
Step # Action Required (to include Review Notes) Responsible 
Party

Timeline (as 
applicable)

Action References Key Documents Notes

1 Member ordered to appear at Court Martial (CM) hearing due to serious 
offense.

Command Applies to Special (SPCM) or General Court-
Martials (GCM) only.

2 Is member ordered into Pre-Trial Confinement? Yes, initiate confinement 
order. No, continue to step 3.

Command Command:
1. CO prepares DD Form 2707 (confinement order).
2. Update NSIPS Transient Tracking (for follow-up 
purposes and signaling to PERS-4 status of member).

Manual for Court Martial (MCM) 
2024

DD Form 2707 Member still attached to command until sentence 
is adjudged at CM.

2.1 Send copy of DD Form 2707 to servicing TSC. Command
Servicing TSC

Prior to arrival 
at MCF

Command:
1. Submit DD Form 2707 via Salesforce (SF).
Servicing TSC:
2. Review pay account, and stop applicable pay in 
accordance with DoD FMR Vol. 7A. Start meal deduction 
(DN), if member does not have an open DN.

DoD FMR Vol. 7A, Chapter 1
MCM 2024, Part 2, Chapter 10
SECNAV M-1640.1

DD Form 2707 Members only entitlement in a confinement status 
is Basic Pay and Basic Allowance for Subsistence 
(BAS). If member has dependents, BAH 
entitlement will continue. Standardize verbiage for 
SF transaction.

Stop all other allowances (i.e. CSP, SDAP, Sea 
Pay, etc.).

Single:  Change BAH/S to BAH/P or BAH/N to 
BAH-Diff if applicable with enough child support.
Married:  BAH/D or BAH/C continues.

If pay has been stopped due to UA or Civilian 
confinement status it is started when returned to 
military control.

*NOTE: Pretrial confinement is a serious restraint, 
but whether it's officially "lost time" (requiring extra 
service) or earns credit/excused time hinges on 
the legal outcome, making it crucial to have legal 
counsel review the confinement's legality.  Unit CO 
can determine whether pretrial ultimately will be 
applied as lost time, regardless of acquittal.

2.2 Member is processed into designated Military Correctional Facility (MCF) 
for holding until trial date.

Command Command:
1. Escort member to designated MCF.

MCM 2024 DD Form 2707

2.3 Member is released from Pre-Trial confinement, however, trial is still 
pending.

MCF
Command
Servicing TSC

Date of 
release

MCF:
1. Provide DD Form 2718 to command upon release.
Command:
2. Provide escort to pick up member.
3. Submit DD Form 2718 to servicing TSC to restart pay 
entitlements.
Servicing TSC:
4. Start entitlements effective release date, and change 
ACC Code to 390 (Legal Hold).

DoD FMR Vol. 7A, Chapter 1
MCM 2024, Part 2, Chapter 10
SECNAV M-1640.1

DD Form 2718
Pay 
Memorandum/Authorization

Command needs to annotate whether member is 
returning to private quarters or restricted to the 
barracks or ship. If member is returning to private 
quarters, member is responsible to submit request 
to restart allowance.

*TSC will process based on the command request 
i.e., Stop DN, start BAH/S or BAH/N, and all other 
allowances.

3 Member reports for CM hearing. If CM results in no conviction, no 
confinement, or an acquittal, member returns to their command, proceed 
to step 4.  If found guilty, proceed to step 5. 

4 Member released from MCF and reports back to parent command. MCF
Command

Date of return 
to command

MCF:
1. Provide DD Form 2718 to command upon release.
Command:
2. Submit DD Form 2718, along with pay memorandum, 
to servicing TSC to restart pay entitlements and charge 
lost time (if applicable).
Servicing TSC:
3. Start entitlements effective date after confinement 
and close out confinement time (SK).  If confined, and 
change ACC Code to 100.

DoD FMR Vol. 7A, Chapter 1
DoDI 1325.07
MCM 2024, Part 2, Chapter 10
MILPERSMAN 1600-100

DD Form 2718
Pay Memorandum/
Authorization

*TSC will process based on the command request 
i.e., Stop DN, start BAH/S or BAH/N, and all other 
allowances.

5 Impose punishments awarded at CM.   A member may be awarded more than one 
punishment. Ensure to follow each step that 
applies.

TSC will process based on the CM documents 
submitted by the command. Effective date would 
be 14 days from adjudged date.

