Officer Transfer Manual


(NAVPERS 15559B)





ORDERS AND SPECIAL REQUIREMENTS





2.1 TYPES OF ORDERS. (MILPERSMAN 1810100 refers)





1.	Change of duty orders are orders which detach an officer from one duty station and assign him/her to another station. The type of duty from which an officer is detached or assigned may be either permanent or temporary:





	a.	PERMANENT CHANGE OF STATION (PCS) ORDERS. (Joint Federal Travel Regulations (JFTR), Volume 1, Appendix A, refers.) PCS orders assign, detail or transfer a member or unit to a different Permanent Duty Station (PDS), which neither specify the duty as temporary 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 member is assigned or attached for duty other than "temporary duty" or "temporary additional duty."  The limits of such post of duty or official station will be the ship, or the corporate limits of the city or town in which the member is stationed.





		(1)	PCS orders include:





			(a)	Change in homeport of a vessel, afloat staff or mobile unit.





			(b)	Change from home or place from which called (or ordered) to active duty to the first PDS.





			(c) 	Change from last PDS to home.





			(d)	Assignment to course(s) of instruction at one PDS for 20 weeks or more (see JFTR, paragraph U2145-C).





		(2)	For the purpose of dislocation allowance, PCS orders include:





			(a)	 Relocation of a household due to military necessity or government convenience within the corporate limits of the same city or town in connection with a transfer between Officer Transfer Manual activities.





			(b)	Change in homeport of a vessel, afloat staff or mobile unit.





			(c)	Assignment to a course(s) of instruction at one PDS for 20 weeks or more (see JFTR, paragraph U2145-C).





		(3)	 PCS orders may be either cost or low cost moves:





			(a)	A cost PCS move is considered a change of PDS for which the PCS costs exceed $500. This type of move always requires the follow-on assignment of full DoD or SECNAV-prescribed tour length, as applicable. Specified retainability is not waiverable.





			(b)	A low cost PCS move is any change of PDS for which the PCS costs do not exceed $500.





	b.	PERMANENT CHANGE OF ACTIVITY (PCA) ORDERS. PCA are any no-cost (zero cost) assignment, detail or transfer of a member from one Unit Identification Code (UIC) to another UIC within the same PDS (e.g., an In-Place Consecutive Overseas Tour (IPCOT) or a reassignment from the Navy Annex (Arlington) to the Pentagon (Arlington)). There is no entitlement associated with PCAs, except for Consecutive Overseas Tour (COT) leave travel in the case of IPCOT.





	c.	TEMPORARY DUTY (TEMDU) ORDERS. Orders may include detachment from one station and assignment to another station or stations for TEMDU pending further assignment (ACC:320, 355) to a new PDS or for return to the old permanent station. Members on TEMDU are not attached to any PDS. JFTR, paragraph U2145 limits TEMDU assignments to periods not in excess of 6 months, except in certain circumstances.  Orders issued in violation of this restriction will jeopardize an officer's entitlement to temporary or permanent duty allowances and are considered of doubtful competency for the purpose of per diem payment. TEMDU issued


for consecutive periods of temporary duty at the same place, whether or not broken by short periods at the official PDS, must be approved as follows when it is anticipated the entire period of duty involved is in excess of 6 months:





		(1)	When a command desires to issue orders for a temporary assignment in excess of 6 months, it should request authority in accordance with JFTR, paragraph U2145. SECNAV has delegated the authority to approve such requests to BUPERS. Requests will be submitted to BUPERS (Pers-463C) for processing prior to approval. Upon approval, orders will specifically include such approval either within the basic order itself or by endorsement thereto.





		(2)	Approval prescribed in the preceding paragraph is not required if, during a temporary assignment of 6 months or less, it is determined that additional time is required to complete the assignment, and the time from the date of the determination to the new date of  completion will not exceed 6 months. An extension of a temporary assignment may be authorized by an assignment officer issuing a modification to orders, or by an authorized commanding officer with an endorsement on the officer's orders or by an attachment thereto. The endorsement must show:





			(a)	The date the temporary assignment is extended.





			(b)	 The reason for such extension.





			(c)	The new estimated date of completion of temporary assignment. This cannot exceed 6 months from the date the temporary assignment is extended.





			(d)	In cases of slippages in a ship's construction schedule, the date of the Prospective Commanding Officer's orders granting the authority.





