322
Office COM| (703) 695-3322
FAX 225- 3311

Governing |Joint Federal Travel Regulations (JFTR), Vol une

Directives Par agraph U2145-B, U2145-C, U2150
Joint Federal Travel Regulations (JFTR), Volune I,
Chapter 4

Joi nt Federal Travel Regulations (JFTR), Volune I,
Appendi x A, B, and D

1. Temporary Duty (TEMDU). TEMDU is duty at one or nore

| ocations, other than the pernmanent duty station (PDS), under
orders which do not provide, at least initially, for returnto
the starting point.

2. Temporary Additional Duty (TEMADD). TEMADD, which is a type
of tenporary duty, involves one journey away fromthe

servi cenenber’s PDS in the performance of prescribed duties at
one or nore places with return to the starting point directed
upon conpl eti on.
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Use the follow ng table

to determne the tenporary duty status of a servicenenber:

WHEN a member
is initially
ordered to
attend a
course oOor
courses of
instruction at
one school or
installation THEN the AND
of... AND. .. member. .. AND see. ..
| ess than 20 i's i s considered
weeks, uninterrupted |to be on
by TEMDU/ t enporary
TEMADD duty under
el sewher e, i nstruction/
t enmpor ary
addi ti onal
duty under
i nstruction
( TEMDUI NS/
TEMADDI NS)
for
entitlenent
pur poses.
20 weeks or is is in a duty the | ocation
nor e, uni nterrupted | under of the
by TEMDU i nstruction school (s) is
el sewher e, (DUl NS) the menber’s
st at us, PDS.
| ess than 20 whose orders transitions the tinme JFTR,
weeks, are anended from renai ni ng on par a.
with TEMDUI NS/ the initial U2145- C
addi ti onal TEMADDI NS to period of
course(s) at per manent TEMDUI NS/
t he sane DUl NS, TEMADDI NS
school or pl us the
| ocati on, addi ti onal
weeks in the
order
nmodi fi cati on,
generate no
entitl enment
to per diem
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4. Determining Status and Duration of TEMDU/TEMADD Assignments

Use the rules in the table below in determ ning TEVDU TEMADD

assi gnnment status, duration, and approval authority:
WHEN. . . THEN. . . AND see...
TEMDU TEMADD they will normally be

assignments are at one
| ocation/tenporary duty
station,

l[imted to periods not in

excess of 6 nonths.

TEMDU TEMADD per i ods
are made up entirely of
a course or courses of
i nstruction,

they are descri bed
t abl e above, | abel ed
“Determ ning Tenporary
Duty Status.”

in the

TENDU/ TEMADD peri ods,
contai ning a course or
courses of instruction
of |less than 20 weeks
at one location, are
conbi ned with other
TEMDU TEMADD not

i nvol ving courses of
instruction at that
sane | ocati on,

they are covered by this
tabl e.

a period of

TEMDU TEMADD i s at one
| ocation not involving
a course or courses of
i nstructi on,

is also covered by this
t abl e.

i ssui ng TEMADD orders
of about 6 nonths,

t he commands nust
determne if the
contenpl ated period of
TEMADD i s 6 nonths or
nor e.

the period of TEMADD is
reasonably foreseen to
be 6 nonths or nore,

perm ssi on nmust be

obt ai ned from Navy

Per sonnel Conmand

( NAVPERSCOM) ( PERS- 454C),

JFTR, para.
U2145- B.

peri ods of TEMADD,
initially foreseen as
| asting | ess than

6 nmonths, require
extension to a total
period of nore than
9 nont hs,

the periods mnmust be
checked by NAVPERSCOM
( PERS- 454C) .

the contenpl ated TEMADD
period is over
6 nont hs,

the consecutive sets of
orders for just under 6
nonths will not
wi t hout perm ssion from
NAVPERSCOM ( PERS- 454C) .

be i ssued
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5. Using Government Mess and Quarters during TEMDU/TEMADD.

Use the rules in the table below to determ ne servi cenenber's
requi renents associated with the availability and use of
government mess and quarters while in TEVDU TEMADD st at us:

WHEN. .. THEN. .. AND. .. AND
see. ..
a nmenber is ordered per diemis payabl e JFTR,
on TEMDU TEMADD, to the nmenber based vol ume 1,
on the Lodgi ngs plus chapter 4.
system
t he Lodgi ngs pl us the paynent of the
systemis used, actual expense for
| odging, up to a
| ocality based
ceiling, plus a fixed
amount for neals and
i nci dental expenses
is allowed.
the orders do not government quarters a non- JFTR
i nclude one of the and nmess will be used |availability |volunme X
circunstances listed |[by nmenbers to the endor senent chapter 4,
in JFTR, para. U4400, |maximum extent or control par a.
possi bl e, nunmber nust W125.
be obtai ned
to be paid
for nonusage
of
gover nment
quarters,
a nmenber, who has t he nenber need not
previously received a |check in again for an
non-avail ability of endorsenent at the
government quarters TENMDU/ TEMADD si te.
control nunber
incident to a
particul ar period of
TEMDU TEMADD
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WHEN. . . THEN. . . AND. AND SEE...
the nmenber does rei mbur sement for
not have comerci al | odgi ng
is not authorized.
a non-
availability
control nunber,
a bachel or
of ficer
quarters/
bachel or
enlisted
guarters
(BOQ BEQ) non-
availability
endor senent, or
the orders
contain one of
t he
ci rcunst ances
listed in JFTR,
para. U4400,
Navy facilities t he nmenber shoul d
are not use those
avail abl e, and facilities.
adequat e BOQ BEQ
facilities of
Depart nent of
Def ense
conponents are
avai | abl e,
gover nient per diemis paid at |then JFTR,
quarters are t he Government Meal | Proportional volunme 1
avai l abl e, a Rate (GMR), unless |Meal Rate (PMR) |para. U4125.
gover nment ness, the nmenber’s or the Locality
e.g., a galley, certification that Meal Rate (LMR)
is available and of ficial duty is paid as
use is directed precl uded use of determned to
in orders, government neals is |be appropriate
accepted by the by the Order
Order 1ssuing | ssui ng
Aut hority, Aut hority.
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WHEN. . . THEN. . . AND AND SEE...
gover nient the PMR or LMR i s
quarters are pai d as determ ned
avai |l abl e, to be appropriate
gover nment ness by the Order

is directed on
orders and not
avail abl e for all
three neal s, but
is available for
one or two neal s,

| ssuing Authority.

gover nient
quarters are
avai |l abl e, but a
gover nment ness
is not avail able
or its use is not
directed in
orders,

the LMR is paid.

gover nment
guarters are not
avai | abl e,

the LMR i s paid.

GWR is directed
on the orders,

if the menber is
traveling, the GWR
is not in effect on
any day the nenber
is traveling. Only
the Locality Rate
is authorized,

75% of the LMR
is paid on the
first and | ast
day of travel.

a service nenber
is to attend a
formal course of
i nstruction,

t he orders nust
aut hori ze the
“school house
conmander” to
determ ne the
appropri ate nea
rate,

if the neal
rate is

avai lable to
t he Order

| ssui ng

Aut hority,
appropriate
nmeal rate
shoul d be noted
in the orders.

t he
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MILPERSMAN 1320-210

PERMISSIVE TAD AUTHORIZATION FOR RESIDENCE HUNTING

Responsible | CNO ( N13) Phone: DSN 224-5635

Office COM| (703) 614-5635
FAX 225- 3311

Governing | pn prective 1327.5 of 24 Sep 85

Directive

1. Purpose. The intent of permi ssive tenporary additional duty
(TAD) authorization is to permt servicenenbers tinme away from
their present permanent duty station (PDS) geographical area to
establ i sh housing

a. wthin the area of the new PDS.

b. at a designated place, when novenent of dependents to a
designated place is authorized under JFTR para. U5222-D.

2. General Policy. Commanding officers (COs) are authorized to
i ssue perm ssive TAD aut horizations for the purpose of residence
hunti ng. Upon recei pt of permanent change of station (PCS)

or ders:

a. TAD may be authorized for up to 5 normal work days prior
to execution of a PCS nove.

b. This TAD period may be extended to a total of 10

cal endar days, when conbi ned with weekends, holidays, and
liberty.
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3. Eligibility. Servicenenbers eligible for perm ssive TAD
under this article are those

a. authorized to occupy non-governnment quarters at their
new PDS.

b. assigned to

(1) unusually arduous sea duty (SECNAVI NST 4650. 19C and
OPNAVI NST 4600. 16E); or

(2) to unacconpani ed tours overseas, who wish to
relocate their famlies to a designated place within the
continental United States (CONUS), or an approved desi gnated
pl ace outside CONUS under JFTR, para. U5222-D;

(3) a vessel

(4) a ship-based staff;

(5) an afl oat-based nobile unit which has a change of
home port; or

(6) a shore-based nobile unit which has a change of PDS
| ocati on.

4. Specific Policy

a. Normally, one perm ssive residence hunting TAD is
aut hori zed per PCS nove, but the CO of the CONUS activities and
afloat units, staffs, and nobile units when in CONUS, may
aut horize an additional residence hunting authorization in
CONUS.

b. Wen two residence hunting periods are authorized, a
total of 10 cal endar days, consisting of 5 normal workdays
conbi ned with weekends, holidays, and |iberty, shall not be
exceeded for both perm ssive TAD peri ods.

c. Perm ssive TAD may not be conbined with PCS-funded TAD
or TDY travel, except as given in the follow ng “Exception”
par agr aph.

5. Policy Exception: Combining Funded and Permissive TADs. | f
aut hori zed by the CO a servicenenber, permanently stationed
out side CONUS and in receipt of PCS orders, may conbi ne funded
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TAD orders and perm ssive residence hunting TAD. Wen this
occurs:

a. The transoceanic/international portion of the journey
must be performed under the funded TAD orders.

b. Perm ssive travel nay be taken before and/or after
arrival at the funded TAD site.

c. Funded TAD orders shall not be issued solely to fund
transoceani c/international portion of the journey of residence
hunting trip.

d. Overseas servicenmenber nust return to old PDS upon
conpl eti on of funded TAD orders/perm ssive residence hunti ng TAD
to execute PCS orders.

e. Wile executing perm ssive TAD fromthe funded TAD site,
any additional costs incurred, other than transportation for
return fromthe funded TAD site to the old PDS, are the
responsi bility of the nmenber.

6. Overseas Travel Policy

a. OPNAVI NST 4630. 25C al |l ows an overseas servi cenenber and
one dependent fam |y nenber to travel with the servi cenenber
utilizing Space A, Category 2B, when perm ssive TAD is granted
for the sole purpose of residence hunting incident to a pending
PCS

b. In no case may the dependent travel at governnent
expense with the overseas servicenenber, who is traveling under
conbi ned funded official TAD orders and perm ssive residence
hunti ng TAD.

c. Funded TAD orders, witten to provide a perm ssive
residence hunting TAD trip for an overseas servi cenmenber, nust
al ways

(1) specify the exact dates of funded TAD and perm ssive
TAD peri ods authorized, and

(2) also contain the clause specified in the “Funded TAD
Order C ause” paragraph bel ow.
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7. Funded TAD Order Clause

“This perm ssive TAD aut hori zation conbined with funded TAD
orders is issued with the understanding that you will not be
entitled to rei nbursenent for any travel, transportation, per
diem or mscell aneous expenses incurred in execution of the
perm ssive TAD period authorized while away fromthe funded TAD
site. You are entitled to travel and transportation all owances
according to Joint Federal Travel Regul ations, Volunme 1, para.
U3200 between the old PDS and funded TAD site and return to old
PDS.

| f you do not desire to bear the expenses personally incurred
during the perm ssive TAD portion authorized, you may choose not
to execute the perm ssive TAD portion of these orders.”

8. Permissive TAD and Leave. Perm ssive TAD nmay be conbi ned
with | eave.

9. Change in New PDS. |If the new PDS is changed after the
menber’ s perm ssive residence hunting TAD, an additional

perm ssive TAD period nay be authorized at the discretion of the
transferring or receiving command.

10. Travel and Transportation Cost Policy. All travel and
transportation costs associated with the residence hunting TAD
nmust be borne by the servicenenber.

a. TAD authorizations nust indicate the nenber is not
entitled to rei nbursenent. See M LPERSMAN| 1320- 080,

b. Servicenenbers are authorized use of Space “A’ travel on
MAC or Navy aircraft.

c. Tinme spent awaiting Governnent transportation, follow ng
t he aut hori zed TAD period, is chargeabl e as | eave.

d. |If governnment transportation is unavail able,
servi cenenbers nust travel at their own expense and nust return
to the command by the expiration of the authorized TAD/ | eave
peri od.
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11. Permissive TAD Policy at New PDS. Perm ssive TAD

aut hori zations for residence hunting shall not be permtted as
part of funded official orders, except as described in the
“Pol icy Exception” paragraph above, for a servicenenber
permanent |y assi gned outsi de CONUS.

a. Permssive TAD for residence hunting is not authorized
during the servicenmenber’s execution of PCS orders.

b. If the servicenenber does not performthe residence
hunting TAD prior to detaching fromthe old PDS, the TAD
per m ssi ve residence hunting TAD period nmay be authorized by the
CO of the new PDS up to 90 days after the servicenenber reports
for duty.

c. The CO at the new PDS may aut horize special liberty for
t he purpose of locating quarters, per M LPERSMAN 1050-290, in
lieu of a residence hunting TAD aut hori zati on.

12. Reporting to New PDS Housing Officer. Servicenenbers nust
report to the local housing officer, serving the new PDS, prior
to signing any non-governnment housi ng agreenent(s).
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13. Members Not Eligible for Permissive TAD.

a. Residence hunting trips are not authorized for nenbers

who ar e:

(1)

New accessions to active duty.

(2)

Bei ng rel eased from active duty.

(3)

Retiring. (NOTE: Retiring nenbers may be

aut hori zed Perm ssive Tenporary Duty (PTDY) for
house/job hunting. See NAVADM NS 109/92, 123/93
and 078/ 95 for further information.)

(4)

Recei ving PCS orders to continue nedical treatnent.

(5)

Transferred overseas-to-overseas, when dependents
nmust vacate governnent quarters, but renmain at or
in the vicinity of the fornmer overseas PDS

(6)

Requi red to occupy government quarters at their new
PDS.

(7)

Transferred within the |ocal area as defined by the
followi ng criteria:

(a) Both the old and the new PDSs are | ocated
within the corporate limts of the sane city or
town, and/or

(b) the servicenenber will continue to comute
bet ween the current residence and the new PDS,
and/ or

(c) the CO determ nes the hone and the new PDS
are | ocated within reasonabl e commuti ng di stance of
each other and the duty involved does not require
the nenber to rel ocate.

(8)

Have al ready established housing in the new PDS
geogr aphi cal area.

(9)

Rel ocati ng dependents, presently located within the
ol d PDS geographi cal area, to another |ocation
within the old PDS geographi cal area.

b. Definition of “Geographical Area:” For the purpose of

this article,

geographical area is defined as the area where a

menber could commute daily froma residence to a PDS
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MILPERSMAN 1320-300
TYPES OF ORDERS

Responsible | NAVPERSCOM Phone: DSN 882-4198
Office ( PERS- 454) COM | (901) 874-4198
FAX 882- 2693

References | NAVSO P-6034-1, Joint Federal Travel Regul ations
BUPERSI NST 1320. 6F

1. Policy. Orders for naval personnel are issued and approved
by Commander, Navy Personnel Conmmand ( COWAVPERSCOM), or comrands
aut hori zed by COWAVPERSCOM Only COVNAVPERSCOM can del egate
authority to field commands to i ssue orders and such authority is
limted to specific types of orders. Oders are classified into
standard accounting category codes (ACCs) according to the type
of orders ([Exhibit 1 refers). Oher MLPERSMAN articles
pertaining to orders and their procedures are as foll ows:

Topic See
P MILPERSMAN

Preparation of Standard Transfer O der (STO 1320- 302
Preparation of Permanent Change of Station
Transfer Order (PCSTO 1320- 504
Per manent Change of Station (PCS) Transfer 1320-306
Order Delivery and Interpretation
Per manent Change of Station (PCS) Transfer
Order Execution £320- 505
Per manent Change of Station (PCS) Transfer
Order Endorsenents £320- 510
Per manent Change of Station (PCS) Transfer 1320-311
Order Modification or Cancellation
Order Cdarification and C ai ns 1320- 312
Tenporary Additional Duty (TEMADD) Travel 1320-314
O ders
General Court Martial Orders 1320- 316
Preparation of Standard Transfer O der (STO 1320-318
for Separation and Hospitalization -
Per manent Change of Station (PCS) Transfer
Order to Ships under Construction at Gvilian 1320- 320
Shi pbui | di ng Conpani es or Yards
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See

Topic MILPERSMAN

Change of Honmeport or Permanent Duty Station
(PDS) of a Vessel, Ship-Based Squadron or 1320- 322
Staff, or Mobile Unit

Per manent Change of Station (PCS) Procedures
for Forward Depl oyed Commands of the Mlitary 1320- 324
Sealift Conmand (MSC)
Per sonnel Support Function for NATO Sout hern

Regi on 1320- 326

2. Types of Orders

a. NAVCOWPT 536 (Rev. 12-79)/NAVPERS 1326/ 11 (Rev. 1279),
Standard Transfer Order (STO wll be used for |ocal commuand-
initiated transfers.

b. Change of duty orders are orders, which detach nenbers
fromone duty station and assign themto another station. The
type of duty from which nmenbers are detached or assigned may be
ei ther permanent or tenporary. The different types of orders are
as foll ows:

(1) Pernmanent Change of Station (PCS) Orders.

(2) Pernmanent Change of Activity (PCA) Orders.

(3) Tenporary Duty (TEVDU) Orders.

(4) Additional Duty (ADDU) Orders.

(5) Tenporary Additional Duty (TEMADD) Travel Orders.
(6) Tenporary Duty Programred School Input (PSI) Orders.
(7) Active Duty Special Wrk (ADSW Orders.

(8) Duty under Instruction (DU NS).

(9) Tenporary Duty under Instruction (TEVDU NS).

3. Permanent Change of Station (PCS) Orders. (NAVSO P-6034-1
volune 1, appendix A, refers.) PCS orders assign, detail, or
transfer a nenber or unit to a different PDS under conpetent
orders that do not specify the duty as tenporary, nor provide for
further assignment to a new PDS, or direct return to the old PDS.
A PDS is the post of duty or official station, including a ship,
to which a nenber is assigned or attached for duty other than
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TEMDU or TEMADD. The limts of such post of duty or official
station will be the ship, or the corporate limts of the city or
town in which the menber is stationed.

a. PCS orders include the following:

(1) Change in honeport of a vessel, afloat staff, or
nmobil e unit.

(2) Change from hone or place fromwhich called (or
ordered) to active duty to the first PDS

(3) Change fromlast PDS to hone.

(4) Assignnment to course(s) of instruction at one PDS for
20 weeks or nore (see NAVSO P-6034-1, para. U2145-C)

b. PCS Orders/Dislocation Allowance. For the purpose of
di sl ocation all owance, PCS orders include the follow ng:

(1) Relocation of a household due to mlitary necessity
or government convenience within the corporate [imts of the sane
city or town in connection with a transfer between activities.

(2) Change in honeport of a vessel, afloat staff, or
nmobil e unit.

(3) Assignnent to a course(s) of instruction at one PDS
for 20 weeks or nore (see NAVSO P-6034-1, para. U2145-C)

C. PCS Orders/Cost or Low Cost. PCS orders nay be either
cost or |ow cost noves.

(1) A cost PCS nove is considered a change of PDS for
whi ch the PCS costs exceed $500. This type of nobve always
requires the foll ow on assignnent of full DOD or
SECNAV- prescri bed tour |ength, as applicable. Specified
retainability is not wai verabl e.

(2) Alow cost PCS nove is any change of PDS for which
the PCS costs do not exceed $500.

d. North Atlantic Treaty Organization (NATO) Supplemental
Travel Orders

(1) Per agreements of NATO nenber nations, supplenenta

travel orders will be prepared by the PSD or detachi ng comrand
and attached to each order requiring travel to, from or wthin a
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NATO nation. ATEXT 66011 has been applied to each activity unit
identification code (U C) located in a NATO country (except
Portugal ), which directs the detaching command to prepare NATO
travel orders per BUPERSI NST 1320.6F.] NATO countries are as
foll ows:

Bel gi um France Italy Nor way

Uni ted Ki ngdom | Canada G eece Luxenbour g

Portugal * United States Denmar k I cel and

Net her | ands Tur key Spai n Federal Republic
of Ger many

*Since Portugal does not accept facsimle signature on

suppl enmental travel orders, pen-and-ink signature is required for
both the order (PCS or TEMADD) and the suppl enental travel order
when traveling in Portugal (ATEXT A66048).

(2) The agreenments require the foll ow ng:

(a) The NATO order to be witten in both English and
French.

(b) Menbers possess and carry arnms only when
aut hori zed by their orders.

(c) Couriers be in possession of a NATO travel order
whi ch shows the nunber of dispatches carried and certifies they
contain official docunents.

(3) Wien there is a requirenent for frequent passage from
one NATO country to another, the NATO travel order nay be issued
to individuals to cover a period not to exceed 1 year fromthe
dat e of issue.

4. Permanent Change of Activity (PCA) Orders. PCAs are any
no-cost (zero cost) assignment, detail, or transfer of a nmenber
fromone UCto another U Cwthin the sane PDS (e.g., an

i n-pl ace consecutive overseas tour (IPCOT) or a reassignnment from
t he Navy Annex (Arlington) to the Pentagon (Arlington)). There
is no entitlement associated with PCA orders, except for
consecutive overseas tour (COTI) |eave travel in the case of

| PCOT.

5. Temporary Duty (TEMDU) Orders. Oders may include detachnment
fromone station and assignnment to another station or stations
for TEMDU pendi ng further assignnent (ACC. 320, 355) to a new
PDS or for return to the PDS. Menbers on TEMDU are not attached
to any PDS. NAVSO P-6034-1, para. U2145 |limts TEMDU assi gnnments
to periods not in excess of 180 consecutive days. Oders issued
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in violation of this restriction will jeopardize a nenber’s
entitlement to tenporary or permanent duty all owances and are
consi dered of doubtful conpetency for the purpose of per diem
paynment. TEMDU issued for consecutive periods of TEVMDU at the
sanme place, whether or not broken by short periods at the

of ficial PDS, nust be approved as follows when it is anticipated
the entire period of duty involved is in excess of 180
consecutive days:

a. Wien a command desires to issue orders for a tenporary
assignment in excess of 180 consecutive days, it should request
authority per NAVSO P-6034-1, para. U2145. Secretary of the Navy
(SECNAV) has del egated the authority to approve such requests to
Navy Personnel Command ( NAVPERSCOM). Requests will be submtted
to NAVPERSCOM O ficer/Enlisted PCS/ TEMDU NS/ TAD Fi scal
Managenment Branch (PERS-454C) for processing prior to approval.
Upon approval, orders will specifically include such approval
either wwthin the basic order itself or by endorsenent thereto.

b. Approval prescribed in the precedi ng paragraph is not
required if, during a tenporary assignnent of 180 consecutive
days or less, it is determned that additional time is required
to conplete the assignnment, and the tinme fromthe date of the
determ nation to the new date of conpletion will not exceed
6 nont hs. An extension of a tenporary assignment nay be
aut hori zed by a detailer issuing a nodification to orders, or by
an aut hori zed conmandi ng officer (CO wth an endorsenment on the
menber’s orders, or by an attachnment thereto. The endorsenent
nmust show the foll ow ng:

(1) The date the tenporary assignnent is extended.

(2) The reason for such extension.

(3) The new estinmated date of conpletion of tenporary
assignnent. This cannot exceed 6 nonths fromthe date the
tenporary assignnment is extended.

(4) I'n cases of slippages in a ship's construction
schedul e, the date of the prospective COs orders granting the
authority.

6. Additional Duty (ADDU) Orders

a. ADDU orders assign a nenber to perform additional duty in
conjunction with permanent duty. No travel is authorized by ADDU
orders unless specified in the orders.
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b. Menbers are not, in any case, detached fromtheir
permanent duty station. The follow ng types of ADDU orders for
per sonnel rmnust be issued by NAVPERSCOM (ADDU orders for nenbers
ot her than those |listed may be issued at the discretion of the
| ocal CQO)

(1) Those, which result in an increase in basic
pay/ al | owmances for nenbers (e.g., hazardous duty, duty in a
flying status involving flying, or duty, which entitles nenbers
to incentive pay).

(2) Those that would entitle nenbers to rei nbursenent of
travel expenses.

(3) Those of a pernmanent or sem -pernmanent nature (nore
than 180 days in duration) to a command ot her than nenbers’
parent conmand where they perform principal duties.

(4) Those assigning nenbers to conmmand of a shore
activity.

(5) Exceptions to this policy must be approved by
NAVPERSCOM prior to the issuance of ADDU orders.