5.1 No confinement awarded. Yes, proceed to step 6.
5.2 Confinement 30 days or less. Yes, proceed to step 7. Legal Case Routing Guide
5.3 Confinement 31 days or more. Yes, proceed to step 8. Legal Case Routing Guide
5.4 Fines, or other sentences awarded. Yes, proceed to step 9. Legal Case Routing Guide
5.5 Forfeiture of Pay (FOP). Yes, proceed to step 10. Legal Case Routing Guide
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5.6 Reduction in Grade. Yes, proceed to step 11. Legal Case Routing Guide Refer to current President's Executive Order for 
automatic reduction to E-1 (Art 58a, UCMJ).  The 
automatic reduction to E-1 is effective the date of 
the EOJ.

5.7 Punitive discharge. Yes, proceed to step 12. Punitive Discharge types: 
(1) Dismissal (officers)
(2) Bad Conduct (enlisted)
(3) Dishonorable (enlisted)

*NOTE: OTH characterization that results in 
ADSEP shall be processed by command or TPU (if
applicable) - dependent on length of confinement 
time. 

6 No confinement awarded.
6.1 Member will return to parent command.

If member is awarded:
Fines, or other sentences awarded, continue to step 9,
Forfeiture of pay, continue to step 10,
Reduction in rate, continue to step 11,
Punitive Discharge, continue to step 12.

Command
Servicing TSC

Within 24 
hours

Command:
1. Member will return to parent command.
2. Submit Statement of Trial Results (SOTR) to impose 
punishments awarded (if applicable).
Servicing TSC:
3. Process punishments in accordance with SOTR.

SOTR

7 Confinement 30 days or less, imposed from CM hearing. Legal Case Routing Guide
7.1 Member escorted to designated MCF.

If member is awarded:
Fines, or other sentences awarded, continue to step 9,
Forfeiture of Pay, continue to step 10,
Reduction in rate, continue to step 11.

Command
MCF
Servicing TSC

Within 24 
hours

RLSO:
1. Provide command with SOTR.
Command: 
1. CO prepares DD Form 2707.
2. Submit DD Form 2707 and SOTR to servicing TSC.
Servicing TSC:
3. Process CM punishments in accordance with SOTR,
and change ACC Code to 391.
Command:
4. Escort member to nearest MCF, whether under Cost
TDY Orders,  if within close proximity, No-Cost TAD 
Orders.
MCF:
5. Receive member and personal belongings.

DoD FMR Vol. 7A
DoDI 1325.07
NAVADMIN 244/14
MCM 2024, Part 2, Chapter 10
MILPERSMAN 1640-060

TDY Orders/No-Cost TDY 
Orders (if local)
DD Form 2707
SOTR
Plea Agreement (as 
applicable)

Parent command is responsible for the submission 
of CM documents to servicing TSC to impose 
punishments awarded after CM is adjudged.

*NOTE: Pay attention to the Plea Agreement.

7.2 Confinement sentence complete. Member will be escorted to 
command/TPU.

If member is awarded:
Punitive Discharge, continue to step 12.

MCF
Command/TPU

MCF:
1. Upon completion of sentence, and pick up by 
command escort, issue DD Form 2718.
Command:
2. Send escort to receive member from MCF.
3. Submit DD Form 2718, along with pay memorandum
to servicing TSC to start entitlements.
Servicing TSC:
4. Ensure fines, reduction in grade, and FOP posted (if
applicable).
5. Close out confinement (SK02) with the disposition of
lost time (Court Memorandum via NSIPS). Sign and 
issue NAVPERS 1070/606. Change ACC Code from 
391 to 100. Reactivate pay entitlements.

DOD FMR Vol. 7A, Ch. 48, para. 
6.5
MCM 2024
NAVADMIN 244/14
MILPERSMAN 1640-060

DD Form 2718
Pay Memorandum/
Authorization

Member returns to a pay status after release of 
confinement.

Follow KSD Matrix to restart pay entitlements.

8 Confinement for 31 days or more, imposed from CM hearing. Legal Case Routing Guide
8.1 Request for PCS orders to MCF.  Member escorted to designated MCF.

If member is awarded:
Fines, or other sentences awarded, continue to step 9,
Forfeiture of Pay, continue to step 10,
Reduction in rate, continue to step 11.

