Officer Transfer Manual


(NAVPERS 15559B)





ORDERS AND SPECIAL REQUIREMENTS





2.2   PCS TRANSFER ORDER DELIVERY, INTERPRETATION AND EXECUTION. (MILPERSMAN 1810240 refers)





1.	PCS ORDER DELIVERY. PCS orders are delivered by letter or message as follows:





	a.	LETTER ORDERS. Original letter orders and any modifications will be mailed to the Personnel Support Activity Detachment (PSD) assigned to support the member's activity and to those activities involved in the transfer. Activities not supported by a PSD will receive original letter orders directly. Copies of orders will be reproduced locally and given to the member.





	b.	MESSAGE ORDERS. Message orders will be sent via the activity's communications center. Message orders will be reproduced locally by the PSD and one copy certified  ORIGINAL MESSAGE" with signature of the commanding officer/officer in charge of the processing activity (or the designated representative). When message orders are relayed to an officer by telegram, the officer concerned, upon presentation to the disbursing officer, will endorse the telegram with the words "ORIGINAL ORDERS RECEIVED" and affix his/her signature. This certification will be sufficient to enable the disbursing officer to make


reimbursement for mileage without further confirmation.





	c.	Although orders will be addressed via activities providing personnel accounting support, they are directed to the member being transferred. Authority to specify the detachment date within the month of detachment remains with the member's reporting senior. When a PASS office processes orders, the officer being transferred will ensure the PASS office is informed of the detaching date approved by the reporting senior.





	d.	In all cases, the NAVCOMPT 3067 DETACHING (DEPARTING) ENDORSEMENT TO ORDERS, will contain the following entry in block 49: "BUPERS ORDER (enter the entire number combination: Julian date/year, SSN/designator found on the first line of orders subject line) IS DELIVERED FOR COMPLIANCE." On other documents requiring a six character order authorization number, only the Julian date preceded by two zeros


will be entered (e.g., 002528).





	e.	An officer's reporting, or prospective reporting senior, will always be provided a copy of the reporting officer's orders. OAIS automatically provides a copy of orders to reporting seniors, except in those cases where the reporting senior is not commanding officer of the detaching or gaining activity. Examples of this situation are:





		(1)	Shore station commanders/commanding officers 





		(2)	Ship/squadron commanding officers


	


		(3)	All commanding officers/commanders, etc.





		(4)	Wing commanders





		(5)	Destroyer squadron commanders





		(6)	All officers assigned to detachments in a component of an activity (e.g., PSDs, Personnel Exchange Program Detachments, Navy Legal Services Detachments, etc.)





	f.	When an officer's reporting senior is not attached to the detaching or gaining activity,


placement officers will ensure a copy of the orders goes to the reporting senior by entering the reporting senior's UIC as an external copy-to addressee on the OAIS order screens.





	g.	When basic orders are issued in response to message requests, a free text will be included to the effect that "THIS ORDMOD ANSWERS USS _________ (DTG)" and all of the commands listed as INFO addees on the original request will be included on the external routing of the orders or ORDMOD.





	h.	RETENTION OF COPIES OF ORDERS AND MODIFICATIONS. Copies of orders, all subsequent modifications and the supporting documentation that was used to create the orders is retained for one fiscal year and three months by the assignment offices that originated the orders. For OAIS generated orders, the required documentation will include prints of the COST APPROVAL AND ORDER RELEASE and the PERSONALIZED TEXT SELECTION screens with the comeback copies of the orders.  For manually produced orders, the documentation will include copies of the Officer Assignment Document(s), NAVPERS Form 1301/3, and the  comeback copies of the orders.





	i.	CONFIRMATION OF TELEPHONE (COTA) OR VERBAL ORDERS. Under certain circumstances, assignment officers can authorize transfer and order cancellation or modification via telephone (outside Washington, DC) or verbally (in Washington, DC). The assignment officer shall notify both the officer and the transferring command's Personnel Accounting Office of the verbal or telephoned orders. Follow-on written confirmation orders must be accomplished within seven days of issuance of verbal or telephoned orders and must include the date and place the officer was located at the time of the verbal or telephone authorization. One of the following PTEXTs will be used in the confirmed orders and must appear either as the very first statement or the very last statement in the orders.