7. Temporary Additional Duty (TEMADD) Travel Orders

a. TEMADD orders tenporarily assign a nenber in addition to
present duties for periods not in excess of 180 consecutive days.
The sane tinme [imtations apply to TAD assignnments as with TEVDU
assignments as outlined previously in this article. Upon
conpl etion of the TEMADD assignnent, the nenber is directed to
resume regular or TEMDU

b. NAVPERS 1320/16 (Rev. 11-87), Tenporary Additional Duty
Travel Orders will be used for TEMADD. The STO may be used in
t he event use of NAVPERS 1320/ 16 woul d not be applicable. Navy
order-witing activities will refrain fromusing DD 1610
(Rev. 3-01), Request and Authorization for TDY Travel of DOD
Per sonnel when issuing TEMADD orders. Use of other than
NAVPERS 1320/ 16 or STO is authorized only for Navy personne
assigned to a branch of the Uniforned Services, other than Navy,
in a "FOR DUTY" status.

8. Temporary Duty Programmed School Input (PSI) Orders. Menbers

who will begin entry-level training within 90 days of
comm ssioning or enlistnment will be assigned TEMDU (ACC. 150)
prior to the training. Menbers who will not comrence entry-| evel

training wthin 90 days of comm ssioning or enlistnment wll be
assigned as foll ows:
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a. Any nenber whose TEMDU assignnment prior to entry-Ievel
training would not result in entitlenment to per diem(e.qg.,
comm ssi oni ng source, afloat, etc.) may continue to be assigned
TEMDU (ACC. 150).

b. Any nenber whose TEMDU assignnent prior to entry-Ievel
training would result in entitlenent to per diemw || be assigned
PCS (ACC. 108) for that assignnent. O ficers assigned PCS to
t he Washi ngton, DC headquarters activity area will be assigned
PCS t o NAVPERSCOM (ACC. 108), then TAD to |l ocal commands (i.e.,
Chi ef of Naval Operations (CNO) .

9. Active Duty Special Work (ADSW) Orders. ADSW orders assign

| nactive Reserve or USN USNR- RET nenbers from hone to ADSWfor a
limted or specified period of time, and direct, upon conpletion,
release to inactive duty at which tinme nenbers returns hone.

10. Duty under Instruction (DUINS). Personnel are ordered to
DU NS as PCS. Oders to DU NS apply when the intended cunul ative
duration of duty is 20 weeks or more at one | ocation
(uninterrupted by TEVMDU away fromthe school or installation).

DU NS orders will not be converted to TEMDU NS.

11. Temporary Duty under Instruction (TEMDUINS). Orders,

i ncluding a school or installation scheduled en route for 1less
than 20 weeks, constitute a tenporary assignnent. Personnel are
ordered to these sites in a TEMDU NS status en route to a PDS
Soneti mes unforeseen delays will extend a schedul ed course beyond
20 weeks. The COis responsible for imediately notifying
NAVPERSCOM of the circunstances causing the delay of the nenber
conpleting the TEMDU NS. These del ays incl ude | eave,

hospi talization, unfavorabl e weather conditions in courses
involving flying, etc. The possibility that unforeseen del ays
m ght extend a schedul ed tenporary assi gnment beyond 20 weeks
does not change the fact the orders, based upon the schedul ed

| ength of the course, constitute a tenmporary assi gnnent.

a. Some TEMDUI NS orders nust be nodified by NAVPERSCOM t o
extend the present period of TEMDU NS or to change the nmenber's
status from TEMDU NS to DU NS. This should not be used as a
means to avoid ordering the nmenber to DU NS when the originally
antici pated TEMDU NS period is in excess of 20 weeks.

b. Wen it is determned the nenber will require additional

course(s) or be unable to conplete the currently schedul ed
course(s) of instruction, NAVPERSCOM may issue a nodification to
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(1) extend the present period of TEMDU NS if the
remai ni ng duration does not exceed a 20-week period (i.e., the
period remaining fromthe date the orders are nodified plus the
addi tional schedul ed course(s) is less than 20 weeks), or

(2) change the status to DU NS if the remaining duration
exceeds a 20-week period (i.e., the period remaining fromthe
date when the orders are nodified plus the additional schedul ed
course(s) exceeds 20 weeks).

c. \Wien a nenber has remai ned beyond the assigned period of
TEMDUI NS w t hout NAVPERSCOM aut hori zation, the CO nust notify
NAVPERSCOM of the circunstances, which caused the nmenber to
remai n beyond the assigned period. NAVPERSCOMw || (by a
nodi fication to the orders) either approve the period the nenber
has remai ned beyond the authorized period or change the status of
the nmenber from TEMDUI NS to DU NS when the renaining duration
exceeds 20 weeks.

d. Wen a nenber has remai ned beyond 20 weeks wi thout a
NAVPERSCOM nodi fication, the CO nmust notify NAVPERSCOM of the
ci rcunst ances, which caused the nenber to remain beyond 20 weeks.
NAVPERSCOM wi | | then issue a nodification to reconstruct the
menber’s orders to reflect DU NS status effective on the date the
menber passed the 20-week period. Once the nmenber has conpl eted
20 weeks at one location without a nodification to orders, that
| ocati on beconmes the nenber’s PDS.

e. Entitlenment to appropriate tenporary allowances is based
upon the intent of the orders as originally witten; however,
tenporary all owances are no | onger payable after receipt of an
order nodification to DUNS, as this constitutes a PCS

f. Conservation of TEMDU NS funds is a primary factor in
rotation plans and policies. To the maxi mum extent possible,
training wll be collocated with either the old or new PDS.

12. Duration of Temporary Assignments except for Courses of
Instruction. NAVSO P-6034-1, volune 1, para. U2145 inpl enenting
various Conptroller General decisions, |limts TEVMDU or TEMADD
assignments to periods not in excess of 6 nonths except in
certain circunstances.

a. Oders issued in violation of this restriction wll
j eopardi ze nenbers' entitlenment to TEVMDU al | owances; therefore,
order issuing authorities will ensure that TEMDU or TEMADD orders
are not issued when the contenplated duration is in excess of
180 consecutive days, except as provided for in NAVSO P-6034-1
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Orders issued in violation of this restriction are not consi dered
conpetent for the purpose of per di em paynent.

b. The issuance of TEMDU or TEMADD orders for consecutive
periods of TEMDU at the same place, whether or not broken by
short periods at the official permanent duty station, is
prohi bited when it is contenplated the duty involved will require
the sane nenber’s (or different nenber’s) service in excess of
6 months. PCS orders are required in these circunstances, unless
the Deputy Chief of Naval Personnel (Deputy CHNAVPERS) expressly
aut hori zed the issuance of TEMADD orders.

c. \Wien an order issuing authority desires to effect a
tenporary assignnment in excess of 180 consecutive days, under
conditions where it would be inpracticable or uneconom cal to
effect a PCS, authority wll be requested for the issuance of
such orders per NAVSO P-6034-1, para. U2145-B

(1) Requests will be submtted to NAVPERSCOM ( PERS- 454C)
for approval by CHNAVPERS.

(2) When approval is granted, orders, which are issued,
will specifically reference such approval.

d. There are nmany instances when a tenporary assignment wl |
be contenplated to be of |ess than 6 nonths duration, but
bonafi de extensions will cause the actual duration to extend
beyond 6 nont hs.

(1) Such extensions are limted to cases in which there
has been a definite change or unforeseen expansion in the duty,
or unforeseen del ays were encountered, requiring an extension of
t he TEMDU peri od.

(2) Approval from NAVPERSCOM is not required in these
i nst ances; however, when an anticipated requirenent of an
additional 6 nonths remains, action will be taken to fulfill the
requi renent through PCS action or approval of an extension.

e. An endorsenent indicating extension is required on orders

when periods of TEMDU or TEMADD are extended beyond t hat
contenplated in the basic orders.
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EXHIBIT 1

STANDARDIZED ACCOUNTING CATEGORY CODES (ACCs)

161G 444-88 of 16 May 88.)

Code

Order Production Module (OPM) phrases for
Enlisted Assignment Information System (EAIS) and
Officer Assignment Information System (OAIS)
Orders

Assigned
By

100

DUTY (more than 6 months). Menber assigned or
attached for duty other than TEMDU, TENMDU NS, or
TEMADD at an ultinmate activity whose post or
official station may include a ship (for the

pur pose of personal travel and transportation of
personal effects | ocated aboard the ship) and the
honmeport of a vessel or of a ship-based
staff/unit (for transportation of fam |y nenbers
and househol d goods). (NAVSO P-6034-1,

appendi x A.)

PERS- 4

101

FAILED TO REPORT FOR DUTY. NAVPERSCOM
Progressi on, Performance, and Security Departnent
(PERS-8) is notified by PSDY admi n unit that
menber has failed to report. NAVPERSCOM ( PERS- 8)
then updates OWF via a “BY’ TAC transaction

PERS- 84

103

TEMPORARY ACTIVE DUTY. Menber issued round trip
orders fromhone to active duty assignnent on a
tenporary basis and return. Length of active
duty period determned in orders. Menber is not
counted on active strength.

PERS- 812

104

HUMANITARIAN DUTY (more than 6 months). Menber
assi gned per M LPERSMAN 1300- 500.

PERS- 4

105

LIMITED DUTY (more than 6 months). Menber’s
assignnment restricted by nedical board for

medi cal reasons. Activities to which assigned
consi dered as a PDS.

PERS- 4

106

DUTY IN CONNECTION WITH CONVERSION, FITTING OUT,
OR REACTIVATION (CFO) (more than 6 months).
Menber assigned for permanent duty at the Supply
Ship (SUPSHI P) Detachnent | ocated at the site
where a Navy vessel is under construction,
conversion, or reactivation. A second PCS order
must be issued before the vessel is conmm ssioned
to detach the nmenber fromduty (ACC. 106) at the
construction site and direct the nmenber to report
for duty on board the ship when placed in

comm ssion (ACC. 100).

PERS- 4
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EXHIBIT 1 (Continued)
STANDARDIZED ACCOUNTING CATEGORY CODES (ACCs)

Code

OPM phrases for EAIS and OAIS Orders

Assigned
By

107

MOBILIZATION DUTY. Use when directed by
COWAVPERSCOM or Chi ef of Naval Reserve
( CHNAVRES)

PERS- 4

108

DUTY GUARANTEED PROGRAMMED SCHOOL INPUT (PSI)
PROGRAM (more than 6 months). Enlisted nenber
recruited for assignnent to a guaranteed
progranmmed school; officer new accession; ensign
stashes for 90 days or nore; designator
transferee, because there are no quotas open in
the next class (i.e., Aviation, Submarine,
Speci al Warfare, Supply Schools,

etc.) at the tinme of appointnment or change in
designator. They are issued an accessi on order
to report to a ship, squadron, etc., for

per manent duty. A second PCS order is issued
when the school has an opening for the nenber.

PERS- 4

109

DECLARED DESERTER. Master file updated by
NAVPERSCOM ( PERS- 8) .

PERS- 84

150

TEMPORARY DUTY GUARANTEED PSI PROGRAM (6 months
or less). Sane definition as for (ACC. 108)
except the nmenber will be issued one set of
orders with TEMDU guaranteed PSI at an
internmediate activity while en route to the
progranmmed school .

PERS- 4

320

TEMPORARY DUTY FOR FURTHER ASSIGNMENT (6 months
or less). Menbers nust be detached from | ast PDS
but their next PDS have not yet been identified.
Menber is assigned to an activity for TEVMDU
pendi ng further assignnent to new PDS. Menber
may, or may not, be entitled to transportation of
househol d goods (HHG or famly nmenbers until the
foll ow-on order is issued with the new PDS

assi gned. (NAVSO P-6034-1, paras. U4750/ U4760.)

PERS- 4

330

TEMPORARY DUTY FOR FURTHER TRANSFER (6 months or
less). Menber is en route to a unit, for

per manent duty, that is away fromits honeport
and cannot report for duty until transportation
Is available to the unit or its returnto its
assi gned honeport.

PERS- 4

340

TEMPORARY DUTY FOR RECRUIT TRAINING (less than 20
weeks). Enlisted only.

PERS- 4
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EXHIBIT 1 (Continued)
STANDARDIZED ACCOUNTING CATEGORY CODES (ACCs)

Code

OPM phrases for EAIS and OAIS Orders

Assigned
By

341

TEMPORARY DUTY UNDER INSTRUCTION (less than 20
weeks). Menber is ordered to attend a course(s)
of instruction at a school or installation where
t he schedul ed cunul ative duration is | ess than
140 days (20 weeks). The school or installation
is considered to be TEMDU for entitl enent

pur poses. (NAVSO P-6034-1, para. U2146.)

PERS- 4

342

DUTY UNDER INSTRUCTION (20 weeks or more).

Menber is ordered to attend a course(s) of
instruction at a school or installation where the
schedul ed cunul ative duration is nore than 140
days (20 weeks). The school or installation is
the nenber’s PDS regardl ess of the terns of the
orders involved. (NAVSO P-6034-1,

para. U2146-B.)

PERS- 4

350

TEMPORARY DUTY (not otherwise defined, 6 months
or less). Menber assigned at one or nore

| ocati ons, other than the PDS at which other
tenporary duty under instruction is perforned
(180-day tinme limt). (NAVSO P-3034-1

para. U2145-A.)

PERS- 4

351

FAILED TO REPORT FOR TEMPORARY DUTY. PSD/ adm n
unit notifies NAVPERSCOM ( PERS-8) by nessage,
NAVPERSCOM ( PERS- 8) updates naster file via a
“BY” TAC transacti on.

PERS- 84

352

TEMPORARY DUTY IN CONNECTION WITH CFO (6 months
or less). Menber assigned for |ess than 6 nonths
to the SUPSHI P Detachnent at the building site of
a Navy vessel prior to its comm ssioning date.
Menber also directed to report for duty

(ACC. 100) on board when placed in comm ssion.

PERS- 4

354

TEMPORARY DUTY FOR HUMANITARIAN ASSIGNMENT
(6 months or less). Menber assigned under
M LPERSMAN 1300-500 while en route to next PDS

PERS- 4

355

TEMPORARY DUTY AWAITING MEDICAL BOARD/PHYSICAL
EVALUATION BOARD (PEB). Menber awaiting fornal
nmedi cal board or PEB proceedi ngs.

PERS- 4

356

TEMPORARY DUTY PENDING EVALUATION (6 months or
less). Menber awaiting evaluation by |oca
authorities for special duties; i.e., submarine,
aircrew, diving, etc.; prior to reporting for
speci al duty.

PERS- 4
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EXHIBIT 1 (Continued)
STANDARDIZED ACCOUNTING CATEGORY CODES (ACCs)

Code OPM phrases for EAIS and OAIS Orders Assigned
By
358 | TEMPORARY DUTY SENIOR MINORITY ASSISTANCE PERS- 4
RECRUITING (SEMINAR) PROGRAM (6 months or less).
Menber assigned to hometown mnority recruiting
whil e en route on PCS orders.
370 | TEMPORARY DUTY UNDER TREATMENT. Menber assigned PERS- 4
as an in-patient at a Navy nedical facility.
372 | TEMPORARY DUTY UNDER TREATMENT. Menber assigned PERS- 4
as an in-patient at a non-mlitary Medica
Facility
373 | TEMPORARY DUTY UNDER TREATMENT. Menber assigned PERS- 4
as an in-patient at an other-than-Navy Uniforned
Service nedical facility.
380 | TEMPORARY DUTY FOR SEPARATION PROCESSING. Menber |PERS-4
assi gned at designated separation activity
pendi ng separation processing under orders for
resi gnation, discharge, separation, release from
active duty, or retirenent. Menber is entitled
to no nore than 7 days per diem at the designated
separation activity. M LPERSMAN 1910-812 refers.
381 | TEMPORARY DUTY PENDING SEPARATION PROCESSING. PERS- 4
Menber remains in pay status, but is ordered hone
awai ting final disposition of PEB. At such tine
menber will be issued appropriate orders.
382 | TEMPORARY DUTY PENDING SEPARATION PROCESSING PERS- 4
(Enlisted Only). Menber’s separation, discharge,
rel ease fromactive duty, retirenent, is pending
a review board approval of Adm nistrative
Di schar ge
390 | TEMPORARY DUTY DISCIPLINARY. Menber is a hol dee, |PSD
but not confi ned. Adm n
Uni t
391 | TEMPORARY DUTY DISCIPLINARY. Menber is confined PERS- 4
on amlitary facility.
392 | TEMPORARY DUTY DISCIPLINARY. Menber is held or PERS- 4
confined by civilian or foreign authorities.
393 | TEMPORARY DUTY DISCIPLINARY. Menber is on PSD/
appel | ate | eave per M LPERSVAN 3420- 280. Admi n
Uni t
400 | system generated. \Wien | oss from on board N A

activity processed
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MILPERSMAN 1320-302

PREPARATION OF STANDARD TRANSFER ORDER (STO)

Responsible | NAVPERSCOM Phone: DSN 882- 4198
Office ( PERS- 454) COM | (901) 874- 4198
FAX 882- 2693

References | OPNAVI NST 4650. 15

1080 #1, UM 2, Diary Message Reporting System
Users’ Manual (DVRSMAN).

OPNAVI NST 3111. 14V

United States Navy Regul ations, 1990

SECNAVI NST 4650. 19C

OPNAVNOTE 5400, Standard Naval Distribution List
( SNDL)

Cat al og of Naval Shore Activities

BUPERSI NST /7040. 6

NAVSO P-6034-1, Joint Federal Travel Regul ations

1. Policy. Standard Transfer Order (STO shall be addressed to
t he seni or nmenber in charge foll owed by "and (nunber) personnel
as per attached list."

a. Wen orders are issued to three or nore nmenbers traveling
together, fromthe sane point of origin to the same destination
on either permanent change of station (PCS), tenporary duty
(TEMDU), or tenporary additional duty (TEMADD), the order witing
commands shall consider the feasibility of group travel orders.
When group travel is utilized, the orders involved nust be
specifically designated as a "group travel order" and
transportation, |odging, and subsistence will be furnished
en route.

b. Wen nenbers are traveling in draft or group novenent,
the attached list of nanes shall contain information required by
bl ocks 6, 7, 8, 9, and 10 of the STO Oder witing activities
will utilize group travel to the fullest extent possible. G oup
travel orders wll not be issued to a nenber when

(1) exigencies of the service actually prevent the nenber
fromtraveling with a group

(2) it is necessary that the nenber acconpany dependents
traveling at the sane tinme incident to a PCS
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(3) the nmenber is granted delay en route to count as
| eave.

(4) the nmenber is authorized to performtravel via
privately owned conveyance on PCS. This provision will be
enpl oyed when necessary to enable nenbers to utilize their
privately owned conveyances en route to the new duty station.

(5) the commander directing the travel determ nes that
individual travel is in the best interests of the nmenber and the
gover nment .

c. \Wenever practicable, governnent conveyance shall be used
when effecting transfers. Wen this is inpracticable, transfers
may be made by comrerci al conveyance at governnent expense. |If
practicable, within the time specified in the orders or as
prescribed in MLPERSMAN 1326-010,| transfers directed by Navy
Per sonnel Command ( NAVPERSCOM shall be made by gover nnment
expense, unless specific instructions to the contrary are
di rect ed.

d. Dissemnation of information regarding anticipated
nmovenents of governnent vessels and intelligent use of this
i nformati on by commandi ng officers (COs) will result in
appreci abl e econony in the expenditure of funds for
transportation. Wen COs receive orders to transfer a draft to a
vessel, they will, if practicable, comrunicate with the CO of
that vessel and arrange for transfer to the point involving
| onest transportation costs, taking into consideration needs of
the vessel and the tinme when the transfers can be nade.

e. For further details covering passenger transportation see
OPNAVI NST 4650. 15.

f. COs who are transferring nmenbers to nobile units nust
ensure the port to which the nmenbers are proceeding is clearly
i ndi cat ed.

(1) Copies of the permanent change of station transfer
order (PCSTO sent to the new command will include estimated
reporting dates.

(2) To elimnate unnecessary travel between ports by
menbers reporting to nobile units, COs of nobile units nust
review the PCSTO of all enlisted nenbers who are reporting to
t hei r conmand.
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(3) Every effort nmust be made to ensure the nenber is
proceeding to the correct port. If nenber is not, the CO nust
advi se the transferring command or distributor that made the

ultimate assignment,
i ncludi ng the nenber's nane, social security nunber (SSN), rate,
transfer authority,
estimated date of arrival, and the expected | ocation of the
command at the tine.
will then take the necessary action and issue a nodification if
deened appropri ate.

by message, of the full particulars,

| eave address, internedi ate station,

The distributor or transferring command

2. Detailed Instructions for Preparation of the STO. Strict

adherence to the action required per OPNAVI NST 4650.15 is
di rected when applicable. Detailed instructions for the entry of
data on the STO are given bel ow.

BLOCK

TITLE

REQUIRED ENTRY

1

Name and
Locati on of
Transferring
Ship or
Station

(a) Enter the conplete nane and designati on of
the transferring ship or station at tinme of
preparation of orders. [|f not inconsistent
with security regulations, command shoul d

i ncl ude the geographical |ocation.

(b) I'n cases where an order witing activity,
such as a naval station, has received nenbers
for further assignnment or for further transfer,
the conpl ete nane of the |ast permanent duty
station (PDS) of the nenber shall be included
in this block, enclosed in parentheses

i mredi ately follow ng the name of the order
witing activity. (Not applicable on recall to
active duty and initial permanent duty
assignment for Reserve and Regul ar Navy
menbers.) Exanple: Naval Station,

San Francisco, CA: (Last Perm Duty Sta:

U.S. Naval Air Station, Agana, Guam)

Nunmber

Enter the individual activity's transfer seri al
nunber. (STOs will be nunbered consecutively
by cal endar year.

Exanmple: 1-77, 2-77, etc.)

Dat e

Enter the date the orders are prepared.
Exanpl e: " (PREPARED) 1 June 2003."

Aut hority

Enter the authority for the transfer, including
the full title of the originator, file and
serial nunmber, date (date/time group/nonth in
the case of a nessage), and the "TC' nunber as
appropriate, e.g., BUPERS "TC' B1820/ .

Travel d ass
Code

Enter the custoner identification code (C Q.
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BLOCK TITLE REQUIRED ENTRY

6 Name in Full (a) Enter each nmenber's last nane (in
capital letters), first nanme, m ddl e nane,
and if applicable, Junior (Jr.), Senior
(Sr.), Second (Il), etc. |If a nenber has
no m ddl e nane, indicate by using NWN. If
menber does not have a first or mddl e nane
and uses initials, indicate by enclosing
each initial in quotation marks,

i.e., "J" "C

(b) I'n block 6 on line 2 enter the phrase
“"AND NO OTHERS." If group travel is

i nvol ved, enter "See attached list" on this
l'ine.

(c) I'mediately following the last |ine of
typing (use blocks 7 through 10), for
members in paygrade E-4 with more than

2 years service, enter "E-4 with nore than
2 years service."

7 Soci al Enter each nenber's SSN opposite their nanme
Security wi th hyphens after the third and fifth
Nunber (SSN) |digits. Exanple: 123-45-6789.

8 Paygr ade, Enter the appropriate paygrade, rating
Rat e, and abbrevi ati on, and Navy Enli sted
NEC Classification (NEC) code nunber assigned

each nenber. Exanple: E5-RW(2361).

9 d ass Enter the abbreviation of the branch and

cl ass of service for each nmenmber (USN
USNR, USN- RET, etc.).

10 SR, HR, PR (a) Opposite each nenber's nane, enter "1"
and PE to indicate the presence, or "0" to

i ndi cate the absence, of the service
record, health record, pay record, and
personal effects.

(b) If any of the above records or any
personal effects are m ssing, a statenent
shall be attached to the STO indicating the
reason for absence, the |ocation of the

m ssing itens, and when they will be
forwarded, if known. Also, attach copies
of any correspondence relative to any

m ssing itens.

April 2004 CD



1320-302
CH-3, 17 Jun 2003
Page 5 of 14

BLOCK TITLE REQUIRED ENTRY
11 Internmediate |(a) Enter in sequence the conplete titles
Station and unit identification codes (U Cs) of al

internedi ate stations to which nenbers w |
report in carrying out their orders.

(b) I'nclude the "report not earlier than
but not later than" entry furnished on the
transfer. On TEMADD orders, the TEMADD
station shall be shown here.

(c) Only such transportation at gover nment
expense that is necessary to fulfill the
requi renents of the m ssion shall be
included in the orders. This has speci al
reference to PCS orders invol ving delay en
route to count as | eave.

(d) Orders nust not be witten to provide
for reporting to an internmedi ate station
for onward transportation when the
internedi ate station will serve no usefu
purpose incident to transfer to ultimte
duty station. Positive action by
transferring activities in obtaining travel
data, prior to comrencenent of travel, wll
do nuch to elimnate the ordering of
menbers to an internediate station when the
sole purpose is to obtain a travel request.

(e) Upon receipt of an Enlisted Personnel
Action Docunent (EPAD) that contains an
accounting category code (ACC in blocks 3,
8, or 13, include the respective ACCin
each Internediate Station block of the STO
as appropriate, e.g., block 3 ACCto
Internediate Station 1, block 8 ACC to
Internmediate Station 2, etc.