Punitive Discharge, please see Note.

Command
PERS-00D
PERS-40/451
MCF

Command:
1. Notify PERS-00D, via e-mail: 
Jesse.j.holmes2.civ@us.navy.mil, or phone: (901) 874-
4529 , for issuance of PCS orders to MCF.
PERS-00D:
2. Will submit official request designating MCF and 
issuance of orders to PERS-40BB (Enlisted)/PERS-451 
(Officers) for PCS orders issuance.
PERS-40/PERS-451:
3. Upon receipt of required information will issue PCS
orders via naval message.
MCF:
4. Receive member and personal belongings.

MILPERSMAN 1640-060 DD Form 2707
SOTR
Plea Agreement (as 
applicable)

Command is responsible for the submission of CM 
documents to servicing TSC to impose 
punishments awarded after CM is adjudged.

Command shall forward member's medical (if not 
in GENESIS) and dental records to MCF (for 
archive upon discharge).



8.2 Transfer of member to MCF. Command
MCF
Servicing TSC

Command:
1. Ensure fines, reduction in grade, and FOP submitted 
in SF (if applicable).
2. Upon receiept of PCS orders, submit endorsed orders 
to servicing TSC.
Servicing TSC:
3. Ensure fines, reduction in grade and FOP posted.
4. Change ACC code to 391.
5. Process activity loss (SH03) from current command.
MCF:
6. Submit gain package to servicing TSC.
Servicing TSC:
7. Process activity gain (SG03) to MCF.

SOTR
Endorsed PCS Orders
MCF-Gain Package

Effective date on endorsed orders, are date of 
transfer to MCF. Application for Transfer and 
Advances is NOT required.

*MCFs endorsements are the dates on DD 2707 
and DD 2718.

8.3 Confinement sentence complete.  Member will report to nearest TPU for 
further processing.

If member is awarded:
Punitive Discharge, continue to step 12.

MCF
Servicing TSC

MCF:
1. Prior to release, verify status of EOJ.  If the EOJ is 
signed while in confinment, confirm punishment awarded 
on the SOTR is the same. If punishment awarded differs 
from SOTR, submit EOJ to servicing TSC to process 
changed punishments.
2. Upon completion of sentence, provide DD Form 2718.
3. Ensure member is escorted to nearest TPU for further 
processing.
4.  Ensure fines, reduction in grade, and FOP posted (if 
applicable)
5. Submit DD Form 2718, along with pay memorandum 
to servicing TSC to close out confinement time (SK02) 
and start entitlements.
Servicing TSC:
6. Close out confinement with the disposition of lost time 
(Court Memorandum via NSIPS). Sign and issue 
NAVPERS 1070/606. Change ACC Code from 391 to 
100. Reactivate pay entitlements.

DOD FMR Vol. 7A, Ch. 48, para. 
6.5
MCM 2024
NAVADMIN 244/14
MILPERSMAN 1640-060

DD Form 2718
Pay Memorandum/
Authorization

Member returns to a pay status after release of 
confinement.

Follow KSD Matrix to restart pay entitlements.

*Members who did not receive a punitive discharge 
receive orders to TPU (Enlisted) or Region (Office) 
to determine if ADSEP or BOI are required.  If not 
required, returned to ACC 100 status and returned 
to an available duty assignment.

**Appellate leave is not authorized for members 
not awarded a punitive discharge.

9 Fines, or other sentences awarded, imposed from CM hearing. DoD 7000.14-R
9.1 Submit CM documents to servicing TSC to process fines, or other 

sentences.
Command
Servicing TSC

Within 24 
hours

Command:
1. Submit SOTR to servicing TSC to process fine.
Servicing TSC:
2. Process fine (or other sentence) in accordance with 
SOTR.

DoD FMR Vol. 7A, Ch. 48, para. 
2.2 & para. 6.2.1

SOTR

10 Forfeiture of Pay (FOP) or Forfeiture of Pay and Allowances (FOPA) 
imposed from CM hearing.

DoD 7000.14-R FOP or FOPA take effect 14 days after the 
sentence is announced, except in a SCM.

*NOTE: Read the punishment in its entirety before 
taking any action on pays.  Pay attention to the 
plea agreement (esp. if any punishments are 
deferred). Allotments to dependents must be 
ensured by the TSC via the MCF during the 
processing of the order into the MCF.