2. Orders to Courses of Instruction:





	a.	DUTY UNDER INSTRUCTION (DUINS). (JFTR, Volume 1, Appendix A, refers.) Personnel are ordered to DUINS as PCS. Orders to DUINS apply when the intended cumulative duration of duty is 20 weeks or more at one location (uninterrupted by temporary duty away from the school or installation). DUINS orders will not be converted to TEMDUINS.





	b.	TEMPORARY DUTY UNDER INSTRUCTION (TEMDUINS). Orders, including a school or installation scheduled en route for less than 20 weeks, constitute a temporary assignment. Personnel are ordered to these sites in a TEMDUINS status en route to a PDS. Sometimes unforeseen delays will extend a scheduled course beyond 20 weeks. The commanding officer is responsible for immediately notifying BUPERS (Pers-41, 42, 43 or 44) of the circumstances causing the delay of the officer completing the TEMDUINS. These delays include leave, hospitalization, unfavorable weather conditions in courses involving flying, etc. The possibility that unforeseen delays might extend a scheduled temporary assignment beyond 20 weeks does not change the fact that the orders, based upon the scheduled length of the course, constitute a temporary assignment.





	c.	Some TEMDUINS orders must be modified by CHNAVPERS to extend the present period of TEMDUINS or to change the member's status from TEMDUINS to DUINS. This should not be used as a means to avoid ordering the officer to DUINS when the originally anticipated TEMDUINS period is in excess of 20 weeks. 





		(1)	When it is determined the officer will require additional course(s) or be unable to complete the currently scheduled course(s) of instruction, CHNAVPERS or BUPERS may issue a modification to:





			(a)	Extend the present period of TEMDUINS if the remaining duration does not exceed a 20 week period (i.e., the period remaining from the date the orders are modified plus the additional scheduled course(s) is less than 20 weeks), or





			(b)	Change the status to DUINS if the remaining duration exceeds a 20 week period (i.e., the period remaining from the date when the orders are modified plus the additional scheduled course(s) exceeds 20 weeks).





		(2)	When an officer has remained beyond the assigned period of TEMDUINS without CHNAVPERS  authorization, the commanding officer must notify BUPERS of the circumstances which caused the officer to remain beyond the assigned period. CHNAVPERS will (by a modification to the orders) either approve the period the officer has remained beyond the authorized period or change the status of the member from TEMDUINS to DUINS when the remaining duration exceeds 20 weeks. 





		(3) 	When an officer has remained beyond 20 weeks without a CHNAVPERS modification, the commanding officer must notify BUPERS of the circumstances which caused the officer to remain beyond 20 weeks.  CHNAVPERS will then issue a modification to reconstruct the officer's orders to reflect DUINS status effective on the date the officer passed the 20 week period. Once the officer has completed 20 weeks at one location without a modification to orders, that location becomes the officer's PDS.





		(4)	Entitlement to appropriate temporary allowances is based upon the intent of the orders as originally written. However, temporary allowances are no longer payable after receipt of an order modification to DUINS as this constitutes a PCS.





	d.	Conservation of TEMDUINS funds is a primary factor in rotation plans and policies. To the maximum extent possible, training will be collocated with either the old or new  command.





3.  ADDITIONAL DUTY (ADDU) ORDERS. ADDU orders assign an officer to perform additional duty in conjunction with permanent duty. No travel is authorized by ADDU orders unless specified in the orders. The officer is not, in any case, detached from his/her permanent duty station. The following types of ADDU orders for officers must be issued by CHNAVPERS (ADDU orders for officers other than those listed may be issued at the discretion of the local commanding officer):





	a.	Those which result in an increase in basic pay and/or allowances of the officer (e.g.,


hazardous duty, duty in a flying status involving flying, or duty which entitles the officer to incentive pay).





	b.	Those which would entitle the officer to reimbursement of travel expenses.





	c.	Those of a permanent or semi-permanent nature (more than six months in duration) to a command other than the officer's parent command where he/she performs principal duties.





	d.	Those assigning an officer to command of a shore activity. (For temporary assignment to command of a fleet activity or vessel, see Chapter 6 of this manual.)





	e.	Exceptions to this policy must be approved by CHNAVPERS prior to the issuance of ADDU orders.