(f) Upon receipt of any formof transfer
directive other than EPAD (nessage,

speedl etter, etc.) issued by NAVPERSCOM
Enlisted Pl acenent Managenent Center
(EPMAC), or Naval Reserve Personnel Center
( NAVRESPERSCEN) (N30), transcribe the ACC,
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BLOCK

TITLE

REQUIRED ENTRY

11
(Cont)

if present, fromthe transfer directive to
the appropriate "Internediate Station”
bl ock(s) of the STO

(g) If ACCs are not displayed in the
transfer directive issued by NAVPERSCOM
EPMAC, or NAVRESPERSCEN, utilize
appropriate ACC as indicated in

1080 #1, UM 02 ( DVMRSMAN) .

(h) ACC 320, 350, 370, 371, 380, and 391
are to be utilized when transferring
menbers as directed by a non-distribution
authority (other than NAVPERSCOM EPMAC, or
NAVRESPERSCEN)

(i) ACCs are required to be displayed in
each bl ock of the STO containing an
internmedi ate duty station

(j) Menbers being transferred under TEMADD
orders or Active Duty for Training
(ACDUTRA) orders will not have an ACC
included in the orders. They are the only
exception to the rule.

12

Nat u
Duty

re of

(a) Enter in this block the reason nenber
is reporting to the internedi ate station.

(b) Abbreviations will not be used.
Exanpl e: Tenporary Duty Under Instruction
for Further Transfer.

13

Uti

Desti nati on

mat e

(a) Enter the conplete title and U C of the
ultimate activity to which nenber is
ordered to report, and, if not inconsistent
with security regul ations, the geographi cal
| ocati on.

(b) Indicate port to which nenbers are
proceeding for reporting if ordered to a
nmobil e unit, or overseas.

(c) Mobile unit receiving commands to which
menbers are ordered to report should
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BLOCK TITLE REQUIRED ENTRY
13 determne if the nenbers are proceeding to
(Cont) the correct port, from advance copy of STO
received. |If they are not, the receiving

command nust advi se the assignment control
authority (ACA) that nmade the ultinate
assi gnment, by nmessage, of the ful
particul ars including the nenber's nane,
SSN, rate, transfer authority, |eave
address, internedi ate station, estinmated
date of arrival, and the expected |ocation
of the command at that tine. The
distributor will then take necessary action
and issue a nodification if deened
appropri at e.

(d) On transfer to Fleet Reserve,
retirenment, discharge with severance pay,

or involuntary release to inactive duty

w th readjustnment pay (less than 8 years of
continuous active duty), and on orders for
separation, enter "Hone of Record,"” "Place
accepted for Current Enlistnment,” or "Place
fromwhich ordered to Active Duty," as
appropriate, and enter the city and state.

(e) Wien a nenber attends a course(s) of
instruction at an installation with a
curul ative duration of 20 weeks wi thout
interruption by TEMDU tenporary duty under
instruction (TEMDU NS) el sewhere, the
geographic location of the installation
becomes the nmenber's pernmanent duty
station.

(f) On separation orders to transfer to

Fl eet Reserve, retirement, discharge with
severance pay, or involuntary release to

i nactive duty with readjustnent pay
(itmediately following at | east 8 years of
continuous active duty with no single break
therein of nore than 90 days) and pl acenent
on Permanent or Tenporary Disability
Retired List, enter "Honme of Selection.”

(g On TAD orders, the activity shown wll
be the permanent duty station.
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BLOCK TITLE REQUIRED ENTRY
13 (h) A nmenber may be directed to report to a
(Cont) vessel at a place, which may not be the

homeport of the vessel. |[If shipnent is
made to the place to which directed to
report, at menber's request, in this
instance it is considered to be shipnent to
a point of selection and no further

shi prent woul d be aut hori zed at gover nnent
expense under the sane orders. Prior to
arrangi ng for shipnent of househol d goods
(HHG in such cases, nenbers transferring
shoul d be advi sed of the honeport of their
vessel to avoid tenporary or internediate
shi pmrent whi ch woul d prevent a | ater

shi pment to the homeport, or shipnment to
poi nt of selection. Consult OPNAVI NST
3111. 14V for determ nation of honeport.

(1) Upon receipt of an EPAD t hat contains
an ACC in block 18, include the ACCin the
"Utinmte Destination" block of the STO

(j) Upon receipt of any other form of
transfer directive other than EPAD
(message, speedletter, etc.) issued by
NAVPERSCOV] EPMAC, or NAVRESPERSCEN
transcribe the ACC (if present) fromthe
transfer directive to the "Utimte
Destination" block of the STO

(k) I'f ACCs are not displayed in the
transfer directive i ssued by NAVPERSCOM
EPMAC, or NAVRESPERSCEN, utilize
appropriate ACCs as indicated in 1080 #1,
UM 2 ( DVRSMAN) .

(1) ACCs 320, 350, 370, 371, 380, and 391
are to be utilized when transferring
menbers as directed by a non-distribution
authority (other than NAVPERSCOM EPMAC, or
NAVRESPERSCEN). ACCs are required to be

di splayed in the "Utimte Destination”

bl ock of the STO Menbers being
transferred under TEMADD orders or ACDUTRA
orders will not have an ACC included in the
orders. They are the exception to the

rul e.
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BLOCK

TITLE

REQUIRED ENTRY

14

Nat ur e of
Duty

(a) Enter in this block the reason for
whi ch the STO has been originated; i.e.
"for duty,"” "for TEMADD in connection with

," "for separation," etc.

(b) I'n case of orders to TEMDU NS, the
course and nunmber of weeks of such course
to be attended shall al so be included.
Abbrevi ations will not be used.

(c) Since sone entitlenents (novenent of
HHG dependent's travel, etc.) have been
incorrectly based on the classification of
the new duty station (e.g., FOR DUTY SEA,
FOR DUTY SHORE, FOR DUTY OVERSEAS SHORE)
such indication of type duty for rotation
credit shall not be indicted on the STO

15

Nunmber of
Days Del ay
Aut hori zed

Enter the total nunber of days del ay

aut hori zed to count as |leave. |If no delay
aut hori zed, enter "None." Delay to count
as | eave shall never be authorized in
"group travel " orders.

16

Nunber of
Days Travel/
Proceed Tine
Aut hori zed

Enter the nunber of days travel tinme

(M LPERSMAN 1320- 100) / proceed tine

(M LPERSMAN 1320- 090) aut hori zed.
Exanpl e: O3TT, O4PT. If neither travel
nor proceed tine is authorized, enter
"None. "

17

Report not
| ater than

(a) Enter the hour and the date nenbers are
due to report to the ultinate destination
(M LPERSMAN 1050- 150)

(b) When nenbers are being transferred to
nmobil e units (ships, aircraft squadrons),
interview themto determne if they plan to
report prior to the "not |ater than date."
If so, indicate this estinmated date on the
copy of the STO to the new conmand.

(c) Each internediate station shall enter
under "Suppl enental Instructions” the hour
and date the nmenbers are due to report to
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BLOCK TITLE REQUIRED ENTRY
17 the next internmedi ate destination or to the
(Cont) ultimate destination, as applicable. |If
t he "Suppl emental Instructions” section is
full, this information may be entered on

the reverse side of the STO

(d) When a "prior" reporting date is
specified in the transfer authority, such
informati on shall be entered opposite the
reporting activity concerned.

NOTE: Do not, under any circunstances,
enter in this block the phrase "As
transportation directs.”

(e) Wien nenbers in the same netropolitan
area of a naval nedical facility are
transferred thereto for hospitalization,
the transferring conmand shall ensure that,
i nsofar as practicable, the patient reports
to such nedical facility prior to 1630
hours. Dependi ng upon the circunstances in
each case, including the availability of
transportation, the earliest practicable
hour shall be shown in the "Report not

| ater than" Dbl ock.

18 Addr ess (a) If applicable, enter the conplete
whil e on address where the nmenber nay be contacted
Leave whil e on | eave, including the Zip Code and

t el ephone nunber if avail abl e.

(b) Do not, under any circunstances, enter
"En Route."

19 Suppl enent al (a) Enter any supplenental instructions
Instructions |issued to the nenber. Each instruction
shall be signed, in ink, by the CO issuing
the instruction or by the signatory

aut horized to sign per M LPERSMAN or
United States Navy Regul ations. The rank
and title shall be entered, follow ng the
signature. In the case of nenbers
reporting early for TEVMDU assi gnnents, see
M LPERSMAN 1320- 080.
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BLOCK TITLE REQUIRED ENTRY
19 (b) Menbers E-4 and bel ow nmust submt a
(Cont) speci al request for advance pay to be
approved at | ocal command | evel. Wen an

enlisted nmenber's request for an advance of
pay on PCS is approved, enter "AUTH (NO. )
MONTHS ADVANCE PAY." This endorsenment wl |
be signed by the CO or an officer
designated to sign "By direction” of the
CO.

(c) Enter the honeport of the afl oat new
duty station. On PCS orders to sea duty,

t he honeport of the vessel is considered
the duty station for the purpose of
shipping HHG On PCS orders to a ship,

shi pment of HHG i s authorized to the
homeport of the vessel or to a place of

sel ection (see SECNAVI NST 4650. 19C) within
the United States.

(d) Enter correct nmuailing address of new
duty station; the address shown in
OPNAVNOTE 5400 (SNDL), part |; or the
Cat al og of Naval Shore Activities.

20 PCS (a) When orders are issued authorizing the
Account i ng expendi ture of governnent funds, accounting
Dat a data nust appear in each set of orders.

(b) For PCS (including TEMDU i n connection
with a PCS), utilize the accounting data
furnished on the transfer directive. 1In
cases where accounting data is not

furni shed, refer to BUPERSI NST 7040.6,| and
enter in this block applicable accounting
data as shown therein for each menber shown
in the travel order, except for enlistee
(USNV USNR) transferred to recruit training.
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BLOCK TITLE REQUIRED ENTRY
20 (c) For TEMADD, enter the applicable
(Cont) accounting data in this block. In
addi tion, the TANGO nunber assigned by the
allottee will be shown i medi ately
foll ow ng the accounting data.
(d) On a perm ssive travel authorization,
enter "NO EXPENSE TO THE GOVERNMENT | S
AUTHORI ZED | N CONNECTI ON W TH THESE TRAVEL
AUTHORI ZATIONS. I N CASE YOU DO NOT DESI RE
TO BEAR THE EXPENSE YOU W LL REGARD THI S
AUTHORI ZATI ON AS REVCKED. "
(e) See NAVSO P-6034-1, volune 1
chapter 7, part G and M LPERSVMAN 1050- 130
concerni ng energency | eave.
(f) To avoid crowdi ng, the above entry may
be typed in block 19, "Suppl enental
I nstructions."”
21 TENVDUI NS Uilize the TEMDU NS accounting data
Per Di em furni shed on the transfer directive.
Account i ng
Dat a
22 Fi scal Data Enter fiscal data from"PCS Accounting
for Trans- Dat a" (bl ock 20) as indicat ed.
portation
Request
23 Transport a- (a) Enter an "X" in the appropriate box.
tionis When applicable, enter an "X" in both
Aut hori zed bl ocks "1 NDI VI DUAL" and " PRI VATELY OANNED
per the CONVEYANCE. "
Fol | owi ng

(b) Enter an "X" in the block marked
"COMMERCI AL" when any of the various nobdes
of conmmercial carriers are to be utilized,
or, in the case of individual travel, when
t he nenber has an option under

NAVSO P-6034-1, volune 1 of obtaining
transportation requests or performng
travel at own expense subject to

rei mbur senent.

Apri |
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BLOCK

TITLE

REQUIRED ENTRY

23
(Cont)

(c) Enter an "X" in the block marked
"GROUP" if the order being prepared

i nvol ves M LPERSMAN 1050- 130 concerni ng
ener gency | eave.

(d) Enter an "X" in the block marked
"GROUP" if the order being prepared

i nvolves the transfer of three or nore
menbers departing fromthe sanme station on
the sane date and proceeding to the sane
destination, and it is determ ned by the
order witing command that nenbers should
travel in a group travel status.

24

Travel as
| ndi cat ed
below i s
D rected
wher e
Avai | abl e

(a) Travel is directed when indicated in
the order issued by the order issuing
activity, i.e., NAVPERSCOM EPMAC or by the
vari ous Navy Passenger Transportation

O fices for transoceanic travel.

(b) Enter an "X" in the block marked "GOV' T
Al RCRAFT" when this method of travel is
di rected.

(c) Enter an "X" in the block marked
"COWERCI AL" when this npde of travel is
di rect ed.

25

PRIOCRI TY

Enter the description and nunber of any
priority authorized when directed to travel
by governnent aircraft.

26

FROM AND TO

| ndi cat e the geographi cal |ocations between
which travel is directed by either
government or conmercial aircraft.

27

Tr ansf er
Code No.

Enter the hour and date nenber is
authorized to depart fromtransferring
command. Exanple: 0001, 2 APR 2003.

28

Aut hent i -
cating

Si gnat ur e,
Rank, Title

(a) The signature, in pernmanent black or

bl ue-bl ack ink or ball point pen, shall be
that of the CO of the transferring
activity; or, when the CO specifically

del egates such authority to a subordinate
of ficer, master chief, senior chief, chief
petty officer, petty officer first class,
or civilian; may be "by direction" of the
CO.
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BLOCK TITLE REQUIRED ENTRY
28 (b) Enter rank and title of signatory
(Cont) signing. The authenticating signature wll
be affixed only to the original order.
29 Signature of | The signature of the traveler or senior in
Travel er or charge shall be affixed, in permanent bl ack
Senior in or blue-black ink or ball point pen, after
Char ge the orders have been read and it is stated
that they are understood.
30 Date Orders Enter date orders delivered to nenber or
Del i vered date nenber notified of orders. Exanple:

" DELI VERED/ NOTI FI ED on 15 April 2003."
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MILPERSMAN 1320-304

PREPARATION OF PERMANENT CHANGE OF STATION TRANSFER
ORrRDER (PCSTO)

Responsible | NAVPERSCOM Phone: DSN 882-4198
Office ( PERS- 454) COM | (901) 874-4198
FAX 882- 2693

References BUPERSI NST [7040. 6
BUPERSI NST [7040. 7

1. Detailed Composition of the Enlisted Permanent Change of
Station Transfer Order (PCSTO). See Exhibit 1 for a sanple PCSTO
order. The conposition is as foll ows:

a. Header Section

(1) For message orders the header consists of the
conplete list of Plain Language Addresses (PLADS) for the action
and informati on addresses of the order, and the standard nessage
classification line.

FROM  COVWNAVPERSCOM M LLI NGTON TN
TO PERSUPP DET CRYSTAL CI TY WASHI NGTON DC
INFO  PERSUPP DET BETHESDA MD

UNCLAS // NOL306/ /

(2) For letter orders the header consists of the issuing
command's | etterhead, the appropriate Standard Subject
I dentification Code (SSIC), issuing detailer's organization code,
i ssuing date, and a conplete nailing address for the activity
recei ving the order.

DEPARTMENT OF THE NAVY
Navy Personnel Comrand
5720 Integrity Drive
M1 Ilington, TN 38055-0402
1306
PERS- 402B
17 May 2003
To: O ficer In Charge,
Per sonnel Support Detachnent,
Crystal Cty Cm 3, Room 100,
Washi ngt on, DC 20371-5000
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b. Subject Line. The order nunber, containing the issuing
authority's short title, the julian date, order nodification
nunber (if any), nmenber's social security nunber, nenber's rate,
and the desk code of the detailer issuing the order.

SUBJ: NAVPERSCOM CRDER: 1287-000- 00- 0000/ AD1 ( PERS- 404DG)
CHANGE DUTY ORDERS FOR SAILOR, JON Q

C. Detaching Activity Section. This will identify the nane
of the command, its location or honeport, the type of duty, and
the directed date from which nmenber is being detached. Specific
instructions to the nmenber or the activity fromwhich nenber is

detaching will follow the formatted information and will end this
section.
WHEN DI RECTED DETACH I N AUG 03 EDD:  AUG 03
FROM T- ARC A J MEYER M LDEPT UcC 42031
HOVEPORT OAKLAND CA
FROM DUTY ACC. 100
PERSONNEL ACCOUNTI NG SUPPORT: COMSC PAC UcC 62383
d. Intermediate Activity Section. Identifies each activity

to which the nenber is to report for tenporary duty (TEMDU) or
tenporary duty under instruction (TEMDU NS) en route to the
ultimate duty station. Reporting dates, command nane, |ocation
and U C, the type of duty reporting for, the accounting category
code (ACC), the total duration (in days) of the TEMDU, the
detaching instructions and an identification of the activity
provi di ng personnel accounting support wll be displayed. The

i nformation displayed will include duration of the course (in
days), course nane, class nunber, convening and graduation dates,
and the course data processing (CDP) code.

RPT NET 16 AUG 03 BUT NLT 17 AUG 03

TO NUCWEAPTRAGRLANT U C 63007
LOCATI ON:  NORFOLK VA
FOR TEMDUI NS ACC. 341

FOR APPROX 66 DAYS

€. Order Class Format. |Is as follows:

TO ATTEND NWAW SUPVR CLASS: 8504
CONV: 18 AUG 03 GRAD: 24 OCT 03 ENEC. 0926
CDP: 5746
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PERSONNEL ACCOUNTI NG SUPPORT:  PSD NAVSTA NORFOLK VA Ul C 42574
UPON COVPLETI ON OF TEMDUI NS AND WHEN DI RECTED, DETACH EDD OCT 03

f. Ultimate Activity Section. Consists of the date to
report for duty; the command's nane, |ocation, and U C, the type
duty reporting for; assigned rate and NEC s; the ACC, and the
menber's new projected rotation date (PRD).

REPORT NOT LATER THAN 24 SEP 03 EDA: 24 SEP 03

TO NAVCAMS WESTPAC GUAM U cC 70243
PERVANENT DUTY STATI ON FI NEGAYAN GUAM

FOR DUTY ACC: 100
TYPE DUTY SEA/ SHORE CODE SSC 3

ASSI GNED RATE AD1 PNEC 6401 DNEC. 8327 PRD: 0989
PERSONNEL ACCOUNTI NG SUPPORT: PERSUPP DET NAVCAMS WESTPAC Ul C. 43463

g. Accounting Data Section
(1) Custoner ldentification Code (ClC).

(2) MPN or RPN line of accounting data agai nst which
expendi tures for househol d goods shipnments, mleage, and TEMDU
per diemis to be charged.

(3) O&MWN line(s) of accounting data agai nst which
TEMDU NS per diemis to be charged. Separate O%WN lines will be
printed for each fiscal year TEMDU NS is chargeabl e.

(4) Oders issued as a letter of intent will contain
accounti ng dat a.

CIC ALMH7153
PCS ACCOUNTI NG DATA:
NVH7 1771453.2253 G 000022 AL VH71 1/S/'3 MH7000000000

h. Special Instructions. Contains information of a
directive or advisory nature that does not pertain to any of the
ot her sections described above.

i. Master Record Data. Displays various itens of

i nformati on about the nenber as found on the Enlisted/ Oficer
Mast er Record.
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PEBD: 17 DEC 75
ADBD: 03 SEP 76
EACS: 23 JAN 04
EXT SCH:
EXT OTH:
EXT | NV:

DESI G
SEX:

DEP- P
DEP- S:
LI MDU:

SEC. K DATE: 10 APR 78
TEST ID: A7 CCT/WK: 54 ARI/AR 57 MECH 49 CLER 45

PNEC
M SNEC

TNEC
3 QANEC
0 Q NEC

EDUC:;
Bl RTH:

6401 --SCHOOL- -
8327 DATE CRS
AUG 82 472S
AUG 82 032H
MAY 82 4010
12 NOV 78 472N
15 JUN 57

- - CAREER HI STORY- -

MO
00
00
00
CADD

S/'S
3
6

LOCC TYPE
Kl 10870
W.B 11089

j. "Copy to" Information.

Cont ai ns the nanes/desk codes of

NAVPERSCOM EPMAC, and NRPC t hat have been designated by the

order witer to receive a copy of the order

These "copy to"

entries will be in addition to those automatically included on

the order's distribution.
not on nessage orders.

letters only,

The "copy to" section will print on

PERS- 404D4
PERS- 40BB
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EXHIBIT 1

SAMPLE PERMANENT CHANGE OF STATION TRANSFER ORDER

DEPARTMENT OF DEFENSE
NAVAL PERSONNEL COVIVAND
M LLI NGTON, TN 38054

ORI G NAL
NAVPERSCOM 404DG
12 MAY 2002

TO COMVANDER
M LI TARY SEALI FT COMVAND PAC
NAVAL SUPPLY CENTER
OAKLAND, CA 94625-5010

SUBJ: COWNAVPERSCOM CRDER: 2128 000- 00- 0000/ AD1 ( NAVPERSCOM 404DG)
CHANGE DUTY ORDER FOR
SAILOR JON Q USN

*xx%% DETACH NG ACTI VITY | NFORVATI ON *****

VWHEN DI RECTED DETACH I N MAY 02 EDD: MAY 02
FROM T-ARC 6 A J MYER M LDEPT Uuc 42031
HOVEPORT: OAKLAND, CA

FROM DUTY: ACC. 100
PERSONNEL ACCOUNTI NG SUPPORT:  COVBC PAC Uuc 62383

PERVANENT CHANGE OF STATI ON (PCS) TRAVEL | NFORVATI ON. COWWANDS DETACHI NG
PERSONNEL FROM PERVMANENT ASSI GNMENTS ARE RESPONSI BLE FOR ENSURI NG THAT
PERSONNEL EXECUTI NG PERVANENT CHANGE OF STATI ON ORDERS COVPLETE NAVPERS 7041/ 1
(REV. 12-92), FI NANCI AL MANAGEMENT- PCS TRAVEL FORMS AUTHORI ZATI ON REQUI RED BY
BUPERSI NST [7040.6 AND [7/040.7.] THE PASS/ PERSONNEL SERVI CI NG OFFICE WLL SUBM T
THE COVPLETED TRAVEL | NFORVATI ON FORM TO DI RECTOR, PERVANENT CHANGE OF

STATI ON VARI ANCE COVPONENT, 1240 EAST 9TH STREET SUI TE 967, CLEVELAND, OCH
44199-2088. PASS/ PERSONNEL SERVI CI NG OFFI CES W LL PROVI DE NECESSARY FORMS AND
COUNSELI NG DURI NG CHECK- OUT PROCEDURES FOR DETACHI NG PERSONNEL AND W LL ENSURE
ACCURATE AND TI MELY SUBM SSI ON OF TRAVEL | NFORMATI ON.

EXECUTI ON OF THESE ORDERS REQUI RES SATI SFACTORY COVPLETI ON OF ALL OVERSEAS
SCREENI NG REQUI REMENTS PER M LPERSMAN 1300- 300 THROUGH 1300-316 W THI N 30 DAYS
OF RECEI PT OF THI' S DI RECTI VE. FORWARD CERTI FI CATI ON OF SUl TABI LI TY/

UNSUI TABI LI TY BY MESSAGE TO COWNAVPERSCOM ( PERS-40/451). (I NFO EPVAC I N THE
CASE OF NON- RATED, NON- DES|I GNATED PERSONNEL.) USE STANDARD SUBJECT

| DENTI FI CATI ON CODE.
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EXHIBIT 1 (Continued)

SUBJ: COWNAVPERSCOM CRDER: 2128 000- 00- 000/ AD1 ( PERS- 404DG)
CHANGE DUTY ORDERS FOR
SAILOR JON Q USN

NO1300 AND SUBJECT " OVERSEAS SCREEN CERTI FI CATION I N TH
AND SSN) " I N MESSAGE. DO NOT TRANSFER PRI OR TO SUBM SS
CERTI FI CATE TO COVNAVPERSCOM

E CASE OF ( NAME, RATE,
| ON OF SCREENI NG

NOTE: PERSONNEL ORDERED TO COVM DEASTFOR FLAG SHI P/ BAHRAI N MAY HAVE HOVEPORT
SHOW NG ON ASSI GNVENT DOCUMENT AS NORFOLK VA (FNO); HOWEVER, THEY DO REQUI RE
OVERSEAS SCREENI NG

R b ULTI '\/ATE AC'I'I VI TY kkkkkkk*k

REPORT NOT LATER THAN 24 SEP 02 EDA: 24 SEP 02
TO NAVCAMS WESTPAC GUAM UcC 70243
PERMANENT DUTY STATI ON FI NEGAYAN, GUAM

FOR DUTY ACC. 100

ASSI GNED RATE: AD1 DNEC1: 6401 DNEC2: 8327 PRD: 8909

PERSONNEL ACCOUNTI NG SUPPORT:  PERSUPPDET NAVCAMS WESTPAC U C: 43463

THE PORT CALL WLL CANCEL THE REPORT NOT LATER THAN DATE | NCLUDED HEREI N AND
SHALL CONSTI TUTE SPECI FI C DATE MEMBER IS TO REPORT FOR TRANSPORTATI ON.