10.1 Submit CM documents to servicing TSC to process FOP. Command
Servicing TSC

Within 24 
hours

Command:
1. Submit SOTR to servicing TSC to process FOP.  If 
member signs a plea agreement prior to the court 
martial being adjudged, include as KSD to servicing 
TSC.
Servicing TSC:
2. Process FOP in accordance with SOTR.

IAW Article 57a, UCMJ
MCM 2024
DOD FMR Vol. 7A

SOTR
Plea Agreement (as 
applicable)
EOJ (as applicable)

GCM:  a member automatically forfeits all pay and 
allowances while in a confinement or parole status 
when the sentence includes death; confinement for 
more than 6 months; or confinement of any length 
and either a dishonorable discharge, a bad 
conduct discharge, or a dismissal.

SPCM: a member automatically forfeits 2/3 of all 
pay while in a confinement or parole status when 
the sentence includes death; confinement for more 
than 6 months; or confinement of any length and 
either a dishonorable discharge, a bad conduct 
discharge, or a dismissal.  Allowances are not 
subject to automatic forfeiture in a SPCM. 

If punishment needs to be changed based on 
receipt of EOJ, submit separate SF transaction 
along with SOTR.



11 Reduction in Grade imposed from CM hearing. DoD 7000.14-R A reduction in grade that is adjudged in a CM 
sentence takes effect 14 days after the sentence is 
announced, except in a SCM.  If a member's 
sentence includes or requires a reduction in grade, 
apply forfeitures to the pay of the grade to which 
reduced.

*NOTE: Read the punishment in its entirety before 
taking any action on pays.  Pay attention to the 
plea agreement (esp. if any punishments are 
deferred).

11.1 Submit CM documents to servicing TSC. Command
Servicing TSC

Within 24 
hours

Command:
1. Submit SOTR to servicing TSC to process forfeiture 
of pay.
Servicing TSC:
2. Process reduction in rate in accordance with SOTR.

DoD FMR Vol. 7A, Ch. 48, para. 
3.1 and 3.2
MCM 2024
MILPERSMAN 1450-010

SOTR
Plea Agreement (as 
applicable)
CAA (as applicable)
EOJ (as applicable)

Automatic RIR to E-1 with punitive discharge, or 6 
months or more confinement.

A reduction in grade that is adjudged in a court-
martial sentence takes effect 14 days after the 
sentence is announced, except in a summary court-
martial. In a summary court-martial, an adjudged 
reduction in grade is effective the date the 
sentence is approved by the convening authority. 

If punishment needs to be changed based on 
receipt of EOJ, submit separate SF transaction 
along with SOTR.

12 Punitive discharge imposed from CM hearing. Article 66, UCMJ SOTR
CAA
EOJ

* A punitive discharge cannot be executed until the 
case has been reviewed by a military appeals court 
("appellate review").  The service member may be 
placed on appellate leave while the appeals 
process is underway. 

12.1 Verify Status of EOJ.

For member assigned to MCF:  If the EOJ has not been signed when the 
member is released from confinement, the MCF will coordinate transfer 
to TPU.  Continue to step 12.2.

For member assigned to parent command/TPU:  If the EOJ has not been 
signed, continue to step 12.3.

For member assigned to parent command/TPU/MCF*:  If the EOJ has 
been signed, continue to step 12.4.

*NOTE:  If the Notification of Completion of Appellate Review (NOCAR) 
is received while member is in confinement, proceed to step 14.  The 
MCF will be responsible for submitting SF transaction to execute 
member's discharge.  In these cases, a DD 2718 will not be issued.  The 
ending date of loss time  will be the date of NOCAR.

MCF/TPU/
Command

CAA
EOJ
Post Confinement Order 
Request (if applicable)

There are two types of appellate leave:

(1) Voluntary Appellate Leave:  Leave a member 
may request any time after their court-martial 
conviction, but before the EOJ is signed.  The 
member must have served all of their confinement 
time, if applicable.  If the leave is approved, 
command must ensure all separation requirements 
on NPPSC 5800/2 and NPPSC 1900/1 are 
completed prior to the member physically departing 
from the command.  Member will remain under the 
command's UIC and the command is required to 
track the member until the EOJ is signed.  Upon 
receipt of EOJ, command will contact PERS-451 
and NAMALA to coordinate member's transfer.