		(1)	For confirmation of telephoned instructions to the officer stating the location of the officer on the date telephoned instructions were issued:





	P74021 (CONFIRMED TELEPHONE INSTRUCTIONS ON (date) TO (city and state member is located).





		(2)	For confirmation of verbal instructions to the member in Washington, DC. (Member may be here for duty or visiting his/her assignment officer while en route on orders.)





	P74022 (CONFIRMED VERBAL INSTRUCTIONS OF (date) AT WASHINGTON, DC.)





		(3)	Division directors must approve and maintain records of all verbal or telephone orders (COTA).





		(4)	Reimbursement for travel expenses incurred under verbal or COTA orders may not be made until written confirmed orders are received by the member.





	j.	COMMITMENTS IN ORDERS:





		(1)	FOLLOW-ON DUTY STATION OVERSEAS. When making a commitment for an overseas accompanied tour as a follow-on to a hardship tour, assignment officers will ensure the constituent understands all the specifics. Once PCS orders to the hardship tour are issued, the officer's dependent travel entitlements are in accordance with the Joint Federal Travel Regulations (JFTR) U5222-D4 or D5, as appropriate. Eligibility for overseas station allowances, on behalf of dependents (Cost of Living Allowance - COLA; Overseas Housing Allowance - OH) is in accordance with JFTR U9301-D. Assignment officers will ensure orders state the commitment, reference the JFTR U5222-D4 or D5 (as appropriate) and U9301-D, and obligate the officer to sufficient service to complete the accompanied tour. PTEXT P73029 will be specified on the Personalized Text Selection Screen:





P73029 IAW JFTR U9301-D AND U5222-D YOU ARE SCHEDULED TO BE ASSIGNED TO SERVE AN ACCOMPANIED TOUR OF DUTY IN IMMEDIATELY FOLLOWING COMPLETION OF RESTRICTED TOUR IN/WITH . TOUR OF DUTY IS MONTHS ACCOMPANIED BY DEPENDENTS. MOVEMENT OF DEPENDENTS TO PROPOSED NEW DUTY STATION AT GOVERNMENT EXPENSE CONSTITUTES YOUR AGREEMENT TO SERVE ACCOMPANIED BY DEPENDENTS TOUR. COMMAND DELIVERING ORDERS CONDUCT INTERVIEW REQUIRED BY OFFTRANSMAN CHAPTER 4 PRIOR TO DELIVERY.





	(2)	HOMEBASING.   Homebasing is returning an officer to the same geographic location of the present duty station as a follow-on tour to a hardship assignment. The same JFTR references apply to homebasing as those for the follow-on duty station overseas commitment. Again, orders must state the commitment and reference the JFTR. It should be noted that the officer is entitled to move dependents by virtue of assignment to a restricted area. However, to reduce family disruption and conserve scarce PCS funds, the officer should be encouraged to leave dependents at their present location. PTEXT P73020 will be specified on the Personalized Text Selection Screen: 





	P73020 YOU ARE SCHEDULED TO BE ASSIGNED BACK TO (OLD DUSTA LOCATION) IMMEDIATELY FOLLOWING COMPLETION OF RESTRICTED TOUR IN/WITH (RESTRICTED DUSTA LOCATION OR VESSEL/STAFF*). YOU ARE PARTICIPATING IN HOMEBASING; THEREFORE YOU ARE ENCOURAGED NOT TO RELOCATE YOUR DEPENDENTS DURING YOUR RESTRICTED TOUR. JFTR U9301-D AND U5222-D APPLY.


* Vessel or staff specified by SECNAV as operating in an overseas area for contemplated period of 1 year or more (OPNAVINST 4600.16 (series)).





	k.	LOST ORDERS. Correspondence concerning orders issued by CHNAVPERS should refer to the entire BUPERS ORDER NUMBER as stated in the first line of the orders' subject line. If orders are lost, the following actions apply:





		(1)	Orders not received by the officer's command or lost prior to delivery to the officer.