*kkkkkk*%x ACCaJNTl NG DATA *kkkkkk*%x
acC  ALMA71S3
PCS ACCOUNTI NG DATA:
NWVH7 17714533. 2253 G 000022 AL MH7/1/S/3 M3H7000000000

¥xxxxxx% ENLI STED MASTER RECORD DATA ****x***

PEBD: 17 DEC 75 DESI G PNEC 6401 -- SCHOOL - - - CAREER HI STORY
ADBD: 03 SEP 76 SEX: M  SNEC 8327 DATE COURSE MO S/'S LOC TYPE
EACS: 23 JAN 04 TNEC AUG 82 472S 00 3 OKI 10870
EXT- SCH: DEP-P: 3 QANEC AUG 83 032H 00 6 WB 11089
EXT- OTH: DEP-P: O QANEC AUG 82 032H 00 EXT- 1 NV:
EXT- 1 NV: LI VDU EDUC. 12 MAY 82 4010

CADD: NOV 78 472N

SEC. K DATE: 10 APR 78 BIRTH. 15 JUN 57
TEST | D. A7 CCT/WK: 54 ARI/AR 57 MECH: 49 CLER:

R b C(PY TO I NF(P'\/ATI O\I R b

PERS- 404D4
PERS- 40BB
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MILPERSMAN 1320-306

PERMANENT CHANGE OF STATION (PCS) TRANSFER ORDER
DELIVERY AND INTERPRETATION

Responsible | NAVPERSCOM Phone: DSN 882- 4198
Office ( PERS- 454) COM | (901) 874- 4198
FAX 882- 2693

References | NAVSO P-6034-1, Joint Federal Travel Regul ations
OPNAVI NST 4650. 15

1. Delivery of Transfer Orders

a. PCS orders are delivered as follows:

(1) Letter Orders. Oiginal letter orders and any
nodi fications will be mailed to the Personnel Support Detachnent
( PERSUPPDET) assigned to support the nmenber's activity, and to
those activities involved in the transfer. Activities not
supported by a PERSUPPDET will receive original letter orders
directly. Copies of orders will be reproduced |locally and given
to the nenber.

(2) Message Orders. Message orders will be sent via the
activity's comuni cations center. Message orders will be
reproduced |l ocally by the PERSUPPDET and one copy certified
"ORI G NAL MESSACE" with signature of the commandi ng officer
(CO/officer in charge (OC) of the processing activity (or the
designated representative). Wen nessage orders are relayed to a
menber by tel egram the nmenber concerned, upon presentation to
the disbursing officer, will endorse the telegramw th the words
"ORI G NAL ORDERS RECEI VED' and affix their signature. This
certification will be sufficient to enable the disbursing officer
to make rei mbursenent for mleage without further confirmation.

b. Detaching Date. Although orders will be addressed via
activities providing personnel accounting support, they are
directed to the nenber being transferred. Authority to specify
t he detachnent date wthin the nonth of detachnment remains with
the nenber's reporting senior. Wen a PERSUPPDET processes
orders, the nenber being transferred will ensure the PERSUPPDET
is informed of the detaching date approved by the reporting
seni or.
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C. Verbal or Telephoned Orders. Under certain
ci rcunst ances, assignnent officers and detail ers can authorize
transfer and order cancellation or nodification via tel ephone.
The assignnent officer or detailer shall notify both the nenber
and the transferring command' s personnel accounting office of the
verbal or tel ephoned orders. Followon witten confirmation
orders must be acconplished within 7 days of issuance of verbal
or tel ephoned orders, and nust include the date and place the
menber was | ocated at the tinme of the verbal or tel ephone
aut horization. One of the followi ng PTEXTs will be used in the
confirmed orders and nust appear either as the very first
statenent or the very last statenent in the orders.

(1) Confirmation. For confirmation of tel ephoned
instructions to the nenber stating the |ocation of the nmenber on
the date tel ephoned instructions were issued:

P74021 ( CONFI RVMED TELEPHONE | NSTRUCTI ONS ON (dat e)
TO (city and state nenber is | ocated).

(2) Approve/Maintain Records. Division directors mnust
approve and maintain records of all verbal or tel ephone orders.

(3) Reimbursement. Rei nbursenent for travel expenses
i ncurred under verbal or tel ephone orders nay not be nade until
witten confirmed orders are received by the nenber.

d. Lost Orders. Correspondence concerning | ost orders
i ssued by Navy Personnel Command (NAVPERSCOV) should refer to the
entire NAVPERSCOM “Order Nunmber” as stated in the first |ine of
the nenber's subject line. If orders are lost, the foll ow ng
actions apply:

(1) oOrders not received by the member's command, or lost
prior to delivery to the member.

(a) Oders issued by message require the nenber's
present command to request its servicing comrunications facility
to have the nessage order retransmtted.

(b) Orders issued by letter and not received are
considered to be undelivered. The order nust be cancel ed and
rei ssued using the appropriate undelivered order cancellation and
rei ssue format.
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(2) Orders lost after commencement of travel but prior to
reporting to the ultimate duty station. Since the nenber does
not have an order to conplete the transfer, the unexecuted
portion of the order nust be cancel ed and rei ssued.

(3) Orders lost after member reports to the ultimate duty
station and prior to settlement of the travel claim. Wth the
exception of a doubtful claim when a nenber has | ost the
original, or the original and all copies of PCS orders; the claim
wi |l be processed by the disbursing officer servicing the
menber’ s permanent duty station (PDS) per OPNAVI NST 4650. 15.

2. Interpretation

a. Detaching Instructions. Detaching instructions in the
Det aching Activity section of the orders are to be interpreted as
foll ows:

(1) EDD (Estimated Date Of Detachment). When given as a
nmont h and year (unless otherwi se directed in orders), detachnent
must take place within the nonth indicated. Wen given as a day,
nmont h, and year (unless otherwi se directed in the orders),
det achnment nust take place no later than 10 days after the date
i ndicated. Under no circunstances nmay a nmenber's actual
detachnment date fromtheir PDS be in a fiscal year other than
that directed in the orders.

(2) When Directed By Reporting Senior, Detach In (month,
year) From (type of duty). The CO nust detach the nmenber within
the nmonth indicated unl ess otherw se directed in the orders.

(3) At Discretion Of Reporting Senior, Detachment May Be
Delayed No More Than 1 Month Past The EDD Month. The CO may
detach the nmenber any tinme between the first day of the EDD nonth
and the last day of the nonth imediately follow ng the EDD
nmonth. Under no circunstances nay the actual detachnment cross
over into the followi ng fiscal year.

(4) At Discretion Of Reporting Senior, Detachment May Be
Delayed No More Than 2 Months After EDD Month. The CO may detach
t he nenber any tine between the first day of the EDD nonth and
the | ast day of the second nonth imediately follow ng the EDD
mont h. Under no circunstances nmay the actual detachnent cross
over into the followi ng fiscal year.

(5) Hereby Detached. The COw || detach the nenber
within 24 hours after the orders are received.
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(6) Reporting Senior Directed To Detach Member On Or
About (date). The CO has a discretionary period of 10 days on
either side of the given date in which to detach the nenber.
Under no circunstances may the actual detachnment cross over into
the follow ng fiscal year.

(7) Reporting Senior Directed To Detach Member Within
10 Days After Reporting Of Relief. Oders should ordinarily be
endorsed to detach the nenber within 10 days after their relief
reports. The conmand nay designate a nenber al ready on board as
a relief, when appropriate.

(8) When Relieved And When Directed By Reporting Senior,
Detach. Oders should normally be endorsed to detach the officer
within 10 days after their relief reports and when directed by
the CO The leeway permtted by the word "normal ly" is
interpreted to apply only to those cases in which the underway
operations of an afloat unit prevent adherence to the 10-day
period. Exceptions nmay be witten "WHEN DI RECTED I N ( nont h,
year) DETACH," instead of "WHEN RELI EVED," if wat chkeeping
requi renents or other circunstances so dictate. The officer
being relieved will be detached not later than (NLT) the second
month followng that in which the relieving officer reports
(e.g., relieving officer reports in March, and the officer being
relieved detaches no later than (NLT) My).

(9) Upon Completion Of (type of temporary duty (TEMDU) at
an intermediate station) And When Directed, Detach. O ders shal
be endorsed by the CO at the activity concerned upon conpl etion
of TEMDU or tenporary duty under instruction (TEMDU NS).

(10) Reporting Senior Directed To Detach Member In Time
To Proceed And Report On (date) At Following Station. The | atest
date of detachnent will be 4 days (when entitled to proceed tine)
plus travel tinme in advance of the specified reporting date.

(11) Reporting Senior Directed To Detach Member On Or
After (date). Oders will be endorsed to detach the nenber on or
after the date indicated but in sufficient tine to ensure
reporting by the NLT date at the next duty station as shown in
the orders. Wien a NLT date is not indicated, orders will be
endorsed to detach the nenber within 10 days after the date
i ndi cated. Under no circunstances may the actual detachnent date
cross over into the followi ng fiscal year

(12) Upon Discharge From Treatment. Orders will be

endorsed by the CO of the nedical facility concerned when, in
their opinion, the patient is physically qualified for discharge
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fromtreatnent to duty, sick |eave, conval escent |eave,
separation processing, physical evaluation board, hone, another
medi cal facility, or to such other assignnment as may be specified
in the orders.

(13) Proceed On Or About (date). Travel should comrence
within a period of 10 days on either side of the given date in
the orders. This phrase is used only in temporary additional
duty (TEMADD) orders.

(14) Proceed In Time To Report NLT (date). Travel is to
comence and be conpleted at such tinmes to ensure the nenber
reports on the specified reporting date. This phrase is used
only in TEMADD orders.

b. Reporting Phrases In Orders. Specific reporting
instructions appearing in the Internmediate or Utimte Activity
sections of orders are to be interpreted as foll ows:

(1) EDA (Estimated Date of Arrival). \Wen given as a
nmont h and year, unless otherwise directed in orders, arrival mnust
take place within the nonth indicated. Wen given as a day,
nmont h, and year, unless otherwi se directed in orders, arrival
must take place no later than 10 days after the date indicated.

(2) Report Not Earlier Than (NET) (date). Arrival nust
take place no earlier than the date indicated.

(3) Report NLT (date). Arrival may take place earlier,
but no later than, the date specified. Enlisted personnel
assigned in a "TEVMDU TEVDU NS/ DUl NS" status (ACC 34X) at a
Recruit Training Command or Service School Command may have their
orders pen-and-ink nodified for no nore than 30 days past the
original Report NLT (date). This exception is in recognition of
trai ni ng setbacks and any other training delays that nmay cause
menber to report past their original Report NLT (date). Leave,
proceed, and travel tinme will not exceed the anpunt authorized on
original orders. Any nodification past 30 days may only be
aut hori zed by the appropriate assignnent control authority (ACA).

(4) Report NLT (date) and NET (date). Arrival may take
pl ace earlier than the date specified to prevent |eave being
used; however, paynent of per diemw Il not begin until the
speci fied NET date.

(5) Report In (date). The nenber may report in the nonth
specified, but no later than the | ast day of the nonth.
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(6) Report On (date). The nenber nust report on the date
speci fi ed.

(7) Report On Or About (date). Menber nust report
bet ween 10 days before date specified, and 10 days after date
speci fi ed.

(8) Report On Or Before (date). Menber may report any
time, but NLT the date specified.
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MILPERSMAN 1320-308

PERMANENT CHANGE OF STATION (PCS) TRANSFER ORDER
EXECUTION

Responsible | NAVPERSCOM Phone: DSN 882- 4198
Office ( PERS- 454) COM | (901) 874- 4198
FAX 882- 2693

References BUPERSI NST [7040. 6

NAVSO P- 6034, Joint Federal Travel Regul ations,
Vol une 1

BUPERSI NST 7040. 7

1. General Information on Transfers

a. PCS Moves. The follow ng are considered PCS noves:

(1) PCS transfers, including assignnment to tenporary duty

( TEMDU)
(2) Call to active duty.
(3) Change in honeport of a vessel or nobile unit.
(4) Reserve personnel ordered to active duty.

(5) Fleet Reservist (including tenporary disability
retirement) recalled to active duty.

(6) Separations fromthe service under honorabl e
conditions (retirement, discharge, resignation).

b. Customer Identification Code (CIC). All PCS transfer
directives nust contain a CICin order to be executed. Detailed
instructions for the use of the CIC are contained in
BUPERSI NST 7040. 6.

C. Status of Members under Orders. Menbers traveling under
orders are considered to be attached to the command to whi ch next
ordered to report.

d. Unusual Delay in Effecting Transfer. |f for any reason
there is an unusual delay in transfer to final destination, or
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when transfer orders are cancelled or nodified, notify al
i nterested comuands.

€. Certified Original Orders. All activities to which the
servi cemenber is ordered, the servicenmenber's current command,
t heir supporting Personnel Support Activity/Detachnment
( PERSUPPACT/ PERSUPPDET), and all additional activities designated
are to receive a copy directly fromthe order issuing authority.
The PERSUPPACT/ PERSUPPDET supporting the detaching activity wll
receive the original letter/message order, or be an action
addressee on the letter/ nmessage order. The PERSUPPACT/ PERSUPPDET
wi || make the necessary nunber of copies and stanp one copy
"Certified Original Oders.™

f. Copies of Orders. Activities shall provide sufficient
copies of the orders to the nenber being transferred to neet
requi renents for shipping activities (regardi ng househol d goods
and privately owned notor vehicles (if applicable)) and
transportation activities (regardi ng personal travel, famly
menber (s) travel, dislocation allowance, and trailer
al l omance). Normally, the follow ng copies are required:

(1) Four copies including one certified copy of the
orders are required by the shipping activity for each
transportation.

(2) Three copies for issuance of transportation requests.

(3) Two copies for each transportation activity
transporting famly nenber(s).

(4) Two copies for reinbursenent of dislocation
al | owance.

(5 Two copies for reinbursenent of famly separation
al | owance.

g. Last Duty Station is shown on Orders. To elinmi nate
del ays and personal hardship to the nenber regardi ng shipment of
househol d goods, when nenbers are received at an activity such as
a receiving station for further assignnent or for further
transfer, the activity endorsing the transfer order will ensure
the nane of the | ast permanent duty station to which the nenber
was attached is indicated on the orders.

h. Correction to Orders. 1In general, the terns of orders

cannot be changed after travel has commenced; however, sonetines
an error may occur in the preparation of orders, which wll
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require correction after the fact. Such correction is proper
only when the orders do not reflect the intention of the order

i ssuing authority at the tine the orders were originally
prepared. \When orders are corrected after the travel has
commenced or been conpl eted, the correction endorsenment nust

i nclude a conpl ete explanation of the facts relative to the
occurrence of the error. Since all clains with any retrospective
aspects nust be settled by the General Accounting Ofice (GAO,
this information is essential to the proper settlenent of the

cl ai minvol ved.

2. Briefing of Members Prior to Transfer. Transferring comrmands
will brief nmenbers prior to transfer on the foll ow ng:

a. Records/Accounts/Personal Effects. Records and accounts
are handed to the nmenber for safe delivery to nenber's new
commandi ng officer (CO. The nenber's personal effects are in
the menber's possession, if indicated in command endorsenent to
per mmnent change of station transfer order (PCSTO. It is the
menber's responsibility to report to the new station with
records, accounts, and personal effects.

b. Contacting/Reporting. Menbers under orders, including
aut hori zed del ay, are considered to be attached to the ultimte
destination, or the next designated internediate station as the

case may be. If unable to contact these activities, in cases of
ener gency, nenber should contact the nearest known naval
activity. 1In the case of nenbers ordered to a ship and the ship

to which ordered is not in port, they should report to the
nearest naval activity.

C. Personnel Support Detachment (PSD). Menbers ordered to a
command, which is part of PERSUPPACT, shall be informed as to
their ultimte duty station and whi ch PERSUPPDET t hey shoul d
check into for adm nistrative/accounting purposes.

d. TRICARE-Family Member Dental Plan

(1) Menbers nust be advised that TRI CARE- Fam |y Menber
Dental Plan (FMDP) treatnent is not available to famly nenbers
acconpanyi ng sponsor assigned to other than the fifty United
States (U.S.), US. Virgin Islands, Puerto Rico, Guam or Canada
(Covered Areas). Though not required, nmenbers are encouraged to
remain enrolled. Routine and essential-only specialty dental
care for famly nenbers is provided on a space-required basis at
overseas mlitary dental treatnment facilities to maintain
exi sting dental health. In the event the sponsor renains
enrolled in the dental plan, the famly nenbers are eligible for
dental care whenever they travel to a Covered Area.
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(2) Menbers who are not enrolled in the TR CARE- FVDP
returning froman acconpani ed assignnent (other than the 50 U. S.,
US. Virgin Islands, Puerto Rico, Guam or Canada (Covered
Areas)) must be advised of the availability of the TRI CARE- FVDP
The sponsor nust elect enrollnment, if desired, since
participation is not automatic, and have at |east 12 nonths of
active duty remaining at tinme of transfer to a Covered Area.

e. Illness/Accident. |In the case of illness or accident,
t he nenber should notify the nearest known naval activity
i mredi ately and request instructions.

f. Leave. |If leave is granted, the nenber is responsible
for receiving any comuni cations forwarded to the | eave address
in block 4e of the nmenorandum endorsenent. |If |eave is cancel ed,

menber nust return i nmediately.

g. Secrecy. The contents of orders and whereabouts of ships
and personnel nust not be divul ged to unauthorized persons.

h. Local Endorsement. A copy of |ocal endorsenent to PCSTO
is being mailed direct to the ultinmate destination.

i. Misconduct. Menbers nust cooperate with Shore Patrol and
Armed Services Police at all tinmes. M sconduct wll be cause for
di sci plinary action.

] . Family Member (s) Location during TEMDU/Temporary Duty
under Instructions (TEMDUINS). Current regul ations do not
authorize transportation of famly nmenber(s) to internedi ate
| ocations at governnment expense; and where TEVMDU TEMDUI NS has
been directed, menbers occupying governnment famly quarters at
their old duty station are authorized to retain such quarters for
up to 20 weeks until reporting to their ultinmate duty station.

k. Clothing for Flights. Menbers traveling aboard
government owned or operated aircraft (including Mlitary Airlift
Command (MAC) CAT B and CAT M shall wear the appropriate uniform
unless civilian clothes are authorized in the nenber's orders.
Normal Iy, civilian clothing will not be prescribed unl ess
i ndi cated by the foreign clearance guide. Wen civilian clothing
is wrn, it will be in good taste and not in conflict with
accepted attire in the overseas country.
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| . Early Reporting

(1) Menbers arriving prior to the "Report Not Earlier
Than" date specified in the orders when TEMDU is directed shal
be given the option of either remaining in a | eave status until
the required reporting date, or termnating | eave status and
reporting on the date of arrival with the understanding that per
diemw ||l not conmmence until the date required to comrence the
TEMDU directed by the orders.

(2) It is Departnent of Defense (DOD) policy that nenbers
shoul d not be paid per diemincident to early reporting for TEMDU
or TEMADD except as specified in M LPERSMAN 1320- 140.

m Terrorist Briefing. The recent series of terrorist
hi j acki ngs provide clear evidence that DOD nenbers are being
singled out as targets for attack. Menbers traveling to or
through a high threat area/airport will be briefed on required
and recomrended precautionary neasures.

n. Transfer to Deployed Activities. Menbers transferring to
depl oyed activities may encounter transportation delays in
reaching their duty station and they nust be prepared to neet
| odgi ng and neal expenses they will incur during such del ays.

0. Support of Family Member(s) while Deployed. Menbers
under orders to a deployed unit are responsible for the support
and welfare of their famly nmenber(s) while deployed. They
should, as a mnimum do the foll ow ng:

(1) Register an allotnment or ensure alternate nmeans of
adequat e support for famly nenber(s) during absence.

(2) Ensure famly nenber(s) identification cards wll
remain valid until the sponsor's return; or |eave the conpleted
applications for renewal with the famly nenber(s) prior to
departure.

(3) Consider execution of special powers of attorney for
any specific itens that require resolution by famly nmenber(s)
during absence.

3. Delay in Reporting (DELREP). Navy Personnel Conmand
(NAVPERSCOV) is authorized to grant 30 days leave in all PCS
orders.

a. In the event unusual circunstances require a departure
fromthis policy, maxi mum DELREP wi |l be grant ed.
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b. Exceptions to the 30 days DELREP al | owance nust be
approved by the appropriate assignnent division director/branch
head.

c. Oders returning nenbers to the continental U S. (CONUS)
or the District of Colunbia for separation will contain
aut hori zation for delay en route.

d. PCS orders will allow 30 days DELREP except in the
fol |l ow ng cases:

(1) Initial orders to active duty.

(2) Hospitalization

(3) Second PCS nove within 12-nmonth peri od.
(4) Homeport changes.

(5) Unusual circunstances such as death or illness,
detachnent for cause, energency, or key operational dates.

(6) Upon conpl etion or nonconpletion of flight training.
(7) Detachnent fromcertain activities in Japan.

4. Transportation in Connection with PCS Orders. NAVPERSCOV

Di stribution Departnment (PERS-4) does not direct a specific nmeans
or node of transportation in connection with PCS orders. This
authority has been del egated to Navy Passenger Transportation

O fices (NAVPTGs) which will determine the availability or
nonavail ability of governnent air and nake conpl ete
transportation arrangenents using commercial carriers as
necessary to nmeet m ssion requirenents.

a. Travel Overseas. Normal node of PCS travel overseas is
by air except when travel by air is nedically contraindicated.
PCS orders will direct the use of government air outside
continental U.S. (OCONUS). Requests for order nodifications to
"aut horize" vice "direct"” the use of governnent air OCONUS are
normal Iy authorized only in connection with authorized | eave over
t he transoceani c/international portion of the journey and nust be
conpletely justified in detail to NAVPERSCOM (PERS-4). |f
circuitous travel is involved, the conplete en route travel
itinerary nmust be included in the justification.

b. Travel in Continental U.S. (CONUS). Menbers nay el ect
the node of travel in CONUS. |If they elect to travel by air
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within CONUS, without air travel being authorized or directed in
the orders, their travel time will be conputed on the basis of
commercial carrier travel tinme. |If air travel is directed (not
authorized) in the orders, the travel tinme between any two points
inthe US. is reduced to 1 day. Air travel is sonetines
directed in the US sinply tolimt travel tinme (e.g., for round
trips between east and west coast, or vice versa, to perform
TEMDU i n connection wth PCS orders) and hone-of-record travel in
conjunction with consecutive overseas assignnents.

C. Order Formats for Transoceanic Travel. Wether or not it
is expected that a particular ship or unit will be depl oyed at
the tine a set of orders is executed, order formats for
transoceanic travel (i.e., F502, F351, etc.) will be used by
detailers. This policy mnimzes |ater order nodifications
occasi oned by changes in deploynment schedules. It is nore cost
effective to wite orders on the assunption of the need for
overseas transportati on and have the overseas transportation
information go unused than it is to issue a nodification after
initial orders are sent.

d. Excess Baggage Authorization
(1) Guidance for approving excess baggage cost

rei nbursenent, MAP item 12-03 “Excess Baggage Transportation Cost
Approval ,” was incorporated in NAVSO P-6034 on 1 August 2003.

NAVSO P- 6034 now states servicenenbers will be reinbursed for
excess baggage transportation costs when “approved after PCS
travel by the order-issuing/authorizing official.” NAVSO P-6034

al so states excess baggage transportation cost rei nmbursenent
“will not be authorized in advance of executing a PCS nove.”

Detailers will not authorize cost reinbursenent for excess
baggage prior to a servicenenber executing a PCS nove. Detailers
will only authorize transportation cost reinbursenent for excess

baggage up to and not to exceed the foll ow ng:

(a) One (1) piece for pilots, aircrew, divers, and
per sonnel who nust carry special issue gear with them

(b) Two (2) pieces for attaches.

(2) Rei nbursenment of transportation costs for dependent’s
excess baggage is not authorized and famly pets may not be
transported as excess baggage. Express shipnent shoul d be used
to the maxi mum extent possible. The basic allowance only W || be
al l oned for nenbers under orders for retirenent or rel ease from
active duty (RAD), unless coming from an isolated area. The
foll ow ng paragraph is to be included in PCS orders, which
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necessitate the authorization of baggage aboard Air Mbility
Command (AMC), contract flights, and commercial flights:

"For air travel, famly nmenbers are authorized two (2) pieces of
checked baggage, each piece not to exceed 62 |linear inches nor
50 pounds. Mlitary nmenbers are authorized one (1) seabag not
to exceed 70 pounds, and one (1) piece of checked baggage not to
exceed 62 |inear inches nor 50 pounds. NAVPERSCOM ( PERS- 454)
will nonitor original, nodified, and cancelled orders for
adherence to these policies. Exceptions for special

ci rcunst ances nust be approved by NAVPERSCOM ( PERS- 454) .