(2) Involuntary Appellate Leave:  Leave that is 
mandatory once the Convening Authority (CA) has 
acted on the court-martial case and the EOJ is 
completed.  A member must be transferred to 
NAMALA.  Command will contact PERS-451 and 
NAMALA to coordinate member's transfer.

12.2 Request for PCS orders to TPU. MCF
PERS-451

MCF:
1. Notify PERS-451, via e-mail: 
Michael.t.nash.civ@us.navy.mil, or phone: (901) 874-
3481, for issuance of PCS orders from MCF.
PERS-451:
2. Process PCS orders request and release via naval 
message.

NAVADMIN 244/14

12.2.1 Transfer of member to TPU.  Member escorted from MCF to TPU. MCF
TPU
Servicing TSC

MCF:
1. Coordinate travel to designated TPU and submit 
endorsed orders to servicing TSC to process activity 
loss from MCF.
2. Submit DD 2718 to close out confinement time.
3. Submit transfer package to Servicing TSC.
Servicing TSC:
4. Close out confinement (SK02).
5.  Process activity loss (SH03) from MCF.
TPU:
6. Submit endorsed orders to servicing TSC to process 
activity gain.
Servicing TSC:
7. Process activity gain (SG03) to TPU.

DD Form 2718
Endorsed PCS orders
NPPSC 5800/2 (Voluntary) 
(as applicable)
NPPSC 1900/2 (as 
applicable)

MCF will provide TPU with any collected items 
from NPPSC 5800/2 and 1900/2.  MCF is 
responsible for providing member's medical/dental 
records to TPU.



12.2.2 Member may request voluntary appellate leave.

If approved, continue to step 12.2.3.
If disapproved, member will report to command for duty until EOJ is 
completed.  Upon receipt of EOJ, proceed to step 12.2.4.

TPU
Servicing TSC

TPU:
1. Process accrued leave via NSIPS, if applicable.  If 
unable, submit hard copy to servicing TSC.
2. Complete NPPSC 5800/2 (Voluntary - section 1).
Servicing TSC:
3. Process leave via NSIPS (Type-A), if applicable.
4. Complete NPPSC 5800/2 (Voluntary - section 3).
5.  Complete applicable items on NPPSC 1900/2 prior to 
member's departure on leave.
TPU:
6. Confirm the posting of any fines, reduction in grade, 
and FOP and confinement was closed out (if applicable).

MILPERSMAN 1050-310 
through 1050-380
Legal Case Routing Guidance

NAVCOMPT 3065 (Type A) 
(as applicable)
NAVCOMPT 3065 (Type R)-
hard copy
NPPSC 5800/2 (Voluntary 
(sections 1 & 3))
NPPSC 1900/2 (as 
applicable)

*Only submit hard copy NAVCOMPT 3065 if 
accrued leave cannot be processed using 
command NSIPS.

**SB01 Type R leave chit start date should be the 
day after accrued leave ending date (if applicable) 
and the end date should be 300 days later).  
Ensure dates on paper appellate leave chit are 
filled out.

12.2.3 Member proceeds to home of record (HOR) at personal expense. TPU
Servicing TSC

Upon 
completion of 
NPPSC 
1900/2 & 
NPPSC 
5800/2

TPU:
1. Continue to track member until EOJ is received. DO NOT PROCESS ACTIVITY LOSS

*NOTE: Government expense is by using the least 
expensive method (excludes POV).

12.2.4 Upon receipt of EOJ, request for PCS orders to NAMALA for Involuntary 
Appellate Leave.

*NOTE:  If the Notification of Completion of Appellate Review (NOCAR) 
is received while member is at TPU, proceed to step 13.  The TPU will 
be responsible for submitting SF transaction to execute member's 
discharge.

RLSO
TPU
NAMALA
PERS-451

Upon receipt 
of EOJ

RLSO:
1. Provides TPU with copy of EOJ.
TPU:
2. Complete NPPSC 5800/2 (Voluntary - section 2). 
NAMALA:
3. Approves member for transfer.
PERS-451:
4. Issues PCS orders to NAMALA, UIC: 47353.

CAA
EOJ
NPPSC 5800/2 (Voluntary - 
section 2)

TPU is also required to submit Appellate Leave 
package electronically via DOD SAFE, and forward 
medical/dental records via mail.

