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DO NOT COMPLETE ANY PORTION OF THIS FORM PRIOR TO ORDERS START DATE. 
This is intended to be used when recalling reservists to active duty for definite recall orders to ensure a smooth transition and mitigate delays in pay and benefit coverages.  If circumstances warrant completing the form earlier, please contact Navy Personnel Command (NAVPERSCOM) PERS-92 for guidance. 
Submit completed checklist within 5 days of Service member's release to final duty station to PERS-92 via e-mail at PERS-92@navy.mil.
Failure to submit this form may result in immediate order cancellation.
         
Contact PERS-92 immediately with questions or to cancel or modify orders, as necessary.
NRC/NOSC CO/Designated Representatives:  Please contact PERS-92 with questions at 901-874-4512, 3456, or 4456.
NRC/NOSC: If the Service member reports for active duty pursuant to definite recall orders and has NOT already completed this checklist, do NOT gain the member to active duty. Contact PERS-92 immediately with questions or to cancel/modify the orders as necessary.
Section I: NSIPS Checkout to Active Duty Transaction
1. Service member has been checked-out in NSIPS, changing the DSC from 200 to 211 per the member's orders 
    as outlined below: 
         a.  Log in to NSIPS 
         b.  Select "Losses" 
         c.  Select "Check out" 
         d.  Select "Create" 
         e.  Enter member's full SSN 
         f.   Select action reason: "ADR" 
         g.  Enter Ultimate Duty Assignment UIC 
         h.  Click "Save" 
         i.   Upon supervisor approval, member will be able to be gained by servicing PSD 
Section II: Required Forms (To be completed by the member as applicable to the orders.)
1. NPPSC 1300/1 Application for Transfer and Advances
2. NPPSC 1300/2 Traveler Checklist
3. NPPSC 1300/3 NPPSC PCS Transfer Checklist
4. NPPSC 1300/4 NPPSC Receipts Checklist
5. NPPSC 4650/1 Passenger Reservation Request 
6. NPPSC 7000/1 NPPSC Travel Electronic Funds Transfer (EFT) Information
7. NPPSC 7000/2 Advance BAH Request
8. NPPSC 7220/1 Dislocation Allowance (DLA) Statement
9. NPPSC 7220/2 Temporary Lodging Expense (TLE) Allowance Certification
10. NPPSC 7220/5 Temporary Lodging Allowance (TLA) Worksheet
11. NAVPERS 7430/1 Electronic Funds Transfer (EFT) Data Sheet
12. DD Form 2058 State of Legal Residence Certificate
13. IRS Form W-4 for current year 
Section III: Information to be Updated and Verified (As applicable to the orders.)
1. Dependency Application/Record of Emergency Data 
    (Page 2 via milConnect at https://www.dmdc.osd.mil/milconnect/) 
2. SGLI Information via SGLI Online Enrollment Services (SOES) 
    (via milConnect at https://www.dmdc.osd.mil/milconnect)
Section IV: Required to be Submitted to Transaction Service Center (TSC)
1. Endorse member's orders. 
2. Scanned in member's orders and all completed forms
3. Submit Sales Force transaction to TSC Norfolk to execute gain to active duty per orders, with the orders and forms attached, and add the below instructions in the comments section:
         a.  Select “New”
          b.  Select “PersPay”
          c.  Enter “Subject”
          d.  Enter “Description” (this can be the same as Subject)
         e.  Select “Request Type” “Reserves”
          f.   Select “Problem Code” “ADOS/ADSW” for CANREC/ADOS/Definite Recall
          g.  Select “Needed By Date”
          h.  Select “Section Category” “ADOS/ADSW” or “CANREC”
         i.   Select “Routed PSD” “TSC Norfolk”
          j.   Select “Effective Date”
          k.  Select “Contact name”
          l.   Select “Save”
          m.  Attach documents to “Files” (drag and drop)
         n.  Select “Next”
         o.  “Queue Name” type “PP Reserve Services” and select next
          p.  Enter comments if necessary and select next and then finish.
SECTION II: NAVY RESERVE ACTIVITY ENDORSEMENT
ENDORSEMENT OF THIS APPLICATION REPRESENTS FULL RECOMMENDATION OF THIS APPLICANT BY THE COMMAND. 
ALL INFORMATION IS CERTIFIED TO BE TRUE TO THE BEST OF MY KNOWLEDGE.
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