			(a)	Orders issued by message require the officer's present command must request its servicing communications facility to have the message order retransmitted.





			(b)	Orders issued by letter and not received are considered to be undelivered. The order must be canceled and reissued using the appropriate undelivered order cancellation and reissue format.





		(2)	Orders lost after commencement of travel but prior to reporting to the ultimate duty station.  Since the member does not have an order to complete the transfer, the unexecuted portion of the order must be canceled and reissued.





		(3)	Orders lost after member reports to the ultimate duty station and prior to settlement of the travel claim. With the exception of a doubtful claim, when an officer has lost the original or the original  and all copies of PCS orders, the claim will be processed by the disbursing officer servicing the officer's  PDS in accordance with Navy Travel Instructions (NTI), paragraph 1101-10. 





2. INTERPRETATION OF ORDERS:





	a.	DETACHING PHRASES IN ORDERS. Detaching instructions in the Detaching Activity Section of the orders are to be interpreted as follows:





		(1) 	EDD (ESTIMATED DATE OF DETACHMENT). When given as a month and year (unless otherwise directed in orders), detachment must take place within the month indicated. When given as a day, month and year (unless otherwise directed in the orders), detachment must take place no later than 10 days after the date indicated. Under no circumstances, may an officer's actual detachment date from his/her permanent duty station 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 commanding officer must detach the officer within the month indicated unless otherwise directed in the orders.





		(3)	"AT DISCRETION OF REPORTING SENIOR DETACHMENT MAY BE DELAYED NO MORE THAN ONE MONTH PAST THE EDD MONTH." The commanding officer may detach the officer any time between the first day of the EDD month and the last day of the month immediately following the EDD month. Under no circumstances, may the actual


detachment cross over into the following fiscal year.





		(4)	"AT DISCRETION OF REPORTING SENIOR DETACHMENT MAY BE DELAYED NO MORE THAN TWO MONTHS AFTER EDD MONTH." The commanding officer may detach the officer any time between the first day of the EDD month and the last day of the second month immediately following the EDD month. Under no circumstances, may the


actual detachment cross over into the following fiscal year.





		(5)	"HEREBY DETACHED." The commanding officer will detach the officer within 24 hours after the orders are received.





		(6)	"REPORTING SENIOR DIRECTED TO DETACH MEMBER ON OR ABOUT (date)." The commanding officer has a discretionary period of 10 days on either side of the given date in which to detach the officer. Under no circumstances may the actual detachment cross over into the following fiscal year.





		(7)	"REPORTING SENIOR DIRECTED TO DETACH MEMBER WITHIN 10 DAYS AFTER REPORTING OF RELIEF."  Orders should ordinarily be endorsed to detach the officer within 10 days after his/her relief reports. The command may designate an officer already on board as a relief, when appropriate.





		(8) 	"WHEN RELIEVED AND WHEN DIRECTED BY REPORTING SENIOR, DETACH." Orders should normally be endorsed to detach the officer within 10 days after his/her relief reports and when directed by the commanding officer. The leeway permitted by the word "normally" is interpreted to apply only to those cases in which the underway operations of an afloat unit prevent adherence to the 10 day period. Requests for exceptions should be referred to the appropriate BUPERS assignment division director. Orders for officers in afloat commands being relieved by a newly commissioned officer may be written "WHEN DIRECTED IN month,


year) DETACH," instead of "WHEN RELIEVED...," if watch keeping requirements or other circumstances so dictate. However, the officer being relieved will be detached not later than the second month following that in which the relieving officer reports (e.g., relieving officer reports in March, and the officer being relieved detached not later than May).





		(9)	"UPON COMPLETION OF (type of temporary duty at an intermediate station) AND WHEN DIRECTED, DETACH." Orders shall be endorsed by the commanding officer at the activity concerned upon completion of temporary duty or temporary duty under instruction.