12.2.5 Transfer to NAMALA. TPU
Servicing TSC

Same day as 
release of 
PCS orders to 
NAMALA

TPU:
1. Submit endorsed PCS orders (effective date will be 
date of issuance) to servicing TSC to lose member from 
TPU.
Servicing TSC:
2.  Process activity loss (SH03).

Endorsed PCS Orders
DD 2707/2718 (as applicable)

12.2.6 Member is adminstratively assigned to NAMALA.

Upon receipt of NOCAR, proceed to step 13.

NAMALA
Servicing TSC

NAMALA:
1. Submit endorsed orders to servicing TSC to process 
activity gain.
Servicing TSC:
2. Complete NPPSC 5800/2 (Voluntary - section 4).
3.  Process LG04 to UIC 47353.
4.  Process LC04 to ADSN 3852.
5. Update TMTR to NAMALA UIC 47353, ACC 393.
6. Update NSIPS Panel 1 to change UIC to 47353.

Endorsed PCS Orders
NPPSC 5800/2 (Voluntary - 
section 4)

12.3 Member may request voluntary appellate leave.

If approved, continue to step 12.3.1.
If disapproved, member will report to command for duty until EOJ is 
completed.  Upon receipt of EOJ, proceed to step 12.3.2.

Command/TPU
Servicing TSC

Command/TPU:
1. Process accrued leave via NSIPS, if applicable.  If 
unable, submit hard copy to servicing TSC.
2. Complete NPPSC 5800/2 (Voluntary - section 1).
Servicing TSC:
3. Process leave via NSIPS (Type-A), if applicable.
4. Complete NPPSC 5800/2 (Voluntary - section 3).
5.  Complete applicable items on NPPSC 1900/2 prior to 
member's departure on leave.
Command/TPU:
6. Confirm the posting of any fines, reduction in grade, 
and FOP and confinement was closed out (if applicable).

MILPERSMAN 1050-310 
through 1050-380
Legal Case Routing Guidance

NAVCOMPT 3065 (Type A, as 
applicable)
NAVCOMPT 3065 (Type R)-
hard copy
NPPSC 5800/2 (Voluntary 
(sections 1 & 3))
NPPSC 1900/2 (as 
applicable)

*Only submit hard copy NAVCOMPT 3065 if 
accrued leave cannot be processed using 
command NSIPS.

**SB01 Type R leave chit start date should be the 
day after accrued leave ending date (if applicable) 
and the end date should be 300 days later).  
Ensure dates on paper appellate leave chit is filled 
out.

12.3.1 Member proceeds to home of record (HOR) at personal expense. Command/TPU
Servicing TSC

Upon 
completion of 
NPPSC 
1900/2 & 
NPPSC 
5800/2

Command/TPU:
1. Continue to track member until EOJ is received. DO NOT PROCESS ACTIVITY LOSS

12.3.2 Upon receipt of EOJ, request for PCS orders to NAMALA for Involuntary 
Appellate Leave.

*NOTE:  If the Notification of Completion of Appellate Review (NOCAR) 
is received while member is at TPU, proceed to step 13.  The TPU will 
be responsible for submitting SF transaction to execute member's 
discharge.

RLSO
Command/TPU
NAMALA
PERS-451

Upon receipt 
of EOJ & 
NPPSC 
5800/2 
(Voluntary)

RLSO:
1. Provides command with copy of EOJ.
Command/TPU:
2. Complete NPPSC 5800/2 (Voluntary - section 2). 
NAMALA:
3. Approves member for transfer.
PERS-451:
4. Issues PCS orders to NAMALA, UIC: 47353.

CAA
EOJ
NPPSC 5800/2 (Voluntary 
(section 2)

Command/TPU is also required to submit 
Appellate Leave package electronically via 
encrypted email or DOD SAFE, and forward 
medical/dental records via mail.

12.3.3 Transfer to NAMALA Command/TPU
Servicing TSC

Same day as 
release of 
PCS orders to 
NAMALA

Command/TPU:
1. Submit endorsed PCS orders (effective date will be 
date of issuance) to servicing TSC to lose member from 
command/TPU.
Servicing TSC:
2.  Process activity loss (SH03).

Endorsed PCS Orders
DD 2707/2718 (as applicable)



12.3.4 Member is adminstratively assigned to NAMALA.

Upon receipt of NOCAR, proceed to step 13.