5. Clothing Allowance, Civilian (CAC). Menbers assigned to

desi gnat ed overseas activities (unit identification codes (U Cs))
are paid a CAC when civilian clothing is required to be worn in
the performance of their duty. Procedures for including the CAC
authorization in orders are as foll ows:

a. Chief of Naval Qperations (CNO (N130) approves reqguests
for U Cs requiring CAC aut horizations. Upon approval,
NAVPERSCOM Managenent | nformation Systens Branch (PERS-455D)
will be provided with the list of UGCs, or Billet Sequence Codes
(BSCs) and U Cs, with the authorized all owance of either "Summer
and Wnter" or "Sunmer or Wnter" clothing indicated for each
U C, or BSC U C.

b. NAVPERSCOM ( PERS-455D) will take appropriate action to
nodi fy the appropriate ATEXT agai nst the approved U Cs in Oficer
Assi gnnent Information System (QAIS) files; to notify assignnment
officers and detailers of the additions to, or deletions from an
activity of a clothing all owance authorization; and to select the
appropriate ATEXT using the foll ow ng table:

CLOTHI NG ALLOMANCE, ClVILIAN

SUMMER AND W NTER SUMVER OR W NTER
FOR QAl S ORDERS
Aut hori zed for Activity U Cs:

Both O ficer and Enli sted A64005 A64006
Oficer ONLY A64015 A64007
Aut hori zed for BSCs:

Both O ficer and Enli sted P64005 P64006
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c. Wien CAC is authorized for specific BSCs at an activity,
detailers wll include the appropriate Personnel Text Screen
(PTEXT) listed above.

d. \Were specific BSCs within an activity are authorized
CAC, NAVPERSCOM ( PERS-455D) w Il notify the appropriate detailer.
NAVPERSCOM ( PERS- 455D) will al so nake a note of this requirenent
on the PTEXT for the activity in QA S

e. A conplete list of designated activities for nmenber CAC
and any future additions and deletions fromthis |ist may be
verified in NAVPERSCOM ( PERS-455D) (Order Support Section).

6. Execution of Orders

a. \Wen reserving and obligating PCS travel funds,
BUPERSI NSTs [7040. 6 and 7040. 7 require each nmenber to submt
NAVPERS 7041/ 1 (Rev. 12-92), Financial Managenent-PCS Travel
Forms Aut hori zati on.

b. PERSUPPDET personnel who servicenenbers will provide the
menbers with forns and counsel i ng during check-in and check-out.
PERSUPPDET personnel wll also ensure the formis accurate and
submtted i Mmediately to the bel ow address:

Per manent Change of Station
Vari ance Conponent (PCSVC)

1240 East Ninth Street

Cl evel and, OH 44199-2088
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MILPERSMAN 1320-310

PERMANENT CHANGE OF STATION (PCS) TRANSFER ORDER
ENDORSEMENTS

Responsible | NAVPERSCOM Phone: DSN 882-4198
Office ( PERS- 454) CoMm (901) 874-4198
FAX 882- 2693

References | NAVSO P-6034, Joint Federal Travel Regul ations
(JFTR

1. Policy. Permanent Change of Orders (PCS) will be endorsed
with the tine, date, and place of reporting. Were tenporary
duty (TEMDU) and permanent duty stations are in proximty to each
ot her, the place of reporting on orders will include the
geographic location (city or county and state), subject to the
restriction regarding a classified |ocation.

a. |In peacetine, all orders to personnel or endorsenents
thereon will clearly indicate the place of detachnent,
enbarkation, entry, or reporting except where such information
woul d di sclose a classified |ocation.

b. Al ships or air activities furnishing transportation are
directed to endorse the nmenber's orders, including date of
departure or arrival. Particular care is directed in making
endorsenents to show actual date of departure fromor arrival in
one of the 48 contiguous United States or District of Col unbia.

c. Menbers receiving "PROCEED W THOUT DELAY" or " PROCEED
| MVEDI ATELY" orders will endorse their orders the date and hour
of their receipt for execution. Wen nenbers report follow ng
witten orders, they will present such orders to the officer to
whom t hey report.

2. Multiple Stop TEMDU/Temporary Additional Duty (TEMADD)
Endorsements. Menbers ordered to one or nore TEMDU points en
route to a new permanent duty station (PDS) as directed in PCS
orders, and nenbers ordered to one or nore points in conpliance

wi th TEMADD orders (whether or not the TEMADD orders require them
to report), will have their orders endorsed to state the nunber

of days of |eave (beginning and endi ng dates) used while at each
TEMDU or TEMADD poi nt .
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a. If no | eave was taken, the endorsenent will reflect this
fact.

b. Each conmmand to which a nenber reports for TEMDU en route
to the ultimate duty station will review the orders, including
any detachi ng endorsenent, to determ ne whet her the nenber
arrived prior to the tine required to commence the TEMDU directed
by the orders.

3. Reporting Prior to the "Report Not Earlier Than" Date

a. |If the menber arrived prior to the "REPORT NOT EARLI ER
THAN' date specified because all or part of the |eave granted was
not utilized, the nenber will be given the option of

(a) remaining in a |leave status until the required
"REPORT NOT LATER THAN' date, or

(b) termnating | eave status and reporting with the
understanding that per diemw ||l not commence until the "REPORT
NOT LATER THAN' dat e.

b. If the menber elects to report prior to the "REPORT NOT
LATER THAN' date, orders will be endorsed as foll ows:

"REPORTED THI S DATE. YOU ARE NOT REQUI RED TO COMMVENCE THE TEMDU
DI RECTED BY YOUR ORDERS UNTI L (DATE); THEREFCRE, YOUR PER DI EM
ENTI TLEMENT COMVENCES ON THAT DATE. "

c. If early commencenent of TEMDU is determ ned at the TENMDU
station to be in the best interests of the governnent, orders
wi |l be endorsed and the per diementitlenment conmencenent date
speci fi ed.

4. Government Quarters and Messing. Commanding officers (CO at
shore activities will endorse nenber's TEMDU regardi ng the

avai lability of government quarters and government ness when per
diemis payabl e.

a. No endorsenent is required if the nenber has previously
received a non-availability control nunber fromthe Bachel or
Oficers Quarters (BOQ; however, an endorsenent as to the
avai lability of a government ness is still required.
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b. Governnment nmessing is considered available only if a
government ness, as defined in NAVSO P-6034, is avail able or
there are not adequate neal facilities.

5. Individual Activity Requirements. Navy commands to which
menbers are directed to report for admnistrative purposes wl |
carry out those functions as stated in orders.

a. Activities identified as responsible for performng
per sonnel accounting support will carry out those functions as
appropri ate.

b. Al orders witten for personnel not using AUTCD N
(e.g., nessage orders) in which the transfer directive contains a
Personnel Support Detachnent (PERSUPPDET) will contain the
foll ow ng statenent:

"Report for personnel accounting to (the address of the
PERSUPPACT whi ch corresponds to the nenber's duty station) and
report for duty to (for admnistrative purposes to conmmand to
whi ch assigned for duty)."”

c. Upon arrival of a nmenber at the final destination, the CO
will forward to Navy Personnel Comrand ( NAVPERSCOWV)

(1) NAVPERSCOM Systens Qperations Branch (PERS-3130C)
only the first duty, recall, training, release fromactive duty
(RAD), and all separation (retirenent, resignation, discharge)
or ders.

(2) NAVPERSCOM O ficer Performance and Separations
Branch (PERS-834) in the case of officers accepting initial
orders to duty and without a letter of transmttal; one conplete
and intact copy of orders involving PCS, TEMDU, transfer to or
fromtreatnent in nmedical departnent activities, RAD, retirenent,
resi gnation, discharge, or any other order of Secretary of the
Navy (SECNAV) which changes an officer's status and initial
orders to duty (other than training duty).

(a) This copy of orders will include al
nodi fications, corrections, and endorsenents including the final
reporting endorsenent.

(b) The conplete travel itinerary and node of travel
utilized will be included on initial orders to active duty.
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(c) One additional conplete copy of these types of

orders will be forwarded for Staff Corps officers by their COs to
t heir cogni zant bureau, comrand, or office.
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MILPERSMAN 1320-311

PERMANENT CHANGE OF STATION (PCS) ORDERS
MODIFICATION OR CANCELLATION

Responsible | NAVPERSCOM Phone: DSN 882-4198
Office ( PERS- 454) cov (901) 874-4198
FAX 882-2693

| References | OPNAVI NST 4650. 15 |

1. Policy. Deviation fromPCS orders nust be authorized by Navy
Per sonnel Conmand ( NAVPERSCOM) (applicable detailer) before the
action is taken by submtting a request for review. |f approved,
the request wll be authorized by a witten order nodification or
cancel l ation. Detaching commands responsi ble for a nenber’s non-
conpliance with orders (witten or verbal) will officially notify
NAVPERSCOM (applicabl e detailer) of the circunstances involved
and request an order nodification.

2. Requests

a. Al requests for nodification of orders involving a
change of duty which entails a delay in reporting to the new duty
station, or extension of an authorized delay, wll be forwarded,
when practicable, for endorsenent through the conmandi ng officer
(CO of the ship or station to which the nmenber is ordered.

(1) When this procedure woul d invol ve unusual delay, the
request will be forwarded to NAVPERSCOM (applicable detailer)
with a copy to the new CO for information (including the current
CO s endorsenent).

(2) These requests should include nore information than
is afforded by the routine forwardi ng endorsenent of the CO of
the activity fromwhich the officer is being detached.

b. Wen a copy of the request is received, the CO of the
activity to which the nmenber is being ordered will forward it
wi th an endorsenent to NAVPERSCOM (applicable detailer).
NAVPERSCOM cannot al ways wait for receipt of the endorsenent
before taking action on the original request, but normally wll
try to withhold action pending receipt.

April 2004 CD



1320-311
CH-3, 17 Jun 2003
Page 2 of 3

c. Requests for nodification of orders, which involve
earlier detachnent fromthe old duty station, but do not involve
| ater reporting to the new duty station, need to be sent through
t he new CO

d. NAVPERSCOM considers it desirable for nenbers to take
| eave during the tine of a change of duty, where needs of the
service permt. COs should be so guided in making forwarding
recommendat i ons.

e. In the event circunstances preclude a nenber from
obtaining prior approval, a formal witten request via the
menber’s COis required. It should state the dates, |ocations,

and specific circunstances involved in the deviation from orders
and include the reason(s), which prevented the nmenber from
obtaining prior approval. If the request involves the
expenditure of funds, a statenent as to the additional cost
incurred is required and copies of paid receipts should be

i ncl uded.

(1) If approval is determned to be in the best interest
of the governnent, the detailer/placenment officer will submt the
request to NAVPERSCOM O ficer/Enlisted PCS/ TEVMDU NS/ TAD Fi scal
Managenent Branch (PERS-454C) recommendi ng approval and
requesting that an approval of action letter be issued to the
menber via the CO  NAVPERSCOM ( PERS-454C) will generate the
letter, which may contain accounting data provided by the
detail er/ pl acenent officer.

(2) A request not in the best interest of the governnent
or of doubtful validity will be returned to the nenber
recomending it be processed as a doubtful claimper OPNAVI NST
4650. 15. If a petition for relief is appropriate, the nenber
should forward a letter to the Board for Correction of Naval
Records (BCNR).

3. Processing Order Modifications or Cancellations. Bef ore an
order nodification or cancellation can be processed, the status
of the menmber will first be determ ned.

a. |f menbers have not been detached fromtheir current
per manent duty station (PDS), or have already commenced travel
fromthe place entered on active duty under basic orders or
subsequent nodifications, the orders may be either

(1) modified, using the appropriate order format for the

type of order the nodification directs. An opening statenent may
be added to the order nodification.
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(2) canceled. All cancellations nust refer to the basic
orders and every nodification thereto in the opening statenent
(e.g., "Orders and all nodifications thereto are cancell ed.
Continue present duty."). New appointnments and reporting to
active duty do not require the "Continue present duty" statenent.

b. If the nmenber has been detached from permanent duty or

has commenced travel under basic orders or subsequent
nodi fications, the orders can only be nodified.
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MILPERSMAN 1320-312

ORDER CLARIFICATION AND CLAIMS

Responsible | NAVPERSCOM Phone: DSN 882-4198
Office ( PERS- 454) COM| (901) 874-4198
FAX 882- 2693

References | NAVSO P-6034, Joint Federal Travel Regul ations
(JFTR
OPNAVI NST 4650. 15

1. Policy

a. Questions regarding permanent change of station
(PCS)/tenporary additional duty (TEMADD) orders shoul d be
directed to Navy Personnel Command ( NAVPERSCQOM ,

(1) NAVPERSCOM O ficer/Enlisted PCS/ TEMDU NS/ TAD Fi scal
Managenent Branch (PERS-454) for clarifying/interpreting orders
as related to member entitlements and TAD, Or

(2) NAVPERSCOM Entitlenments Branch (PERS-332) for
transportation entitlements/assistance.

b. NAVPERSCOM ( PERS-454) processes controversial travel and
per diemclains resulting from executed nenber orders (PCS and
TEMADD), which, by their nature, are questionable as to legality
of paynent.

2. Procedures

a. Normally, clains are submitted by a disbursing officer to
Def ense Fi nance and Accounting Service (DFAS), Ceneral Accounting
Ofice (GAO (Conptroller of the United States) for settlenent.
When requi red, DFAS GAO forwards themto NAVPERSCOM ( PERS- 454)
for staffing controversial travel and per diemclains.

b. NAVPERSCOM ( PERS-454) must ascertain the correctness of
the orders as witten; obtain clarification as to intent,
pur pose, reason for travel, delay, etc.; and forward clains to
NAVPERSCOM Assi st ant Conmander Navy Personnel Comrand for
Distribution (PERS-4) by letter or endorsenent with the
recommendati ons, comments, or other appropriate actions for which
the clains and orders are referred.
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(1) dainms are | ogged in by NAVPERSCOM ( PERS- 454) as
received, identified as to type of action required, and given to
clainms examners. Information required to adjudicate the claim
is solicited fromvarious individuals, offices, commands, or
activities. Then the claimwth acconpanyi ng docunents and
NAVPERSCOM ( PERS- 454) conments or recomrendation is forwarded to
NAVPERSCOM ( PERS-4), or returned to the appropriate DFAS GAO
official for determ nation of entitlenent or settlenment, as
appl i cabl e.

(2) Since a claimnmay be submtted any tinme within a
6- year period, exam ners nust be conversant with the |aws and
regul ati ons promul gated i n NAVSO P-6034, vol une |
OPNAVI NST 4650. 15; Conptrol |l er General Decisions; etc.; and
process cl aims chronol ogical ly.

(3) Processing of a claimmay take from 1l day to severa
nmont hs before settlenent is reached.
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MILPERSMAN 1320-314

TEMPORARY ADDITIONAL DuTy (TEMADD) TRAVEL ORDERS

Responsible | NAVPERSCOM Phone: DSN 882-4198
Office ( PERS- 454) COM | (901) 874-4198
FAX 882- 2693

References | NAVSO P- 6034, Joint Federal Travel Regul ations

OPNAVI NST 4650. 15

SECNAVI NST 4651. 8L

SECNAVI NST 5720. 44A

BUPERSI NST 1050. 11G

SECNAVI NST 5510. 30A

NAVSO P-1000- 2, Navy Conptroller Manual
Vol une 2, Accounting O assifications

DODI 4500. 54-G (quarterly) (DOD Foreign O earance
Gui de)

NAVMEDCOM NST 5360. 1

P.L. 86-635

1. Policy. TEMADD orders assign a nenber to tenporary duty
(TEMDU), in addition to present duties, and direct the nenber,
upon conpletion of this TEMADD, to "return to the present

per manent duty station (PDS)" and resune regular duty, TEMDU, or
TEMADD. TEMADD is defined as travel (one journey) away from the
PDS to one or more places and return as normally directed in the
TEMADD orders.

a. Except when specifically directed by Comrander, Navy
Per sonnel Command ( COMNAVPERSCOM), TEMADD orders automatically
expi re when nenbers return to the duty station fromwhich they
proceeded on TEMADD, or they return for personal reasons in a
liberty or |eave status.

b. If areturn is necessary for transportation changes
(i.e., train, plane) en route to the next TEMADD station and no
unnecessary delay is taken, the orders remain in effect. TEMADD
menbers remain attached to the station fromwhich they initially
proceeded on TEMADD, and are subject to the command of each
commandi ng officer (CO to whomthey may report on TEMADD.
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2. Issuance of TEMADD Orders

a. Delegation of Authority. All commanders, CGs, and
officers in charge (OC), as well as their seniors in the chain
of conmand, are authorized to issue TEMADD travel orders to
menbers under their immediate mlitary command, provided they are
in receipt of appropriated funds to support the travel costs of
such orders, or have been specifically authorized in each case to
charge the cost of travel to an appropriation which is
adm ni stered by the activity issuing the authorization. The COs
of these commands may sign their own orders.

(1) This delegated authority is subject to such
additional instructions and limtations as each command's
adm ni strati ve commander nay prescribe.

(2) As an adm nistrative support function for those
commands not having order-witing authority, area coordinators
are authorized to i ssue TEMADD orders to officers and m dshi pnen
attached to conmands physically located within their assigned
ar eas.

(3) Authority to authorize "revisit PDS" (return to duty
station prior to completion of TEMADD) in TEMADD orders is not
delegated below Navy Personnel Command (NAVPERSCOM),
Officer/Enlisted PCS/TEMDUINS/TAD Fiscal Management Branch
(PERS-454) .

b. Complying with and Signing Orders. It is inperative that
great care be taken in processing and issuing TEMADD orders, and
that orders are carried out exactly as witten. |f a nmenber

cannot carry out travel orders as witten, either last mnute
verbal authority to deviate fromthe orders, or a witten

nmodi fication to the orders when tine permts, nust be obtained
from conpetent authority before the travel begins.

C. Verbal and Telephonic TEMADD Orders. Verbal orders given
in advance of travel, or orders witten in the field which quote
or reference orders received by tel ephone from conpet ent
authority, must be subsequently confirnmed in witing within
7 wor ki ng days by the order issuing authority. Reinbursenent for
travel expenses under such orders nmay not be nade until such
confirmation i s obtained.
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(1) The confirmation orders, which are issued subsequent
to the coomencenent of travel, wll state the urgency of trave
and the reasons for not issuing witten orders. For exanple, the
| ast paragraph of confirmng orders would read:

"Subj ect travel was necessary at this time and the Iength of tine
consuned i n going through adm nistrative channels prevented
witten orders frombeing issued prior to your departure.”

(2) I'n addition, confirmation orders will state:

"Confirm ng tel ephoned (or verbal) instructions of (date) to
(geographi cal location)."

3. Time Limitation for TEMADD Orders

a. TEMADD assignnments at any one place will be limted to
periods not in excess of 180 consecutive days per NAVSO P-6034-1
para. U2145. This limtation does not prevent bona fide
extensions due to definite changes of plans or unforeseen
expansi ons and del ays encountered in the TEMADD performance.

b. Al cases/requests of an energency or unusual nature, or
wher e exigencies of the service appear to require the assignnment
of menbers to TEMADD at one | ocation for periods in excess of
180 consecutive days instead of issuing PCS orders, wll be
forwarded for approval to NAVPERSCOM ( PERS-454C) with ful
justification and other pertinent information including the
fol | ow ng:

(1) Purpose of TEMADD.

(2) Principal location where it will be performed and
appr oxi mat e dat es.

(3) Overall nunber of menbers.

(4) Command(s) to which nmenbers are assigned including
hormeport/ PDS.

(5) Whether there will be details at |ocations other than
that of main body and if so, those locations will be identified.
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(6) Justification (energency/unusual nature).
Det erm nati on shoul d be nade before the order is issued.

4. Repeat Travel Orders. Repeat travel orders are issued only
by NAVPERSCOM to direct a nmenber to perform in addition to
regul ar duties, such travel fromtinme to tinme as may be necessary
fromthe duty station to (and from point designated in the

or ders.

a. Requests. Requests for repeat travel orders will be
forwarded to the cogni zant bureau, office, or activity exercising
command or primary support control for preparation of a nenber’s
TEMADD r equest for subm ssion to NAVPERSCOM ( PERS- 454C)

(1) Supplenmentary travel directives, based on repeat
travel orders, will be prepared for each round trip, per
OPNAVI NST 4650. 15, by the authority designated in the orders to
direct travel or by the appropriate adm nistrative officer.

(2) Commands that have TEMADD order-witing authority
will not request repeat travel orders for nenbers attached to
t hei r commands.

(3) Menbers attached to a non-order-witing activity who
are required by the nature of regularly assigned duties to travel
frequently away fromtheir PDS (e.g., couriers, special court-
martial mlitary judges, etc.) nay be issued repeat travel orders
upon request to NAVPERSCOM

(4) The directive provided by NAVPERSCOM wi | | be used for
the menber's entire tour and will be canceled at the tinme of the
menber' s det achnent.

(5) Requests will contain justification as to the
necessity for this type of travel order, including the estimated
cost and nunber of trips per quarter. The requests nust include
estimated quarterly costs for transportation, per diem and
m scel | aneous.

b. Occasional Travel. Repeat travel orders will not be used
for occasional travel (one trip per nonth) such as TEMADD
under goi ng courses of instruction; attendance at scientific,
techni cal, or professional neetings; conferences of any type; or
travel to or through the North Atlantic Treaty O gani zation
(NATO countries in connection with NATO matters.
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5. Blanket Travel Orders. Blanket travel orders are issued only
by NAVPERSCOM and are used in exceptional cases for the travel of
mlitary nenbers, when the nature of the travel to be perforned
prevents issuance of repeat or individual TEMADD orders.

a. Restrictions. Restrictions are placed on issuance of
such orders, due to the additional care and control that nust be
provi ded to avoid over-expenditure of funds.

(1) These orders, which are issued only to nenbers who
frequently and regularly travel on short notice away fromtheir
PDSs in performance of their regularly assigned duties, provide
for travel within prescribed geographic limits, but w t hout
desi gnation of specific destinations.

(2) Blanket travel orders are issued for all or part of a
fiscal year, but nay not be issued to cover travel beyond the
cl ose of the fiscal year.

b. Supplemental Travel Directive. Bl anket travel orders, as
di stingui shed fromrepeat travel orders, do not necessitate
i ssuance of a supplenentary travel directive.

C. Request Procedures. Requests for issuance of these
orders will be addressed to NAVPERSCOM ( PERS-454) and will be
forwarded to arrive not later than 30 days prior to the effective
date of the nenber’s first trip. Requests will contain, as a
minimum, the followi ng information for each nenber concer ned:

(1) Gade, name, SSN, designator, and conplete |ocation
of ultimate duty station (station fromwhich TEMADD is to be
per f or med).

(2) Effective date of orders.
(3) Location, duration, and frequency of travel.

(4) Type of transportation to be used to and from and
while at TEMADD point(s). Statement as to availability of the
usual nmeans of transportation or a statenent of justification as
to why the usual neans of transportation will not suffice.

(5) Type of quarters and nessing facilities to be used at
TEMADD point(s). Menbers nust use adequate governnent quarters
and nessi ng when avail able, or otherw se obtain a statenent of
non-availability. 1In the case of governnent quarters only, no
statenment of non-availability is required if the nmenber has
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previ ously obtained a non-availability control nunber fromthe
bachel or quarters managenent office. |In the event that
utilization of governnment facilities would adversely affect
performance of the assigned TEMADD, the requesting official nust
provide the order wwiter with justification as to why this
situation exists.

(6) Standard Document Nunber ( SDN)
(7) Custoner ldentification Code (CIC), if applicable.

(8) Conmplete line of accounting data to which travel is
char geabl e.

(9) Estimated quarterly cost of transportation, per diem
and m scel | aneous expenses.

(10) A clear description of the travel involved including
complete justification for the need to use blanket vice repeat or
individual travel orders.

(11) Mlitary address where orders should be sent and
addresses of commands to receive copies of orders.

(12) Address and code of the disbursing office of the
command paying for these orders.

(13) G her information, as applicable (i.e., security
cl earance data if required in orders).

(14) A statenent that nmenmber is not a delinquent travel
car dhol der

(15) Projected nunber of trips anticipated.

(16) Nane, rank, title of person responsible for control
of bl anket travel order.

(17) Point of contact. Include the grade, nanme, and DSN
and comrerci al phone nunbers of an individual who may be
contacted if additional information is required.

6. Group Travel Orders. Oder-witing commands shoul d consi der
the feasibility of group travel orders in circunstances where
three or more members of a command or unit are to travel together
froma comon point of origin to a common destination
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a. Detachnents or units involved in routine or fleet
depl oynent evol utions are consi dered appropriate cases wherein
group travel orders may be used.

b. NAVSO P-6034-1, appendi x A provides guidelines in
prescribing group travel, and para. U4000 outlines the authorized
al | omances while traveling under group travel orders. Such
orders are simlar to TEMADD orders, except that nenbers wll be
furni shed transportation by governnent transportation or
Governnment Transportation Requests (GIRs).

c. Subsistence and quarters en route are furnished as
provi ded for in NAVSO P-6034-1, para. U4001

7. Permissive Travel Authorizations

a. Commands authorized to issue TEMADD orders may wite an
"aut hori zation" permtting nmenbers under their command to perform
travel at no expense to the governnent if TEMADD is not in the
public interest to a degree that will justify expenditure of
governnment funds. M LPERSMAN 1320-080 refers.

b. Shortage of TEMADD or training funds is not a justifiable
reason for granting perm ssive TEMADD. Perm ssive trave
aut hori zations will not be issued in connection wth official
Navy business or training. Such travel will be covered by a
directive type order providing for all of the appropriate travel
expenses aut hori zed by NAVSO P-6034-1

(1) Perm ssive authorizations nust always include the
foll ow ng cl ause:

"This perm ssive travel authorization is issued with the
understanding that you will not be entitled to rei nbursenent for
travel, transportation, per diem or mscellaneous expenses in
connection with its execution. |[If you do not desire to bear

t hese expenses personally, you may choose not to execute this
perm ssive travel authorization and it will be cancelled.™

(2) Governnment transportation wll be authorized only for
t he purposes specified in M LPERSMAN 1320- 080.