	      (10) "REPORTING SENIOR DIRECTED TO DETACH MEMBER IN TIME TO PROCEED AND REPORT ON (date) AT FOLLOWING STATION." The latest date of detachment will be four days (when entitled to proceed time) plus travel time in advance of the specified reporting date.





	      (11) "REPORTING SENIOR DIRECTED TO DETACH MEMBER ON OR AFTER (date)." Orders will be endorsed to detach the officer on or after the date indicated but in sufficient time to ensure reporting by the Not Later Than (NLT) date at the next duty station as shown in the orders. When a NLT date is not indicated, orders will be endorsed to detach the officer within 10 days after the date indicated. Under no circumstances, may the actual detachment date cross over into the following fiscal year.





	     (12) "UPON DISCHARGE FROM TREATMENT." Orders will be endorsed by the commanding officer of the medical facility concerned when in his/her opinion the patient is physically qualified for discharge from treatment to duty, sick leave, convalescent leave, separation processing, physical evaluation board, home, another medical facility or to such other assignment as may be specified in the orders. 





	     (13) "PROCEED ON OR ABOUT (date)." Travel should commence 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 (TAD/TEMADD) orders.





	    (14) "PROCEED IN TIME TO REPORT NOT LATER THAN (date)." Travel is to commence and be completed at such times to ensure the officer reports on the specified reporting date. This phrase is used only in temporary additional duty (TAD/TEMADD) orders.





	b. 	REPORTING PHRASES IN ORDERS. Specific reporting instructions appearing in the intermediate or Ultimate Activity Sections of orders are to be interpreted as follows:





		(1)	"EDA" (Estimated Date of Arrival). When given as a month and year, unless otherwise directed in orders, arrival must take place within the month indicated. When given as a day, month, year, unless otherwise directed in orders, arrival must take place no later than 10 days after the date indicated.





		(2)	"REPORT NOT EARLIER THAN (date)." Arrival must take place no earlier than the date indicated.





		(3)	"REPORT NOT LATER THAN (date)." Arrival may take place earlier but no later than the date specified.





		(4)	"REPORT NLT (date) AND NET (date)." Arrival may take place earlier than the date specified to prevent leave being used, however payment of per diem will not begin until the specified "not earlier than" date.





		(5)	"REPORT IN (date)." The officer may report in the month specified, but no later than the last day of the month.





		(6)	"REPORT ON (date)." The officer must report on the date specified.





		(7)	"REPORT ON OR ABOUT (date)." Member must report between 10 days before date specified and 10 days after date specified.





		(8)	"REPORT ON OR BEFORE (date)." Member may report any time, but not later than the date specified.





3.	DELAY IN REPORTING (DELREP). MILPERSMAN 3020080 authorizes BUPERS to grant 30 days leave in all PCS orders. In the event unusual circumstances require a departure from this policy, maximum DELREP (P75002) will be granted. Exceptions to the 30 days DELREP allowance must be approved by the appropriate assignment branch head/division director. Orders returning officers to the continental United States or the District of Columbia for separation will contain authorization for delay en route (refer to MILPERSMAN 3830240). PCS


orders will allow 30 days DELREP (P75030) except in the following cases:





	a.	 Initial orders to active duty.





	b.	 Hospitalization.





	c. 	Second PCS move within 12 month period.





	d. 	Homeport changes.





	e. 	Unusual circumstances such as death or illness, detachment for cause, emergency or key operational dates.





	f. 	Upon completion or non-completion of flight training.





	g.	Detachment from certain activities in Japan (A5518).