4.	TEMPORARY DUTY PSI PROGRAMMED SCHOOL INPUT (PSI) ORDERS. Officers who will begin entry level training within 90 days of commissioning will be assigned TEMDU (ACC: 150) prior to the training. Officers who will not commence entry level training within 90 days of commissioning will be assigned as follows:





	a.	Any officer whose TEMDU assignment prior to entry level training would not result in entitlement to per diem (e.g., OHARP, commissioning source, afloat, etc.), may continue to be assigned TEMDU (ACC: 150).





	b.	Any officer whose TEMDU assignment prior to entry level training would result in entitlement to per diem will be assigned PCS (ACC: 108) for that assignment. Officers assigned PCS to the Washington, DC headquarters activity area will be assigned PCS to BUPERS (ACC: 108) then TAD to local commands (i.e., OPNAV)





	c.	When an officer is ordered to an activity for TEMDUFURASPERS, the placement officer responsible for the gaining activity posts a billet in excess for the intended TEMDU activity into which the officer can be proposed by the assignment officer. Normal OAIS order processing is followed thereafter. The number of officers in a TEMDUFURASPERS status must be held to an absolute minimum.





5.	TEMPORARY ADDITIONAL DUTY (TAD) ORDERS. TAD orders temporarily assign an officer in addition to present duties for periods not in excess of six months. The same time limitations apply to TAD assignments as with TEMDU assignments as outlined in article 2.1.1.c. of this manual. Upon completion of the TAD assignment, the officer is directed to resume regular or TEMDU. For guidance in requesting or preparing TAD orders, see article 2.16 of this manual.





6.	ACTIVE DUTY SPECIAL WORK (ADSW) ORDERS. ADSW orders assign inactive reserve or USN/USNR-RET members from home to ADSW for a limited or specified period of time, and which direct, upon completion, release to inactive duty at which time the member returns home. For further guidance and procedures, see Chapter 11 of this manual.





7. 	PERMISSIVE TRAVEL AUTHORIZATIONS:





	a.	A permissive travel authorization authorizes (as distinguished from directs) a personal


movement for the convenience of the individual involved and at no expense to the government. Government transportation for the member, dependents and household effects is not authorized, nor is payment of dislocation allowance. Such transfers must be effected during periods of leave (except for hospital patients) and no proceed or travel time is authorized. Until time of execution, the individual has the option to consider the order canceled should he/she decide not to bear the expense involved.





	b.	Occasions arise when the assignment of an individual to a desired area would be highly beneficial from a humanitarian/morale standpoint, but is not justifiable in view of the expenditure of government funds required. Permissive orders provide a procedure for effecting such transfers on a no-cost basis to the government. Due to the varying ability of individuals to absorb the cost of a transfer, abuse of permissive orders, misunderstanding, and the possible connotation that an individual "bought" an assignment, such orders must be stringently regulated and issued only in the most limited circumstances.  Initiation for the request for permissive orders should stem solely from the individual member and should not be instigated by the Navy. Acceptance of such orders must be entirely voluntary. No-cost swaps, no-cost moves in the same geographical area, and family members duty are still authorized. To guard against the danger of abuse and ensure uniform application of criteria, requests for permissive orders will be considered and processed in the following manner:





		(1)	The assignment officer will prepare a staff sheet memorandum to the cognizant division director via cognizant placement officer and appropriate branch head, enclosing the request and any substantiating documents. Information will be included about the billet occupied, availability of a relief, activity and billet to which officer can be assigned in the event the request is approved, and recommendations.





		(2)	Orders will not be issued until staffing action on the request has been completed.





8.	NORTH ATLANTIC TREATY ORGANIZATION (NATO) SUPPLEMENTAL TRAVEL ORDERS:





	a.	In accordance with agreements of the NATO member nations, supplemental travel orders will be prepared by the PSD or detaching command and attached to each order requiring travel to, from or within a NATO nation. ATEXT 66011 has been applied to each activity UIC located in a NATO country (except Portugal), which directs the detaching command to prepare NATO travel orders in accordance with BUPERSINST 1320.6 (series). NATO countries are:


Belgium France Italy Norway United Kingdom Canada Greece Luxembourg Portugal* United States Denmark Iceland Netherlands Turkey Spain Federal Republic of Germany *Since Portugal does not accept facsimile signature on supplemental travel orders, pen-and-ink


signature is required for both the order (PCS or TAD) and the supplemental travel order when traveling in Portugal (ATEXT A66048).





	b.	The agreements require (1) the NATO order to be written in both English and French, (2) members possess and carry arms only when authorized by their orders, and (3) couriers be in possession of a NATO travel order which shows the number of dispatches carried and certifies they contain official documents.





	c.	When there is a requirement for frequent passage from one NATO country to another, the NATO travel order may be issued to individuals to cover a period not to exceed one year from the date of issue.