(3) The authorization will state if delay to count as

| eave is authorized in conjunction with perm ssive
aut hori zati ons.
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(4) Perm ssive authorizations for nmenber's travel in
excess of 30 days will be requested from NAVPERSCOM ( PERS- 454) .

(5) Perm ssive authorizations may be used for the
pur poses specified in M LPERSVMAN 1050-270 for adm nistrative
absences.

(6) Perm ssive authorizations for the purpose of
residence hunting trips in connection with PCS orders may be
authorized for up to 5 working days prior to execution of the
nove.

(a) The TEMADD period nay be extended up to a total
of 10 cal endar days when conbi ned with weekends, holidays, and
liberty.

(b) Perm ssive travel orders nay not be conbined with
funded TEMADD travel

8. Attendance at Conventions and Meetings. \WWen travel expense
to the governnent is incurred by attendance of a nenber at
nmeetings of a scientific, technical, or professional nature
sponsored or convened by non-federal organizations, requests wll
be processed as outlined in SECNAVI NST 4651. 8L.

a. There is no authority under which OPNAV 5050/ 11 (6-83),
Request and Approval for Attendance at Meetings may be used to
[imt entitlements under directive type orders for |esser amounts
than those stipulated in NAVSO P-6034-1

b. Accordingly, when the maxi nrum anount approved on the
basi ¢ OPNAV 5050/11 is less than the total expense actually
incurred by the nenber, and such additional expense woul d
ot herwi se be rei nbursabl e under the provisions of NAVSO P-6034-1
a suppl enental OPNAV 5050/11 that cross references the initially
approved formrequest will be approved to cover the additional
expense.

c. Subsequent to this approval, the order-witing activity

wi Il endorse the basic orders, to include the additional
expendi t ure.
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d. One of the following statenents in the text of the orders
or endorsenent, as applicable, wll be included:

(1) "Funds not to exceed ($ ) for expenses of
attendance at neeting were approved (date) on (form
by (authority), as designee of Secretary of the Navy (SECNAV) for
this purpose by authority of current SECNAVI NST 4651. 8L."

(2) "Additional funds not to exceed ($ ) for expenses
of attendance at neeting were approved (date) on (form
by (authority), as designee of SECNAV for this purpose by
authority of current SECNAVI NST 4651. 8L."

(3) "Registration fee of ($ ) authorized in connection
with this nmeeting." (If applicable).

9. Travel in Connection with Public Events. TEMADD orders in
connection with participation in public events will be issued per
SECNAVI NST 5720. 44A.

10. Delay to Count as Leave in Connection with TEMADD.
Cccasionally, Congress has criticized governnent agencies for
authorizing | eave in connection with TEMADD, where it could be
construed that TEMADD was arranged to provide transportation for
| eave at government expense.

a. Under circunmstances not subject to this type of
criticism NAVPERSCOM has in the past authorized delay to count
as | eave in connection wi th TEMADD

b. Normally, travel by privately owned conveyance (PQC)
shoul d not be authorized in TEMADD orders, which authorize |eave.

c. Exceptions may be appropriate when POC will be |ess
costly than other nodes of transportation, including anticipated
per diemwhile in transit, taxi fares, etc.

d. Subject to the foregoing, order-witing conmands are
authorized to grant | eave equal to earned | eave plus advance
| eave (not to exceed 30 days) in conjunction with TEMADD orders
(regardl ess of duration of TEMADD), provided there is no
addi ti onal expense to the governnent.

e. Cogni zant conmmanders and COs shoul d screen each request
to ensure that TEMADD orders are not being requested as a neans
to defray transportation expenses to and from pl ace of |eave.
The delay to count as leave will be incorporated in the orders.
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f. \Wien granting |l eave in conjunction with TEMADD orders,
include a directive in the orders stating the foll ow ng:

"If you avail yourself of this |eave, indicate on original orders
date and hour TEMADD conmenced and was conpl eted. ™

g. The paragraph below w il also be included in orders,
whi ch grant | eave outside the 48 contiguous states and the
District of Col unbia:

"If you avail yourself of this |eave, obtain endorsenent from
each TEMADD point as to transportati on which would have been

avai lable in reporting to next TEMADD point, or in returning to
duty station via shortest usually traveled route, giving date and
hour of departure and arrival. You are authorized to visit
(specify countries) in a | eave status."”

h. The provisions of BUPERSI NST 1050.11G will be adhered to
concerning foreign | eave travel of Navy nenbers.

11. Directive to Report. For travel within the United States
(less Al aska and Hawaii) it is not mandatory, except when the
TEMADD i s under instruction, that such orders contain a directive
for the nenber to report; however, it is considered good practice
to require reporting, where practicable, especially for extended
peri ods of TEMADD.

a. |If a senior commander is not available for reporting
pur poses, the nenber should report by nessage, in person, or by
ot her neans to the appropriate naval attaché, giving address and
itinerary while in the area. |In each of the above instances, the
naval attaché in the area should receive a copy of the nmenber's
or ders.

b. If a nenber is not ordered to report, no reporting
endorsenent i s necessary except to claimother than the m ni mum
per diem \Wether or not the nmenber is directed to report, it is
the nmenber's responsibility to obtain the required certificates
or endorsenents as to the availability of governnment facilities.
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12. Early Reporting

a. The cogni zant commander or CO aut horizing TEMADD and
| eave shoul d determ ne the nenber's | eave desires and ensure the
orders are witten to prevent early reporting at the TEMADD
station.

b. Menbers will be directed to comrence travel in order to
report no earlier than the day preceding the class convening
date, except for the follow ng:

(1) Such earlier reporting is necessary due to variations
in transportation schedul es.

(2) The duty may be performed at any tine, as
differentiated froma fixed period, as is generally the case for
TEMADD under instruction.

(3) When the appropriate commander determ nes that early
reporting is in the best interest of the governnent or has been
caused by conditions beyond the nenber's control, the follow ng
explanation will be included in the orders or attached as an
endor senent .

"Detachnment or reporting on (date) is considered in the best
interest of the governnent because (reason)."”

13. Security Clearance. All comuands issuing TEMADD orders wl |
ensure that nenbers for whomorders are witten are not
restricted by the provisions of SECNAVI NST 5510. 30A.

a. \Wen access to classified information is required, the
orders will contain a statenent as to the menber's security
cl earance and the basis for such cl earance.

b. The conmmand issuing orders or requesting orders from an

adm ni strative commander will certify the level of clearance
granted and the basis for such cl earance.
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c. The TEMADD orders will contain the foll ow ng statenent:

"It is certified that you hold a (final or interinm (Top Secret,
Secret, or Confidential) clearance (CRYPTO access), based on

(1) Special Background Investigation, Background
| nvestigation, or National Agency Check conpleted (date) by
(i nvestigative agency).

(2) National Agency Check, conpleted (date) by
(i nvestigative agency) plus (nunber of years, as required)
conti nuous honorable active duty.

(3) NAVI NSERV/ NAVPERSCOM Nane Check conpl eted (date), as
reported by (source).

(4) Record Check, conducted per SECNAVI NST 5510. 30A by
(command conducting check)."

d. In addition, a nessage will be sent to the receiving
command verifying the above information.

14. Transportation Cost Considerations. All TEMADD travel
shoul d be acconplished in a manner, which is advantageous to the
gover nnent .

a. Transportation will satisfy the m ssion requirenent at
t he | owest cost.

b. Consideration nust be given to the actual cost of
transportation, per diem allowances, and |ost productivity tine.

c. Surface ground transportation will be considered when
short travel distances are involved and groups are being noved.

d. Commands issuing TEMADD orders will direct their
personnel to contact the Navy Passenger Transportation Ofice
(NAVPTO) at the supporting Personnel Support Detachnent (PERSUPP
DET) as soon as travel dates and destinations can be determ ned,
even if orders are not yet conpleted, so that the nost responsive
and econom cal transportation can be arranged.

e. Oder approving authorities will not direct a nore costly

means of transportation nor direct the use of Category Z air
transportati on when overseas travel is invol ved.
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f. \Wen nenbers of a command or unit are to travel together
froma comon point of origin to a comon destination, group
travel orders shoul d be consi dered.

15. Mode of Transportation

a. Travel inside Continental U.S. (CONUS) (Less Alaska and
Hawaii). A specific node of transportation need not be included
in the orders unless it is in the best interest of the governnent
to do so.

(1) I'n order to take full advantage of discounted fares
of fered by schedul ed commercial airlines for GIR-procured
transportation, orders should direct the use of a GIR

(2) Since schedul ed governnment air transportation i s not
available within CONUS, its use will not normally be directed in
the orders; however, transportation authorities are authorized to
make appropriate use of operational support airlift.

(3) Commercial transportation will not be scheduled as a
back-up for governnent transportation.

b. Travel outside Continental U.S. (OCONUS) (Including
Alaska And Hawaii). Order-witing commands will direct the use
of government air for all international/transoceanic travel

(1) When travel via government air has been directed in
the orders and the NAVPTO determ nes that such transportation is
not available, a certification to that effect will be made on the
orders before a GTR or airline ticket is issued.

(2) The certification will be made by the transportation
officer (TO/transportation agent (TA) at the location of the PDS
or the TO TA servicing the various TEMADD/ TEMDU poi nt s.

C. Travel by Privately Owned Conveyance (POC) inside and
outside the U.S.

(1) Must be Advantageous to the Government. TEMADD
travel by POC shoul d be authorized/approved if it is advantageous
to the governnment when conpared to travel by governnent
conveyance or conmercial carrier. |If solely for the nmenber's
conveni ence, POC shall not be directed. As a mninum the
foll owi ng cost information should be conpared:
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(a) For POC:

1. Cost for travel mleage using distances
contained in the Defense Table of Oficial D stances which can be
found at the follow ng web site:
http://dtod-ntnc. belvoir.arny. m |

2. Estimated cost for per diemwhile traveling
to and from TEMADD site.

3. Cost for lost time while traveling to and
from TEMADD site utilizing daily Conposite Standard Mlitary
Rat es contai ned i n NAVSO P-1000-2, vol une 2.

4. Estimated cost for travel in and around the
TEMADD site, if appropriate, utilizing NAVSO P-6034-1, volunme 1
chapter 3, part F.

5. Any other expenses peculiar to POC travel.
(b) For Government or Commercial Air:

1. Cost for round trip ticket (incorporating
group rates or reduced fares, if available).

2. Estimated cost for per diem(normally 1 day

each way).

3. Cost for lost time (normally 1 day each way).

4. Estimated cost for rental vehicle, if
appropriate, bearing in mnd avail abl e governnent or public
transportati on when known (e.g., Departnent of Defense (DOD)
buses i n Washi ngton, DC).

5. Any other expenses peculiar to air

transportation.
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(2) When POC Travel is Authorized. Authorization or
approval of TEMADD travel by POC as nore advant ageous to the
government may be granted by order issuing conmands when the one-
way travel tine to, from or between TEMADD sites will not exceed
1 cal endar day. Per diemallowances are payable for the actual
time necessary to performthe directed travel. Wen
aut hori zations or approvals for POC travel are granted, orders
will contain the follow ng paragraph:

"You are hereby authorized to travel via privately owned
conveyance with reinbursenent at the rate prescribed in

NAVSO P-6034-1, para. U3305 for the official distance travel ed,
such node of travel being considered as nore advantageous to the
gover nnent . "

(3) When no Travel Mode Specified. Wen orders do not
specify a node of transportation, travel via POC is authorized as
outlined in NAVSO P-6034-1, paras. U3305 and W4330.

d. Taxicabs and Rental Cars. General policy concerning
rental cars is contained in OPNAVI NST 4650. 15. NAVSO P-6034-1
vol une 1, paras. U3415, U3410, and chapter 3, part F stipulate
when a taxicab or a rental car may be authorized or approved for
of ficial business and when that node of transportation is
determ ned to be advantageous to the governnent.

(1) Car rental or taxicab use should be authorized only
in situations when a hardship will be incurred by the traveler
W t hout authorization for transportation and the need is fully
docunented and justified.

(2) The local PERSUPP DET should evaluate the relative
advant age of rental car use by a group and docunent the validity
of a request for rental car authorization.

(3) The follow ng types of circunstances may justify use
of rental cars/taxicabs:

(a) Governnent/comrercial transportation is not
avai |l abl e or not suitable at the TEMDU | ocati on.

(b) Messing facilities are not avail able or not
suitable at the TEMDU | ocati on.

(c) The nmenber shoul d be occupyi ng the nearest
avai |l abl e notel/hotel to the TEMDU | ocati on
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(d) The cost of a taxicab should be conpared with
cost of a rental car. Any other pertinent circunstances that
woul d nake the use of rental car or taxicab nore advantageous to
t he governnent and not just a convenience to the nmenber.
Det er mi ne whet her the nenber could take a taxi to place of
business in the norning and return by taxi in the evening to
pl ace of | odging, and authorize the | east expensive node.

(e) CGenerally, the use of rental cars or taxicabs is
not authorized in and around WAshi ngt on, DC because public
transportation is considered adequate.

(f) For vehicle classes other than econony car, see
OPNAVI NST 4650. 15.

(4) To enabl e disbursing personnel to make paynents per
NAVSO P-6034-1, the orders should state where (CONUS geographic
| ocation) the rental car or taxicab is authorized to be used, and
cite one of the follow ng paragraphs:

(a) For a rental car:

"Under circunstances not permtting travel by the usual neans
(itn/around, to/from, TEMADD area, as applicable, authorized

| onest cost Mlitary Traffic Managenment Command (MIMC) contract
rental car (CCAR, | CAR, FCAR (one passenger)) available for

of ficial use only per OPNAVI NST 4650. 15.”

(b) For a Taxicab:

"You are authorized the use of taxicabs for official business in
and around (city), per NAVSO P-6034-1, paras. U3410 and U3510."

16. Transportation of Classified Material or Documents (Enclosed
Accommodations). A conpartnment, draw ng room bedroom or other
sui t abl e accommodati ons may be furnished for transportation of
secret docunents by an official nessenger when NAVPERSCOM

aut hori zes such accommodations for security purposes or val uable
naval property is transported as hand baggage. Requests for such
acconmmodat i ons should be submtted to NAVPERSCOM Entitlenents
Branch ( PERS- 332).
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17. Baggage. If, in the opinion of the order approving
authority, the mssion warrants the authorization of excess
baggage, an excess baggage al |l owance may be aut hori zed.

a. The anount authorized should be that which is absolutely
necessary in connection with performance of official duties.

b. The free baggage all owance aboard AMC airlift and
commercial international air service is normally two checked
pieces and one carry-on piece; however, depending on the
commercial air carrier, the nunber of carry-on pieces may vary.
It is best to check with the specific carrier involved regarding
free baggage provi sions.

c. There are dinensional restrictions. GCenerally, foreign
flag carriers within overseas areas are on the wei ght system and
the free allowance can vary, but in nost cases iS 44 pounds or
20 kilograms.

d. If the traveler will be connecting between U.S. and
foreign flag carriers, excess baggage nay have to be granted for
the foreign flag segnent to ensure the sane free baggage
al l omance fromorigin to destination

18. TEMADD Order Transportation - Subsequent Approvals. O der
i ssuing authorities are authorized to subsequently approve the
itens bel ow upon conpletion of travel under TEMADD orders.
Subsequent approval will contain a statenent of facts and

ci rcunstances as to the reason for granting approval of these
itens, and carry the sane signature as the TEMADD orders.

a. Special conveyance other than fly-it-yourself rental
aircraft.

b. POC as advantageous to the governnent.
c. Taxicab between place of |odging and pl ace of busi ness.

d. Excess baggage, up to the limt of one piece or
50 pounds.

19. Uniform for TEMADD Travel. The appropriate uniformwll be
worn by menbers under TEMADD orders when traveling on governnent
owned or controlled aircraft, except when civilian attire is
requi red by DODI 4500.54-G (DOD Foreign C earance Cuide) due to
mlitary specialty or |ocal extenuating circunstances for
political or personal safety reasons. This guide is available on
the followng web site: ww. fcg. pentagon. m |
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a. Gvilian clothing may be worn when traveling by other
nodes of transportation, unless a uniformis required by the
order issuing authority or is a prerequisite for entering a
foreign country without official passport. |In the latter case,
security and diplomatic requirenents take precedence.

b. Cvilian clothing will be in good taste and not conflict
with accepted attire in the overseas country.

20. Travel Status. Travel status is necessary to effect
entitlenment to per diem

a. No per diemis payable for any day prior to the day
during which travel status comences or for any day subsequent to
the day during which a travel status term nates.

b. Per NAVSO P-6034-1, para. W102 no per diem allowance is
aut hori zed for TEMADD perfornmed away from nenbers’ permanent
station at a place to which they cormmute daily fromquarters to
duty at their PDS.

c. \Wien nmenbers perform TEMADD at the place of their famly
domcile, which is other than the place fromwhich they commute
to work each day at the PDS, per diemis authorized and | odging
i s not aut horized when they stay with friends or relatives at the
TEMADD site even if they make a paynent to the friends or
relatives.

d. When the TEMADD point is within the [imts of nenbers’
PDS, transportation entitlenments cone under the purview of
NAVSO P-6034-1, volunme 1, chapter 3, part F

21. Actual Expense Allowances

a. Actual expense reinbursenent in excess of the rates in
NAVSO P-6034-1, appendix B and D (CONUS and OCONUS), is intended
for unusual duty assignnment where it is anticipated that nenbers
wi |l incur necessary expenses in anmounts which will not be
covered by the normal per diem all owances.

b. Requests for actual expense allowance for Navy mlitary
menbers only should be submtted per NAVSO P-6034-1, para. W4215,
in the format specified, to the first flag officer in the chain
of command for appropriate action. Actual expense allowance is
aut hori zed only when the necessary expenses nornally exceed the
maxi mum per diemrate by $5.00 or nore per day.
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22. Per Diem and the use of Government Quarters and Mess.

NAVSO P-6034-1 provides that all TEMADD and related travel is on
a per diemor actual expense rei nbursenent basis, unless

ot herwi se specifically authorized by the secretary of the service
concer ned.

a. Reduction of Per Diem Rates

(1) Authority to reduce prescribed per diemrates is not
granted except under unusual circunstances when the circunstances
of the travel or duty to be perforned so warrant and are peculiar
t o DON.

(2) SECNAV has del egated to Chief of Naval Operations
(Manpower and Personnel (N1)) the authority to authorize rates of
per diemin | esser anmounts than those prescribed by NAVSO P-6034-
1

b. Use of Government Quarters and Messes

(1) It is policy of the unifornmed services that avail able
adequat e governnent quarters (including Navy | odges) and nesses
be used by nmenbers in a TEMADD status, to the nmaxi mum extent
practi cabl e.

(2) Reservations are to be nade in the follow ng order of
precedence: Navy bachel or quarters, Navy | odge, then comrerci al
| odgi ng.

(3) A nenber on official travel will use adequate
avai | abl e governnent quarters or receive no reinbursenent for a
| odgi ng expense.

C. When Government Quarters are not Available. Gover nnent
guarters are not avail able under the foll ow ng circunstances:

(1) The TDY, TEMADD, or delay is to other than a U S
instal l ation.

(2) The authorizing official has determ ned the use of
government quarters woul d adversely affect m ssion performance
(this does not apply to nmenbers attendi ng service schools at an
installation). Oficers in grades O7 through O 10 make this
determ nation for their own travel

(3) The travel is in connection with a PCS and per diem
i s payabl e under NAVSO P-6034-1, para. U5105.
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(4) The travel is in connection with a PCS to, from or
bet ween stations OCONUS. The nenber is acconpanied by famly
menber (s) authorized to travel concurrently, and the famly unit
cannot be | odged together in governnment quarters.

(5) The travel is in connection with a PCSto a ship or
an afl oat staff homeported OCONUS. The nenber, acconpani ed by
famly menber(s) authorized to travel concurrently, is put on TDY
at the homeport awaiting arrival of the vessel or onward
transportation, and governnent quarters are not available for the
famly unit.

(6) Al periods of travel en route.

(7) Any TDY or TEMADD or del ay of |ess than 24 hours.

(8) The nenber is TEVMDU or TEMADD at a nedical facility
as a non-nedi cal attendant acconpanyi ng a dependent in an

out pati ent status.

NOTE: The travel order or voucher nust docunent when one of the

above circunstances applies. In all other situations, the
availability of governnment quarters wll be checked and
docunented. The command responsible for the quarters will offer

only adequate quarters through the reservation system |f
guarters are not avail able, the travel order or voucher nust
docunent the non-availability (by confirmation nunber, if

provi ded by the service in its registration process; otherw se,
the menber will note the date the attenpt to acquire reservations
was nmade and the phone nunber and point of contact at the
billeting office contacted). The authorizing official then wll
aut hori ze or approve conmmercial |odging. Docunentation of
non-availability on the order or voucher is required to support
rei mbursenent of a comrercial |odging expense.

d. Government Mess. Covernment ness will be used to maxi mum
extent practicable. It is not practicable to direct the use of
government nmess in the follow ng circunstances:

(1) Governnent |odging on the installation is not
avai | abl e.

(2) On travel days to and fromthe PDS; or when the
authorizing official determnes it is inpracticable to use the
nmess due to

(a) the use of the ness adversely affecting m ssion
per f or mance,

April 2004 CD



1320-314
CH-3, 17 Jun 2003
Page 21 of 29

(b) excessive distance between the nmess and pl ace of
duty and/or the ness and place of | odging,

(c) non-availability of transportation between the
mess and place of duty and/or the nmess and place of |odging, or

(d) inconpatibility of duty hours and ness operating

hours. Travel orders shall note if ness use is directed. |If
mess use is directed but ness non-availability is known before
the trip, the order should note that non-availability. If ness

use is directed, but during the trip it is not available, the
menber will be reinbursed the full Meals and I ncidental Expenses
(M&IE) rate for neals not available (if the authorizing official
approves the nmenber’s certification of non-availability).

23. Certification of Itineraries for Travel of Naval Aircraft
Ferrying Squadron Personnel. To facilitate paynent for travel of
personnel ferrying aircraft the COat the PDS wll verify the
claimsubmtted by the traveler at the final activity of the
itinerary of an assignment.

a. This pertains to cases where the parent command daily
tracks the pilot and crew nenbers, issuing verbal orders with
flexible itineraries and w thout specific destinations. The
itinerary will include the follow ng:

(1) Time of departure.

(2) Time of arrival and departure fromeach activity
visited, including dates of acceptance and delivery of aircraft
and reasons for any del ays.

(3) Availability of government quarters and nessing
facilities at each activity visited.

(4) Time of return to PDS.
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b. Per OPNAVI NST 4650.15, the following certification wll
be placed on the reverse of each DD 1351-2 (Rev. 7-02), Travel
Voucher or Subvoucher:

"I certify that the permanent duty station of the claimnt was as
stated during the period covered by this claim that the TEMDU
for which per diemis clained was in the performance of duty or
training in (nanme of squadron or unit), and that the duty or
training at the points stated in the schedule for the period
claimed was directed. The anmount and schedul e have been exam ned
and are certified correct.”

"Commandi ng officer or designated representative"

c. The certified itinerary will be considered sufficient for
paynment of cl ai ns.

24. Aviation Personnel Forced Down under Emergencies

a. Aviation personnel, who are forced down in an energency
and required to incur personal expenses while performng official
duties, are entitled to rei nbursenent of expenses allowed in
NAVSO P-6034-1, chapters 3 and 4.

b. Aviation commands are authorized to issue witten orders
confirm ng verbal instructions for reinbursenment purposes. This
is not applicable to proficiency flights.

25. Officer and Midshipman Escorts for Deceased or Ill Navy
Personnel. Travel expenses for a nenber who serves as an escort
for the remains of a deceased nenber of the Navy are chargeabl e
to funds under the cogni zance of Chief, Bureau of Mdicine and
Surgery (BUMED).

a. Additional information and instructions regardi ng escorts
f or deceased nenbers are contai ned i n NAVMEDCOM NST 5360. 1

b. Authority for attendants for nmenber patients is contained
i n NAVSO P-6034-1, chapter 7

26. Training/Rehabilitation Ashore (TRAHAB) Orders. "TRAHAB" is
defined as training and/or rehabilitation ashore within the
meani ng and intent of P.L. 86-635. Use of the abbreviation,
which is restricted exclusively to tenporary assignnents of
menbers regul arly assigned to nucl ear powered crew submari nes,
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undergoi ng training and/or rehabilitati on away fromthe submarine
or its honeport, will be witten "for TEMADD TRAHAB.”