4.	TRANSPORTATION IN CONNECTION WITH PCS ORDERS. BUPERS (Pers-4) does not direct a specific means or mode of transportation in connection with PCS orders. This authority has been delegated to Navy Passenger Transportation Offices (NAVPTOs) who will determine the availability or non-availability of government air and make complete transportation arrangements using commercial carriers as necessary to meet mission requirements. Refer to NAVMILPERSCOMINST 4650.2 (series), paragraphs 1310 and 7110 regarding transportation policies and procedures.





	a.	Normal mode of PCS travel overseas is by air except when travel by air is medically


contraindicated. PCS orders will direct the use of government air OUTUS. Requests for order modifications to "authorize" vice "direct" the use of government air OUTUS are normally authorized only in connection with authorized leave over the transoceanic/international portion of the journey and must be completely justified in detail to BUPERS (Pers-4). If circuitous travel is involved, the complete en route travel itinerary must be included in the justification.





	b.	The officer may elect the mode of travel in CONUS. If he/she elects to travel by air within CONUS without air travel being authorized or directed in the orders, his/her travel time will be computed on the basis of commercial carrier travel time. If air travel is directed (not authorized) in the orders, the travel time between any two points in the United States is reduced to one day. Air travel is sometimes directed in the United States simply to limit travel time (e.g., for round trips between east and west coast, or vice versa, to perform TEMDU in connection with PCS orders) and Home of Record travel in conjunction with consecutive overseas assignments.





	c.	ORDERS FOR OFFICERS DETACHING FROM DEPLOYABLE UNITS. whether or not it is expected that a particular ship or unit will be deployed at the time a set of orders is executed, order formats for transoceanic travel (i.e., F502, F351, etc.) will be used by assignment officers. This policy minimizes later order modifications occasioned by changes in deployment schedules. It is more cost effective to write orders on the assumption of the need for overseas transportation and have the overseas transportation information go unused than it is to issue a modification after initial orders are sent.





	d.	Total baggage allowance will be stated in the orders. JFTR, paragraph U3610-A authorizes reimbursement for excess baggage. Authorization for granting excess baggage rests with CHNAVPERS. To reduce additional charges levied by the airlines when excess baggage is authorized, CHNAVPERS will ensure that PCS orders authorizing excess baggage are reviewed individually in order to ascertain definite need. If excess baggage is required in connection with related duties (e.g., unusual clothing/equipment for divers, aviators, chaplains, etc.), then appropriate excess baggage may be authorized in PCS orders. Navy sponsored dependents are not authorized excess baggage, and family pets may not be transported as excess baggage. The basic allowance ONLY will be allowed for officers under orders for retirement or RAD unless coming from an isolated area. The following special paragraphs are to be included in PCS orders which necessitate the authorization of baggage aboard MAC and contract flights:





		(1)	"For air travel, free baggage allowance is two pieces of checked baggage, each piece not to exceed 62 linear inches or 70 pounds, and one carry-on bag not to exceed 45 linear inches."





		(2)	"In carrying out basic orders, piece(s) excess baggage authorized."





5.	CIVILIAN CLOTHING. Officers assigned to designated overseas activities (UIC) are paid a Clothing Allowance, Civilian (CAC) when civilian clothing is required to be worn in the performance of their duty. (DoDPM 30605 and MILPERSMAN 2640260 refer.) Procedures for including the CAC authorization in orders are:





	a.	Pers-20 approves requests for UICs requiring CAC authorizations. Upon approval, Pers-4G2 will be provided with the list of UICs, or BSCs and UICs, with the authorized  allowance of either "Summer and Winter" or "Summer or Winter" clothing indicated for each UIC, or BSC/UIC.





	b.	When CAC is authorized for specific BSCs at an activity, placement officers will include the appropriate PTEXT listed above.





	c.	Where specific BSCs within an activity are authorized CAC, Pers-4G2 will notify the


appropriate placement officer. Pers-4G2 will also make a note of this requirement on the Personnel Text Screen (PTEXT) for the activity in OAIS2.


	d.	A complete list of designated activities for officer CAC and any future additions and


deletions from this list may be verified in the Order Support Section (Pers-4G2).





6.	EXECUTION OF ORDERS. When reserving and obligating PCS travel funds, BUPERSINSTs 7040.6 and 7040.7 require each member to submit a Travel Information Form (NAVPERS 7040/1). PASS personnel servicing officers will provide personnel the forms and counseling during check-in and check-out. They will also ensure the form is accurate and submitted immediately to:





	Permanent Change of Station Variance Component (PCSVC)


	1240 East Ninth Street


	Cleveland, OH 44199-2088