NAMALA
Servicing TSC

NAMALA:
1. Submit endorsed orders to servicing TSC to process 
activity gain.
Servicing TSC:
2. Complete NPPSC 5800/2 (Voluntary - section 4).
3.  Process LG04 to UIC 47353.
4.  Process LC04 to ADSN 3852.
5. Update TMTR to NAMALA UIC 47353, ACC 393.
6. Update NSIPS Panel 1 to change UIC to 47353.

Endorsed PCS Orders
NPPSC 5800/2 (Voluntary - 
section 4)

12.4 Member is directed involuntary appellate leave. Request for PCS orders 
to NAMALA.

*NOTE:  If the Notification of Completion of Appellate Review (NOCAR) 
is received prior to the transfer to NAMALA, the command/TPU/MCF is 
responsible for submitting SF transaction to execute member's 
discharge.

RLSO
Command/TPU/
MCF
NAMALA
PERS-451

Upon receipt 
of EOJ
NPPSC 
5800/2 
(Involuntary)

RLSO:
1. Provides command/TPU/MCF with copy of EOJ.
Command/TPU/MCF:
2. Complete NPPSC 5800/2 (Involuntary - section 1)
NAMALA:
3. Approves member for transfer, and notifies PERS-
451.
PERS-451:
4. Issues PCS orders to NAMALA, UIC: 47353.

MILPERSMAN 1050-310 
through 1050-380
Legal Case Routing Guidance

EOJ
NPPSC 5800/2 (Involuntary)

Command/TPU/MCF is also required to submit 
Appellate Leave package electronically via 
encrypted email or DOD SAFE, and forward 
medical/dental records via mail.

12.4.1 Transfer to NAMALA Command/TPU/
MCF
Servicing TSC

Same day as 
release of 
PCS orders to 
NAMALA

Command/TPU/MCF:
1. Submit endorsed PCS orders (effective date will be 
date of issuance) to servicing TSC to lose member from 
current command/TPU/MCF.
Servicing TSC:
2.  Process activity loss (SH03).

Endorsed PCS Orders
NPPSC 5800/2 (Involuntary)

12.4.2 Member is adminstratively assigned to NAMALA.

Upon receipt of NOCAR, proceed to step 13.

NAMALA
Servicing TSC

NAMALA:
1. Submit endorsed orders to servicing TSC to process 
activity gain.
Servicing TSC:
2. Complete NPPSC 5800/2 (Involuntary - section 2).
3.  Process LG04 to UIC 47353.
4.  Process LC04 to ADSN 3852.
5. Update TMTR to NAMALA UIC 47353, ACC 393.
6. Update NSIPS Panel 1 to change UIC to 47353.

NPPSC 5800/2 (Involuntary)

13 Execute member's discharge.

If member is in confinement, continue to step 13.1.

Command/MCF/
TPU/NAMALA
TSC Norfolk

Command/TPU/MCF/NAMALA:
1. Submit complete separation package to TSC Norfolk.
TSC Norfolk:
2. Initiate processing of DD Form 214 and process E503 
(Strength Loss).
Command/TPU/MCF/NAMALA:
3. Archive medical/dental records.

NOCAR Package includes:
- NOCAR (and SCMO, if 
applicable)
- Separation questionnaire 
(NPPSC 1900/1)
- Separation checklist 
(NPPSC 1900/2) items:
-- CAA/EOJ
-- NMCCA
-- DD 2648
-- DD 2707/2718 (as 
applicable)

10-day notification is not required when NOCAR is 
issued.

SCMO applies to court-martial cases prior to 
January 2019.

*NOTE: Ensure the confinement time is closed out 
and member is returned to ACC 100 (for lost time 
and E503 processing).

**Ensure to issue DD 214 and E503 posting 14 
days after NOCAR is issued.

13.1 Receipt of DD Form 214, if less than 1 year of confinement reamining, 
member will remain at current MCF.

MCF

13.2 Member has requisite time upon issuance of DD Form 214 (1 year or 
more remaining of confinement), member eligible for transferred to 
Federal Bureau prison. 

MCF

******* For cases where an appellate review did not affirm the findings of a court-
martial (i.e. charges/sentence was disapproved, set aside, a re-hearing 
or re-sentencing authorized, or recall from appellate leave, contact 
NAMALA staff at (202) 685-0100 or via email at namala_staff@usmc.mil 
or OMB MBW NAMALA@usmc.mil.
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