27. Travel Order Form

a. Form to Use

(1) Oder-witing activities will utilize NAVPERS 1320/ 16
(Rev. 11-87), Tenporary Additional Duty (TEMADD) Travel Orders
for routine TEMADD travel orders prepared for naval nenbers and
m dshi pnen.

(2) Navy order-witing activities will refrain from using
DD 1610 (Rev. 1-01), Request and Aut horization for TDY of DOD
Per sonnel when issuing directive type TEMADD orders as |isted
bel ow to naval nenbers and m dshi pnen.

(a) Multiple address group travel orders.
(b) Perm ssive (no-cost) travel authorizations.

(c) Travel orders for aircraft ferry service
per sonnel .

(d) Travel authorization for emergency | eave.
(e) Travel orders issued by NAVPERSCOM

(f) Travel orders for U S. Naval Acadeny m dshi pnen
in connection with summer training prograns.

b. Funding

(1) To the maxi mum extent possible, mlitary TEMADD
travel costs will be borne by those activities whose busi ness or
functions are directly concerned.

(2) As a general rule, funds chargeable for TEMADD trave
expenses are paid by the appropriate sponsor. Since this article
does not desi gnate chargeabl e appropriations and there may be
situations not covered, requests for determ nation of the
appropriation chargeable in specific cases should be forwarded to
Comptrol l er of the Navy (ASN(FM&C)) via the chain of conmand.

(a) If a menber is ordered TEMADD froma TEMDU or
TEMADD station, the nmenber will be directed, upon conpletion, to
return and resune TEMDU or TEMADD, as applicable. Normally, the
activity benefiting fromthe TEMADD travel will assunme all costs
i nvol ved when such orders are issued.
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(b) Paynment of duplicate per diemw | be avoided by
cross-referencing the orders. The date and serial, standard
docunent, or tango nunber of the basic orders will be referenced
in the new order. The basic orders will be endorsed to show t he
date and standard docunent and tango nunbers of the new TEMADD
order.

C. Accounting Data

(1) I'n all cases involving expenditure of appropriated
funds for TEMADD travel, the fiscal data will be included in the
sane sequence as set forth in NAVPERS 1320/ 16.

(2) The 15-character standard docunment nunber will be
cited in TEMADD orders, as directed by NAVSO P-1000-2, volunme 2.

(3) The conpl ete accounting cl assification code,
consi sting of nine coding elements and the standard docunent
nunber, is shown bel ow. Accounting data chargeabl e for cost of
travel wll be included in the TEMADD orders, as foll ows,
regardl ess of preprinted information on the form

(a) Appropriation.

(b) Subhead.

(c) nject class.

(d) Bureau control nunber.

(e) Sub-allotnment.

(f) Authorization accounting activity (unit
identification code (U C) of activity accounting for the bureau

control nunber of sub-allotnent chargeable).

(g) Transaction type (see NAVSO P-1000-2, volunme 2,
chapter 8).

(h) Property accounting activity.

(1) Cost code (for local use, job order, cost account
code, etc.). For fleet TEMADD orders, the cost code will consi st
of the estimated date of return (in Julian date format), followed
by the service designator code and U C of the operating force
unit receiving the benefit of the travel, and the fund code).
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(4) Wen an elenment is not required, such as the object
class, the elenent will be shown as zeros as necessary for the
standard | ength of the elenment. When one of the foll ow ng
el ements consists of |ess than the standard nunber of characters,
the element will be preceded with zeroes to make up the standard
nunber .

ELEMENT STANDARD NO. OF CHARACTERS

(3) OBJECT CLASS

(4) BUREAU CONTROL NUMBER

(5) SUB- ALLOTNMENT

(6) AUTHORI ZATI ON ACCOUNTI NG ACTI VI TY
(7) TRANSACTI ON TYPE

(8) PROPERTY ACCOUNTI NG ACTI VI TY

(9) COST CODE

(1) (2) (3 (4 (5 (6 (7 (8 (9)
173804.2270 000 12345 0 000189 2D 600012  00000DL1E1E40

NONOEFOITW

=

d. Estimated Cost. Per OPNAVI NST 4650. 15, orders nust
indicate separately the estimted cost for transportation, per
di em and m scel | aneous expenses. For exanpl e:

EST COST TRANS $ 00.00, PER DIEM $ 00. 00, M SC $ 00.00

€. Customer Identification Code (CIC). NAVSO P-1000-2,
vol une 2, chapter 8 promul gates policy for including a
15-character CICin all TEMADD orders involving travel on
Mlitary Airlift Command (MAC) aircraft for travel to and from
OCONUS, or authorizing use of rental vehicles.

(1) The code identified by the prefix "CIC" will be
inserted in the appropriate bl ock on NAVPERS 1320/ 16 and as near
as possible to the accounting data in all other TEMADD orders.

(2) Operating force units will use the service designator
code "R' for Pacific fleet units, "V' for Atlantic Fleet units,
and all others will use "N' as the eighth character of the ClC

28. Standard Travel Advance Policy for Frequent and Non-Frequent
Travelers. DOD, through General Service Adm nistration (GSA),
has a contractual arrangenent with a major credit card conpany
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for use of their charge card while on official governnment TEMADD
travel

a. Charge Card for ATM Cash Advances

(1) The use of the governnent charge card for trave
advances is applicable to nenbers E-7 and above, GS-9 and above,
and wage grade equival ents who are consi dered frequent travelers.
Frequent travelers are those who are expected to travel at least
two times a year over a 12-month period. Menbers bel ow t hese
grade levels who are expected to travel at least two tinmes a year
may apply with their COs or director’s approval

(2) Charge cards other than the authorized governnent
credit card are not applicable to travel advance procedures.

(3) A2.75 percent transaction fee will be charged on al
ATM cash advances, which is reinbursable to the traveler.
Travelers will be reinbursed for the service charge for cash
wi thdrawal fromATMs at a limt of 2.75 percent of the anount
aut hori zed, rounded up to accompdate ATM practices of issuing
anounts only in certain denom nations. The ATM service fee w |
be disallowed in cases where withdrawal s are in excess of the
aut hori zed anount of the advance. A surcharge of $1.00 or |ess
by sonme banks is al so rei nbursabl e.

(4) Receipts are not required to support charges, which
do not exceed $25.00; however, nenbers are encouraged to retain
all ATMreceipts until travel clains have been settl ed.

(5) If travel orders are cancel ed before departing for
TEMADD, but after drawi ng an ATM advance, the 2.75 percent fee is
rei mbur sabl e

(6) A reinbursenment claim supported by the original
orders, will be submtted on SF 1164 (Rev. 11-77), Rei nbursenent
of Expenditures on O ficial Business.

b. Cash or Check Advances. Disbursing officers will issue
cash or check advances for nenbers authorized by order-issuing
activities as non-frequent travelers. (Travel advances for
frequent travelers Wi || be obtained from ATMs.)

(1) Menbers who are eligible, but elect not to apply for
the charge card, or have a suspended or revoked card, will be
consi dered frequent travelers and will be Iimted to advance
| evel s authorized for cardhol ders.
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(2) Exceptions may be nade if the travel order for a
specific trip states the card cannot be used to charge specific
itens/ ATMs are not available to the traveler. Additional
exceptions may be nmade on a case-by-case basis for frequent
traveling nmenbers wth personal financial difficulties, when the
CO verifies the situation and an authorization to receive an
advance as a non-frequent traveler is granted. Exceptions wll
be revi ewed annual ly.

C. Travel Advance Limits

(1) Travel advances for frequent travelers are limted to
100 percent of the M& E of the per diem allowance plus
m scel | aneous expenses for taxis, tolls, parking, etc., whether
or not they accept the charge card or have |ost their charge card
privileges due to delinquency. These travelers are expected to
charge maj or travel expenses to the charge card.

(2) Travel advances for non-frequent travelers are
80 percent of the estimated travel cost. These allowances are
al so for travelers who are prevented fromusing the travel charge
card. It is incunmbent upon the order issuing activity to clearly
indicate, in the orders, whether the advance is to be obtained
froman ATM or a disbursing officer/PERSUPP DET. Wbrding simlar
to the follow ng should be included in the TEMADD orders:

Frequent Travelers: "You are authorized an advance of 100
percent for mscell aneous, M& E fromthe ATM"

Non-frequent travelers: "You are authorized an advance of 80
percent for the estinmated per diem and m scell aneous expenses
fromthe disbursing officer/PERSUPP DET."

d. When to Obtain Travel Advances. Travel advances should
not be obtained nore than 5 days before travel.

€. Personal Financial Responsibility. Wile the Navy does
not have an obligation to collect private debts, mlitary and
civilian personnel are expected to neet their financial
obl i gati ons and should be rem nded periodically by the traveler's
CO of this personal financial responsibility.

29. Standard Travel Advance Order-Writing Procedures for
Frequent and Non-Frequent Travelers. The follow ng procedures
will be followed when preparing orders.
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a. Travel Frequency. TEMADD orders will indicate "frequent
traveler” or "non-frequent traveler"” imediately follow ng a
menber's nanme. In the absence of an indicator, it will be

assunmed the nenber is a frequent traveler.

b. Advance Exceptions. Advances to frequent travelers wll
be as indicated above, except when the TEMADD orders contain a
certification statenent that

(1) travelers, for a reason(s) beyond their control,
shoul d be consi dered a non-frequent traveler; or

(2) stating that, although applied for, the menber’s
travel card has not been received; or

(3) citing travel circunmstances expected that w |
prevent the use of travel card to charge |odging/car renta
expense.

C. Advance Full Payment. \Wen a nenber is TEMADD that w ||
exceed 30 days at a |l ocation without disbursing facilities, the
orders will contain certification to that effect. This wll
aut horize the disbursing officer to pay an advance for the
duration of the TEMADD. Odinarily, paynent of advances beyond
30 days is not authorized.

d. Advance Partial Payment. Wien a nenber i s TEMADD t hat
wi |l exceed 30 days at a location with disbursing facilities,
partial paynments may be paid by the disbursing activity servicing
the TEMADD point. The traveler will submt a conpleted claimfor
paynent at the end of each 30-day period. The disbursing officer
will pay the claimin full for earned entitlenment w thout
deduction of a travel advance, if any. The sumof the partial
paynments and the outstanding travel advance will not exceed the
traveler's entitlement under the travel orders. Settlenent of
t he advance will be nmade on a final travel claimsubmtted to the
di sbursing activity at the traveler's PDS.

€. Charge Cards are for Official Use Only. (Governnent
charge cards are authorized to be used for official TEMDU trave
expenses only. The use of such card for personal matters is not
authorized and can result in a menber's | oss of charge card
privil eges.

f. Questionable Travel Frequency. In the event TEMADD
travel orders are prepared with non-frequent travel er
determ nation, when in fact the nenber actually has been
traveling nore than two tines a year and orders contain a
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statenent in the remarks portion that the governnment charge card
has been applied for but not yet received, when in fact the

di sbursing officer suspects that the application was never
submtted for the card, the disbursing officer will conpute and
di sburse the travel advance per established policy.

(1) Concurrently, the disbursing officer will send a
meno/ |l etter to the order-witing activity stating reasons for
doubting the information stated on the travel order and request
that, in future cases, a statenment of facts justifying the non-
frequent travel er designator or credit card application
statenents provided be submtted with the request for a travel
advance.

(2) Non-conpliance with the disbursing officer's request
for justification wll result in the disbursing officer returning
future orders, with reference to prior neno/letter request for
justification, to the nenber's CO

30. Modification of Orders. A conmand will not nodify orders

i ssued by anot her conmand unl ess prior approval is obtained from
t he command which issued the original orders, or unless the
original issuing command is junior in the sanme echel on of
comand.

a. Wen orders are nodified, care will be taken to have the
desired nodification continue the appropriate provisions of the
basi ¢ orders.

b. After the desired nodification is nade, a statement
simlar to the followwng wll be appended:

"Al'l other provisions of basic orders remain in effect.”

c. It is enphasized that orders cannot be nodified
retroactively to establish/disestablish entitlenents or to change
nonet ary al | owances.

d. The basic orders will be endorsed to show the date of the
nodi fication and the activity or command that issued the order
nodi fi cati on.

e. Oders issued by NAVPERSCOM may be nodified only by
NAVPERSCOM
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MILPERSMAN 1320-316

GENERAL COURT-MARTIAL ORDERS

Responsible | NAVPERSCOM Phone: DSN 882-4198
Office ( PERS- 454) CoMm (901) 874-4198
( PERS- 841) FAX 882- 2693

References | NAVSO P-6034, Joint Federal Travel Regul ations
(JFTR

1. Background

a. Historically, a nenber ordered to appear as the accused
in a general court-martial (GCM is involved for an extended
period of tine.

b. Tenporary duty (TEVMDU) orders would permt exorbitant
per diementitlenents. Conversely, a nenber dism ssed as a
result of a court-martial sentence may be required to reinburse
t he governnent since the nmenber was not ultimtely assigned to a
per manent duty station (PDS)

c. GCircunstances may dictate varying per diementitlenents;
therefore, a uniformcriterion was established for ordering a
menber who is the accused in a GCM

2. Procedures

a. The detailer will liaison with Navy Personnel Comrand
(NAVPERSCOVM), Corrections Branch (PERS-841) prior to issuance of
any such order. The follow ng procedures are to be used in
conjunction with court-martial orders:

(1) When ashore and stationed beyond 25 miles of the city
where the GCCMis to be convened, permanent change of station
(PCS) orders will be issued.

(2) When ashore and stationed within 25 miles of the city
where the GCCMis to be convened, the appropriate |ocal comrand
aut hori zed to issue tenporary additional duty (TEMADD) orders
Wi ll issue such orders when the period of tinme does not exceed
6 months. |f a period longer than 6 months i S envi sioned,
NAVPERSCOM wi | | i ssue PCS orders as described in the paragraph
above.
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b. After the court-martial, provided no dism ssal is
i nvol ved, an attenpt will be nade to reassign the nmenber for a
normal tour of duty within sane area in order to reduce travel
expenses.

c. In unusual cases, such as when a nenber is ordered froma
shi p depl oyed in WESTPAC, determ nation of type of orders should
be based on entitlenents that are | east expensive to the
government (e.g., travel of famly nmenber(s) or per diem
entitlenments).

d. \When ordered ashore from aboard ship, PCS orders will be
I ssued.

e. To determne entitlenents for dependent travel,
transportation, and shipnment of househol d goods (HHG incident to
a menber's court-martial sentence or O her Than Honorabl e
di scharge, refer to NAVSO P-6034-1
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MILPERSMAN 1320-318

PREPARATION OF STANDARD TRANSFER ORDER (STO) FOR
SEPARATION AND HOSPITALIZATION

Responsible | NAVPERSCOM Phone: DSN 882-4198
Office ( PERS- 454) CoMm (901) 874-4198
FAX 882- 2693

References NAVSO P- 6034, Joint Federal Travel Regul ations
(JFTR)

1. Policy. Appropriate commanding officers (CGOs) are the
authority for issuing orders for separation when no orders are

i ssued by Navy Personnel Command (NAVPERSCOV). Orders for
separation shall not normally be issued nore than 6 nonths prior
to the effective date of separation except as noted below. As a
result, NAVSO P-6034-1, para. U5330-Gis not applicable with
respect to the issuance of orders for separation. This does not
apply for transfer to the Fl eet Reserve or retirenent.

2. Preparation of STO for Members being Separated. Activities
transferring personnel for separation shall prepare the STO per
i nstructions contained in MLPERSMAN 1320-302,| but nodified as
fol |l ows:

a. BLOCK 11, Intermediate Station

(1) Enter the nane, designation, and geographical
| ocation of the separation activity to which the nenber is being
transferred for separation.

(2) Oder-witing activities outside continental United
States (OCONUS) will enter, when applicable, the known
internmedi ate station OCONUS. |In addition, enter the follow ng
statenent :

"Transfer to the appropriate activity nearest to the port of
debarkation in the United States per M LPERSMAN 1910-812,"

(3) Do not enter a naval activity in continental
United States (CONUS) for separation when preparing the STQ this
activity will be determ ned at the port of debarkation.

April 2004 CD



1320-318
CH-3, 17 Jun 2003
Page 2 of 3

(4) I'n the case of Filipino nationals transferred to the
Phi |'i ppi nes for separation, the provisions of MLPERSVAN 1910-812

apply.
b. BLOCK 13, Ultimate Destination

(1) Except in the case of transfer to the Fleet Reserve,
retirement, placenent on Tenporary Disability Retired List,
di scharged with severance pay, or involuntary release to inactive
duty with readjustnment pay orders, enter the words "Home of
Record," "Place accepted for current enlistment,” or "Place
ordered to active duty from" in the case of a reservist who is
not enlisted for imediate Active Duty in the place to which
orders to Active Duty are addressed.

(2) I'n the case of nenbers transferred to the Fleet
Reserve, retirenment, placenent on Tenporary Disability Retired
Li st, discharged with severance pay, or involuntary release to
inactive duty with readjustnent pay orders, enter the words
"Home of Selection.”

C. BLOCK 14, Nature of Duty. Enter the words
"For separation.”

d. BLOCK 19, Supplemental Instructions

(1) Except in the case of transfer to the Fleet Reserve,
retirement, placenment on Tenporary Disability Retired List,
di scharged with severance pay, or involuntary release to inactive
duty with readjustnent pay orders, type the followng entry:

"Your hone of record upon entry on active duty was (enter hone
of record at tinme of entry into current period of active service
as indicated in service record). You were accepted for
enlistment at (or ordered to active duty from (city and state).”

(2) Oders for separation shall not normally be issued
nore than 6 nonths prior to effective date of separation. The
foll ow ng exceptions apply:

(a) Oders may be issued w t hout NAVPERSCOM appr oval
up to 1 year prior to separation date for nenbers bei ng separated
as a result of decomm ssioning, conmand deactivation, base
cl osure, or honeport change provi ded the nenber signs
NAVPERS 1070/613 (Rev. 10-81), Admi nistrative Remarks entry
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acknow edgi ng any further novenent of househol d goods and fam |y
menber(s) wll be at the nenber’s cost and not at governnment's
expense. This includes nenbers who subsequently elect retention
and permanent change of station (PCS) transfer.

(b) Oders for personnel transferring to the
Fl eet Reserve or retiring nmay be prepared upon receipt of the
Fl eet Reserve authorization nmessage from NAVPERSCOM Assi st ant
Commander Navy Personnel Conmmand for Progression, Performnce,
and Security (PERS-8). This docunent is the equivalent of a
transfer directive.

(c) I'n no case will nenbers be transferred to
separation activities under "NO COST" orders. Refer to
M LPERSMAN 1910-812 for nenbers who desire to be separated at a
separation activity other than the separation activity nearest
their duty station or port of debarkation.

3. Separation Processing. Activities transferring personnel for
separation processing or perform ng separation processing shal
conply with instructions contained in MLPERSVMAN 1910-812.

4. Orders for Hospitalization. When transferring personnel for
hospitalization, activities shall prepare individual STGs or
NAVPERS 1320/ 16 (Rev. 11-87), Tenporary Additional Duty (TEMADD)
Travel Order, as appropriate.

a. STGs shall be prepared per M LPERSMAN 1320- 302.

b. Enter in STO block 19 or the Additional Comments and
I nstructions bl ock of NAVPERS 1320/ 16 the appropriate statenent
fromthe followng |ist:

(1) NO DI SCI PLI NARY ACTI ON AND NO ACTI ON ON AN
ADM NI STRATI VE DI SCHARGE PENDI NG

(2) NO DI SCI PLI NARY ACTI ON PENDI NG BUT ACTI ON PENDI NG ON
(adm ni strative type) DI SCHARGE. AUTH: :

(3) DI SCI PLI NARY ACTI ON PENDI NG BUT NO ACTI ON ON AN
ADM NI STRATI VE DI SCHARGE PENDI NG

(4) DI SCI PLI NARY ACTI ON PENDI NG AND ACTI ON ON
(adm ni strative type) DI SCHARGE PENDI NG AUTH:
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MILPERSMAN 1320-320

PERMANENT CHANGE OF STATION (PCS) ORDERS TO SHIPS
UNDER CONSTRUCTION AT CIVILIAN SHIPBUILDING COMPANIES
OR YARDS

Responsible | NAVPERSCOM Phone: DSN 882-4198
Office ( PERS- 454) CoMm (901) 874-4198
FAX 882- 2693

References NAVSO P- 6034, Joint Federal Travel Regul ations
(JFTR)
SECNAVI NST 4650. 19C

1. Background. A Pre-comm ssioning Unit (PRECOM UNIT) for each
shi p under construction at a civilian shipbuilding conpany or
yard has been established with its assigned |ocation the sane as
the civilian shipbuilding conpany or yard. These units allow
processi ng of electronic PCS orders for nenbers assigned to, and
detached from DUTY in connection with conversion, fitting out,
or reactivation (CFO) or tenporary duty (TEMDU) CFO at the ship's
construction site. Reporting and detaching procedures for PCS
orders to ships under construction are provided in the foll ow ng
par agr aphs.

2. DUTY CFO (6 Months or more). Two sets of PCS orders will be
i ssued by Navy Personnel Command (NAVPERSCOV) when it is

determ ned by the detailer that the conm ssioning date of the
vessel will be 6 nonths or nore fromthe nenber’s estinmated date
of arrival (EDA) at the ship's PRECOM UNIT based on the | atest
Naval Sea Systems Command (NAVSEASYSCOM) Quarterly Progress
Report (NAVSEA 250-574). The foll ow ng procedures apply:

a. A nmenber’s first PCS orders will be to the ship's
PRECOM UNIT | ocated at the construction or conversion Site.

(1) Upon arrival, the menber will report to the
appropriate reporting senior for "DUTY CFO AT (shipbuilding
company/yard). "

(2) No per diementitlenents exist. PCS entitlenents are
to the PRECOM UNI T's assi gned permanent duty station (PDS)
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(3) Previous duty station tour length nust neet Tinme on
Station (TOS) requirenents or be waived prior to ordering the
menber to the PRECOM UNIT.

(4) Menbers assigned to DUTY CFO (accounting category
code (ACC): 106) may be entitled to transportation costs from
the ship's construction site to the ship's initial assigned
homeport (if different than the construction site), or to the
area where the famly nmenber(s) are residing per NAVSO P-6034-1
para. U7115-B.

b. Message assigning the initial honmeport for the
vessel /determ nation of a "firnm conm ssioning date of the
vessel

(1) These orders will detach the nmenber from "DUTY CFO"
(ACC. 106) with the PRECOMUNIT and direct the nmenber to report
to the vessel for "DUTY (ACC: 100) ON BOARD WHEN PLACED IN
COMMISSION. "

(2) No per diementitlenents exist. PCS entitlenents are
to the honmeport as assigned by Chief of Naval Operations (CNO.

(3) These orders to sea duty neet the Departnent of
Def ense (DoD) TGOS exenption and no waiver is required.

3. TEMDU CFO (less than 6 Months). A nenmber will be issued one
PCS order by NAVPERSCOM when it is determ ned by the detailer
that comm ssioning date of the vessel will be less than 6 nonths
fromthe menber’s EDA at the ship's PRECOM UNI T based on the

| at est NAVSEA 250-574.

a. \Wen orders are issued "after" the CNO nessage has been
rel eased assigning the ship's initial honeport, the nmenber wl|
be ordered to report to the PRECOM UNIT's unit identification
code (U C (internediate activity) for "TEMDU CFO (ACC: 352) AT
(shipbuilding company/yard)."

(1) Upon detachnment from TEVMDU CFO, the nenber will be
further ordered to report to the vessel (ultimate activity) for
"DUTY (ACC: 100) ON BOARD WHEN PLACED IN COMMISSION. "

(2) Per diemcost will incur if the initial homeport of
t he vessel is not the sane as the construction site.

(3) If the initial honmeport and construction site are the

sanme, per diem stops as soon as permanent quarters are occupied
or on the date the nenber’s assignnent is changed from TEMDU CFQ
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or tenporary additional duty (TEMADD), to DUTY CFO (ACC. 100)
per NAVSO P-6034-1, para. W105-A Al so see NAVSO P-6034-1
para. U4102-G

(4) PCS entitlenments are to the vessel's initial honeport
as assigned by CNO, or a designated place if assigned to
unusual | y arduous sea duty under NAVSO P-6034-1, para. 5222-D and
SECNAVI NST 4650. 19C

b. Wen orders are issued "before" the CNO nessage assigning
the ship's initial honeport has been rel eased, the nmenber wll be
ordered to report to the PRECOMUNIT's U C (internedi ate
activity) for "TEMDU CFO (ACC: 352) AT (shipbuilding
company/yard). "

(1) Upon detachment from TEMDU CFO (ACC. 352), the
menber will be further ordered to report to the vessel (ultimte
activity) for "DUTY (ACC: 100) ON BOARD WHEN PLACED IN
COMMISSION. "

(2) These orders wll reflect "NHPA" (no honeport
assigned) for the location of the honeport.

(3) Transportation of famly nmenber(s) and household
goods will not be authorized until these orders are nodified to
reflect the vessel's initial honeport.

(4) This modification cannot be issued until after the
CNO message assigning the vessel's initial homeport has been
released.

(5) Per diemcost will incur if the initial honeport of
the vessel is not the sane as the construction site.

(6) If the initial honmeport and the construction site are
the sanme, per diem stops as soon as permanent quarters are
occupi ed.

(7) PCS entitlements are to the vessel's initial honeport
as assigned by CNO, or a designated place if assigned to
unusual | y arduous sea duty under NAVSO P-6034-1, para. 5222-D and
SECNAVI NST 4650. 19C
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c. Basic/initial orders in these cases may, or may not,
i nclude the foll owm ng statenent:

P62031 " DETACH NG COWAND: ADVI SE MEMBER THAT " NHPA" FOR
HOVEPORT OF (vessel's nane and hull nunber) IS NOT OFFI Cl AL.
ENSURE MEMBER | S ADVI SED NOT TO MOVE FAM LY MEMBER(S) NOR SHI P
HOUSEHOLD GOODS PRI OR TO ANNOUNCEMENT OF VESSEL' S OFFI Cl AL
HOVEPORT. FURTHER ENSURE MEMBER UNDERSTANDS THAT MOVEMENT OF
FAM LY MEMBER(S) AND SHI PMENT OF HOUSEHOLD GOODS TO | NTERVEDI ATE
DUTY STATI ONS ARE NOT AUTHORI ZED. UPON CNO S ANNOUNCEMENT OF
OFFI C AL HOMVEPORT, AN ORDER MODI FI CATI ON W LL BE FORWARDED
AUTHORI ZI NG PCS ENTI TLEMENTS TO NEW I NI TI AL HOVEPORT. "

d. Immediately upon receipt of CNO s nessage assigning a
homeport | ocation for the vessel under construction, an order
nodi fication to previously issued basic/initial orders wll be
issued. It will include the follow ng statenent:

P62638 "ON (date of CNO nmsg) CNO ASSI GNED (city,
state/country) AS THE HOVEPORT FOR (vessel's nane and hul
nunber) EFFECTI VE UPON COW SSIONING. A COPY OF TH' S
MODI FI CATI ON MUST BE | MVEDI ATELY DELI VERED TO THE PERSONAL
PROPERTY TRANSPORTATI ON OFFI CE ARRANG NG SHI PMENT OF HOUSEHOLD
GOODS; ALSO TO THE NAVY PASSENGER TRANSPORTATI ON OFFI CE ARRANG NG
FAM LY TRAVEL. "

e. |f a menber occupies permanent quarters in anticipation
of the construction site and the honeport being the sane,
per di em ceases when the honeport is assigned and it is the sane
as the construction site.

NOTE: Entitlenent to famly nenber(s) transportation is not to
exceed the cost of that fromthe old PDS to the initial honeport
unl ess the vessel will be designated unusually arduous sea duty

( SECNAVI NST 4650. 19C refers) when conm ssioned. TEMDU CFO i s not
consi dered i ndeterm nate TEVMDU under the purview of

NAVSO P-6034-1, chapter 4, part G
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4. Orders to a Vessel Remaining at the Construction Site for
6 months or more after Commissioning (for Post-Commissioning
Work) and the CNO Assigns that Same Site as the Ship's Initial
Homeport. Procedures for assigning nenbers to TEMDU CFO

(ACC. 352) or DUTY CFO (ACC. 106) are the sane as previously
specified in paragraphs 2 and 3 of this article.

a. In PCS orders detaching nenbers from DUTY CFO (ACC. 106)
and directing themto report for DUTY CFO (ACC. 100) and the
initial honmeport assignnent |ocation is the same as the PRECOM
UNIT (construction site), no PCS entitlenments should incur.

(1) I'n sone situations they may incur, depending upon
deci sions made by the nmenber (regarding transportation of famly
menber (s)/ househol d goods) under previous PCS orders to DUTY CFO
(ACC. 106).

(2) These orders to sea duty neet DOD TCS exenption and
no wai ver i1s required.

b. In orders where the nenber is directed upon conpl etion of
TEMDU CFO (ACC. 352) to report for DUTY (ACC. 100) on board
when placed in conm ssion, PCS entitlenents, if any, are fromthe
old PDS to the initial honeport (same as the PRECOMUNIT U C
| ocation/construction site).

NOTE: Per diem stops once the nenber occupi es pernmanent
gquarters, or on the date the menber’s assignnent is changed from
TEMDU CFO (ACC:. 352), or TEMADD, to DUTY CFO (ACC. 100).

c. Six nonths prior to conpletion of the post-conm ssioning
wor k, CNO pronul gates a honeport "change" fromthe first
(tnitial) honmeport (same as the construction site) to the
ultimate honeport. When appropriate, nenbers on board wll
recei ve a honeport change certificate, which entitles themto a
PCS nove fromthe initial homeport (construction site) to the new
homeport.

5. Orders to Prospective Commanding Officers (PCOs) of New
Construction or Conversion Vessels. PCOs of new construction or
conversion ships will be under the cognizance of the appropriate
type commander (TYCOM .

a. NAVPERSCOM wi Il direct all PCOs to report (in person or
by letter) to their TYCOM for DUTY CFO, TEMDU CFO, or TEMADD CFQ
as appropri ate.
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b. Oders will also direct PCOs to report (in person or by
letter) to the supply ship (SUPSH P) for additional duty, or
TEMADD, as appropri ate.

c. The TYCOMw || be the reporting senior for fitness report
pur poses.

d. PCOs of new construction surface ships will be ordered to
1 week of TEMDU (ACC. 350) with CNO Assistant Chief of Naval
OQperations (Surface Warfare) (N36).

e. A PCOwho is perform ng TEMDU CFO at the sane | ocation as
t he vessel's assigned official honmeport location is not entitled
to per diem

6. Orders to Members for Duty in Conventionally Powered Surface
New Construction/Conversion Ships.

a. Menbers in the nucleus crew Will be ordered to the ship's
PRECOM UNIT | ocated at the construction site (civilian shipyard)
and report to Commanding O ficer (CO, PRECOM UNIT for DUTY CFO
(ACC. 106), or TEMDU CFO (ACC. 352).

b. Menbers in the balance crew, Wth the exception of the
Prospective Executive Oficer (PXO, will be ordered to report to
t he designated Fleet Training Center (FTC) for TEMDU (ACC. 350)
pre-conm ssi oni ng training.

c. Upon conpletion of precomm ssioning training, nenbers of
t he balance crew Will be ordered to proceed to the construction
site and report to CO PRECOM UNIT for DUTY CFO (ACC. 106), or
TEMDU CFO (ACC. 352).

7. Procedures in Connection with Ship Delivery Slippages. Al
personnel ordered to TEMDU in connection with preconm ssioning
training at FTCs, or TEMDU CFO (ACC. 352) with the PRECOM UNI T
at the construction site, are so ordered with the understanding
that "no period of TEMDU at any one location, from the best
information available at the time orders are written, is
anticipated to be in excess of 6 months."

a. Wen it is officially determ ned by appropriate authority
that a slippage in ship delivery of the vessel will occur,
NAVPERSCOM wi | | be notified through the NAVSEA 250-574.

b. To ensure that per diem paynents to nenbers assigned to
TEMDU (ACC. 352) at FTCs, or TEMDU CFO (ACC. 352), are not
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suddenly term nated, NAVPERSCOM or CO PRECOM UNI T/ PCO wi | | be
responsi ble for the procedures in paragraphs 8 and 9.

8. New Projected Commissioning Date will exceed 6 Months.

When slippage occurs after personnel have reported for

TEMDU (ACC. 352) preconm ssioning training at FTCs, or TEMDU CFO
(ACC. 352) with the PRECOM UNIT at the construction site, and
the remaining time fromthe date the determ nation is nade unti

t he new projected comm ssioning date will exceed 6 nonths,
NAVPERSCOM will issue appropriate order modifications changi ng

t he menber’s status at

a. FTCs from TEMDU (ACC. 352) pre-conm ssioning training to
DUTY (ACC. 106) comm ssioning training.

b. PRECOM UNI Ts from TEMDU CFO from (ACC. 352) to
DUTY (ACC. 106).

c. FTCs and PRECOM UNI Ts. Di sband the pre-commi ssi oni ng
detail in the case of extrene slippage of ship's delivery date.

9. New Projected Commissioning Date is less than 6 Months. Wen
sl i ppage occurs after personnel have reported to FTCs for TEMDU
(ACC. 352) pre-conm ssioning training, or PRECOM UNI Ts for TENMDU
CFO (ACC. 352) and the remaining period of time until the
vessel 's conm ssioning, or placenment in service (for USNS ships),
date is less than 6 months, the foll ow ng procedures apply for

a. FTCs. NAVPERSCOM will issue appropriate order
modifications. These nodifications will either

(1) change the nenber’s status from TEVMDU (ACC. 352)
pre-conmmi ssioning training to DUTY (ACC. 106) pre-conm ssioning
training, or

(2) extend present period of TEMDU (ACC. 352) pre-
commi ssioning training for an additional period (not to exceed 6
nmont hs from date of NAVPERSCOM order nodification).

b. PRECOM UNITs

(1) PCOs of vessels under construction are authorized,
vi a NAVPERSCOM orders assigning themto TEMDU DUTY CFO as CO,
PRECOM UNI T, to nodi fy NAVPERSCOM orders of military personnel
under their command to extend their present period of TEMDU CFO
(ACC. 352).
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(2) The nodification will be an endorsenent to nenbers’
orders to extend their present period of TEMDU CFO for an
additional period not to exceed 6 nonths fromthe date of
endorsenment. The endorsenent nust include

(a) date the TEMDU CFO i s extended.
(b) reason for such extension.

(c) new estimated date of conpletion of TEMDU CFO
(whi ch cannot exceed 6 nonths or 180 days fromthe date the TEMDU
CFO i s extended).

(d) date of CO, PRECOM UNI T's NAVPERSCOM or ders
granting authority by NAVPERSCOM to nodi fy a nenber’s orders by
endor senent .

(3) Copies of endorsenent nodifications will be forwarded
t o NAVPERSCOM (the PERS- code indicated in the subject |ine of
the nenber’s orders). The nenber’s detailer will use these
copies to manual ly update the nenber's master record/file
accordi ngly.

10. Per Diem Payments. To account for and protect paynents of
per diem orders which specify any kind of TEMDU (including CFO
foll owed by the words "FOR APPROXIMATELY DAYS" nust be
nodi fied to reflect any additional or expanded period of

assi gnnent .

a. This is not necessary for relatively insignificant
extensions of 7 days or |ess when the period of TEMDU or
tenporary duty under instruction (TEMDU NS) is nore than 30 days,
or 3 days or |less when the period of TEMDU or TEMDUI NS is | ess
t han 30 days.

b. If any additional slippage of conm ssioning, or placenent

in service of USNS ships, date occurs, appropriate actions
outlined above w il again be required.
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MILPERSMAN 1320-322

CHANGE OF HOMEPORT OR PERMANENT DuTYy STATION (PDS)
OF A VESSEL, SHIP—-BASED SQUADRON OR STAFF, OR
MOBILE UNIT

Responsible | NAVPERSCOM Phone: DSN 882-4198
Office ( PERS- 454) COM|[ (901) 874-4198
FAX 882- 2693

References NAVSO P- 6034, Joint Federal Travel Regul ations
(JFTR)

1. Policy. Entitlement to famly nmenber(s) travel and shipment
of househol d goods (HHG to the old honeport/PDS of a vessel,
shi p- based squadron or staff, or nobile unit ceases on the day a
menber attached to or ordered to the unit is notified of Chief of
Naval QOperations (CNO pronul gation of a change of honeport or
PDS.

a. It is inportant that nenbers be pronptly notified, since
famly menber(s) travel and shi pnent of HHG nmade prior to receipt
of written notification of CNO pronul gati on does not deny the
menber this entitlenment, and rei nbursenent can be clainmed to the
ol d honmeport or PDS, and again to the new honmeport or PDS.

b. The entitlenment homeport/PDS for vessels, ship-based
squadrons or staffs, and nobile units is changed within the Tot al
Force Manpower Managenent System (TFMVS) activity file upon
recei pt of the CNO promul gati on nessage. Permanent change of
station (PCS) orders witten before or after the date of CNO s
pronmul gati on message require additional wording to ensure the
menber receives proper authorization for transportation of famly
menber (s) and shi pnent of HHG

2. Orders Issued to Members before Date of CNO Promulgation
Message. PCS orders directing a nenber to report to a vessel,
shi p- based squadron or staff, or nmobile unit will be nodified by
NAVPERSCOM to include the following statement in the Utinate
Activity Section, Part Two of PCS orders:
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P66038 ON (date) CNO PROMULGATED CHANGE OF
HOVEPORT/ PERMANENT DUTY STATI ON OF (name of unit) TO (new
honeport/PDS). REI MBURSEMENT OF FAM LY MEMBER (S) TRAVEL AND
SHI PMENT OF HOUSEHOLD GOCODS TO (ol d honeport/PDS) AS DI RECTED
BY COWVNAVPERSCOM ORDERS (DTGH/ date) NOT AUTHORI ZED. SEE
NAVSO P-6034-1, PARAS. U5222-D-5, U5222-1, AND U5350-J. A COPY
OF TH S ORDER MODI FI CATI ON MUST BE | MVEDI ATELY DELI VERED TO THE
PERSONAL PROPERTY TRANSPORTATI ON OFFI CE ARRANG NG SHI PMENT OF
HOUSEHOLD GOODS.

3. Orders Issued to Members after Date of CNO Promulgation
Message

a. PCS orders directing a nenber to report to a vessel
shi p-based squadron or staff, or nobile unit, if the new
homeport/ PDS has not been reflected in the activity file at the
time orders are issued, will include the follow ng statenent in
the Utimte Activity Section, Part Two of PCS orders:

P56037 ON (date) CNO PROMULGATED CHANGE OF
HOVEPORT/ PERVANENT DUTY STATI ON OF (name of unit) TO (new
honmeport/PDS). REI MBURSEMENT OF FAM LY MEMBER(S) TRAVEL AND
SHI PMENT OF HOUSEHOLD GOODS TO (ol d homeport/PDS) NOT AUTHORI ZED.
SEE NAVSO P-6034-1, PARAS. U5222-D-5, U5222-1, AND U5350-J.

b. PCS orders detaching a nenber froma vessel, ship-based
squadron or staff, or nobile unit, if the new entitl enment
homeport/PDS is reflected in the activity file at the time orders
are issued, will include the follow ng statenment in the Detaching
Activity Section, Part Two of PCS orders:

P56036 ON (date) CNO PROMULGATED CHANGE OF
HOVEPORT/ PERVANENT DUTY STATI ON OF (name of unit) TO (new
honmeport/PDS). REI MBURSEMENT OF FAM LY MEMBER(S) TRAVEL AND
SHI PMENT OF HOUSEHOLD GOODS TO (ol d homeport/ PDS) AUTHORI ZED.
SEE NAVSO P-6034-1, PARAS. U5222-D-5, U5222-1, AND U5350-J.

4. Members on Board at Time of CNO Promulgation Message. Wen
menbers have | ess than 12 nonths remaining on their tours as of
the effective date of change of homeport or PDS, their cases wll
be individually reviewed. Wenever possible, the PRD will be
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extended in order to have a m ninumof 12 nonths remai ning on the
tour as of the effective date of change. Wen it is not feasible
to extend the PRD, the cognizant detailer will review each case
(coordinating with the commandi ng officer (CO as required) to
determine if it is nore appropriate to permt conpletion of the
schedul ed tour or to issue PCS orders.

5. Homeport Change Certificate. All nenbers who are attached or
assi gned on the date CNO pronul gates a change of honeport or PDS
are entitled to nove their famly nenber(s) and ship HHG except
members

a. without family member (s) on the effective date of change
of homeport or PDS. The nenber is entitled to novenment of HHG
and a notor vehicle.

b. who have received PCS orders (i ncludi ng separation or
Rel ease from Active Duty (RAD) orders) or received witten
notification of intended issuance of such orders prior to
novenent of famly nmenber(s) or shipnent of HHG

C. who have less than 90 days obligated service (OBLISERV)
remai ning on the effective date of the change of honeport or PDS

(1) Separation or RAD orders will be issued.

(2) If the menber’s services can be spared, the nmenber
will be transferred for separation

(3) If the nmenber’s services cannot be spared, the nenber
will be required to acconpany the ship to the new honeport, or
the nmobile unit to its new PDS.

6. Transportation Authorization. Upon receipt of the CNO

pronul gati on message of change of honeport or PDS, the CO may
issue a PCS travel authorization for the nmenber to proceed to the
ol d honmeport and then to the new honmeport via any tenporary duty
(TEMDU)/ tenporary additional duty (TEMADD) stations.

a. |If the ship or afloat staff is at the old honeport, the
menber may proceed fromthe old honmeport to new honeport and
return to the ship or afloat staff via any TEMDU TEMADD st ati ons.

(1) Such authorization will be issued when it is deened
necessary for the nenber to travel to assist in the novenent of
famly nmenber(s), shipnment of HHG to pick up personal itens, or
to bring the nmenber's privately owned conveyance (POC) to the new
homeport.
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(2) This entitlenment will expire 1 year fromthe
effective date of the honmeport change.

(3) If a nenber is on | eave froma depl oyed ship or
af | oat staff whose honeport is changed, refer to NAVSO P-6034-1,
para. U5120-F1.

b. Travel to and fromthe authorized destination is treated
as separate | egs of the journey.

(1) Travel for the other leg of the journey should be
di rected by governnment procured transportation.

(2) Menbers should only be authorized transportation

al | onances for POC on one |leg of the journey as described in
NAVSO P-6034-1
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MILPERSMAN 1320-324

PERMANENT CHANGE OF STATION (PCS) PROCEDURES FOR
FORWARD DEPLOYED COMMANDS OF THE MILITARY SEALIFT
COMMAND

Responsible | NAVPERSCOM Phone:  DSN 882- 4185
Office ( PERS- 451/ 454) coM| (901) 874-4185
Mlitary FAX 882- 2693
Seal i ft Command CoM| (202) 685-5218
( MBC- N15) DSN 325-5128

References NAVSO P- 6034, Joint Federal Travel Regul ations
(JFTR)

1. Purpose. To establish continental United States (CONUS)
homeport internedi ate stops (I-stops) for personnel executing
PCS orders to and fromships and units of the operating forces
that operate in an overseas area for a contenpl ated period of

1 year or nore. These honeport |-stops will ensure equity in
basi ¢ al |l owance for housing (BAH) and other entitlenents; and
for those units wthout adm nistrative support on board, proper
adm ni strative processing for receiving and transferring

per sonnel executing PCS orders. They will also ensure proper
medi cal screening prior to detachnent.

2. Forward Deployed Commands

a. Personnel executing PCS orders both to and fromthe
forward depl oyed operating forces (ships) of the Mlitary
Sealift Command (MSC) Mlitary Departnments (M LDEPT) will have
| -stops at the honeport included in their orders. Per sonnel
transferring to Maritime Prepositioning Ship Squadrons
(MPSROV APSRON) wi | I have |-stops at the honmeport included in
their orders. [|-stops for personnel transferring fromthose
squadrons is not required.

(1) These units have a CONUS honeport, but operate
overseas for extended periods. An |I-stop at the honmeport for
personnel transferring to and fromthese units is usually
required. An |I-stop at the honeport for personnel transferring
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fromunits that have adm nistrative support on board will not
normal |y be needed.

(2)Exhibit 1 lists the MSC units requiring homeport |-
stops. MsSC will update this Iist as changes occur.

b. If the nenber concerned, the nenber’s detailer, the
receiving or transferring MSC unit, and the cogni zant MSC al
agree the honeport I-stop is not needed, either one or both of
the I-Stops nmay be elim nated.

c. The honeport |I-stops will normally be at the respective
MSC (LANTFLT or PACFLT) unless otherw se noted in Exhibit 1.
The length of the I-stops will be for 2 working days each,
unl ess extenuating circunstances require a longer period. In
t hese cases, a request to extend the |I-stop period nust be
forwarded fromthe conmand via the appropriate MSC to Navy
Per sonnel Command ( NAVPERSCOM). Use Accounting Category Code
(ACC) 350 for each I-stop.

d. Per NAVSO P-6034-1, volune 1, para 5120-D, per diemis
aut hori zed while at the internediate duty station if the nmenber
is unable to occupy the same permanent quarters occupied while
the unit is in port (e.g., lived aboard ship, vacated private
quarters before deploynent, etc.).
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EXHIBIT 1
MSC MILDEPTS ONBOARD USNS SHIPS AND
MPSRONS/APSRONS
MSC PAC (62383) MSC LANT (62381)
UNIT HULL UIC HOMEPORT UNIT HULL UIC | HOMEPORT
D EHL T-AO 193 |46282|San Diego CAJARCTIC [T-ACE 8 |4283A| Earl NJ
INARRAGANSETT [T- ATF 167 |21014|San Di ego CAJAPACHE [T- ATF 172 [41930|Nor f ol k VA
INAVAJO T- ATF 169 |43618|San Di ego CABI G HORN T- AO 198 46287 |Norfol k VA
IKI SKA T- AE 35 39538 |San Di ego CAlBUTTE T- AE 27 42843 |Nor f ol k VA
[ER cssan T-AO 194 |46283|San Di ego CA|GRUMAN [T-AO 195 [46284|Norfol k VA
[FLI NT T- AE 32 39536 [San Di ego CA|KANAWHA [T-AO 196 |46285|Norfolk VA
[GUADALUPE  T- A0 200 [48887|San Di ego CA|LARAM E [T-AO 203 [48890|Norfol k VA
I LAUEA T- AE 26 42842 |San Di ego CAILENTHALL T- AO 189 (45811 |Norfol k VA
SI OUX T- ATF 171 |41936|San Di ego CAII\/O/\HAV\K T- ATF 170 |41935|Norfol k VA
TI PPECANCE  [T- AO 199 |48886|San Di ego CA|MI BAKER|[T-AE 34 [39537| Earl NJ
[RAPPAHANNOCK [T- AO- 204  |48891 |San Di ego CA[PATUXENT [T- AO 201 [48888|Nor f ol k VA
[PECOS T-AO 197 |46286|San Diego CA[SUPPLY [T-ACE 6 |4153A| Earl NJ
SHASTA T- AE 33 43055 |San Di ego CA|SIRIUS [T-AFS 8 43701 |Nor fol k VA
caTAvBA T- ATF 168 |43616|San Diego CA|SPICA  [T-AFS 9 144291 Norfol k VA
YUKON T- AO 202 |48889|San Di ego CAJSATURN [T-AFS 10 (63674 Norfol k VA
jconcorD T-AFS 5 |48599|San Di ego CAJAPSRON 4 31574 Norfol k VA
INl AGRA FALLS[T-AFS 3 |48597|San Di ego CA|VPSRON 1 45701 |Norfol k VA
SAN JOSE T- AFS 7 48601 |San Di ego CA
*RAI NI ER T-AFS 7 |4284A|Bremerton WA
|JVPSRON 2 45702 |San Di ego CA
[VPSRON 3 46404 |San Di ego CA
*I-stop will be PSD Bremerton (43137)
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MILPERSMAN 1320-326

PERSONNEL SUPPORT FUNCTIONS FOR NATO SOUTHERN
REGION

Responsible | NAVPERSCOM Phone: DSN 882-4198
Office ( PERS- 454) CoMm (901) 874-4198
FAX 882- 2693

1. Purpose. To establish the United States (U.S.) Navy Elenent,
Al lied Forces Southern Europe (unit identification code (U QC
62709)) located in Naples, Italy.

a. U S. Navy Elenent, Allied Forces Southern Europe wll be
an internediate duty station for personnel reporting for duty to
the follow ng activities:

(1) COVBTRI KFORSOUTH DET VERONA | T (U C 31587)

(2) HQ AF SOUTH NCI'SS LATINA I T (U C 42072)

(3) AF SOUTH LCO VERONA I T (Ul C 46674)

(4) HQ 5TH ALLI ED TACAI RFOR VI NCENZA I T (Ul C 64119)
(5) HQ NAVSOUTH NAPLES I T (U C 66030)

b. Al nenbers shall be ordered via U S. Navy El enent,
Al'l i ed Forces Southern Europe for 7 days tenporary duty (ACC 350)
en route to the above Ul Cs.

c. US. Navy Elenent, Allied Forces Southern Europe is a
det achnment of the Personnel Support Activity (PERSUPPACT), Naples
and provides all admnistrative support for personnel assigned to
North Atlantic Treaty Organization’s (NATO s) southern region.

d. The 7-day check-in period in Naples will provide
sufficient tinme for the | ocal Personnel Support Detachnent
(PERSUPPDET) to process travel clains, adjust pay records, and
set up accounts in local financial institutions.

e. Each nenber’s service record will be reviewed and updat ed
wi th cl earance; NAVPERS 1740/ 6 (4-96), Departnent of the Navy
Fam |y Care Plan Certificates; NAVPERS 1070/602 (Rev. 7/72),
Dependency Application/ Record of Enmergency Data; and any ot her
required entries.
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