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Presenter Notes
Presentation Notes
Welcome to this lesson on NAVPTO Transportation Requests. 






Objectives

 Identify the Key Supporting Documents (KSDs) required to request 
transportation from NAVPTO.

 Demonstrate the steps required to properly complete the Passenger 
Reservation Request (PRR).

 Demonstrate the steps required to submit requests to NAVPTO via 
eCRM.

Presenter Notes
Presentation Notes
The objective of this lesson is to identify the documents and steps required to request transportation from NAVPTO. Upon completion of this training, trainees should be able to demonstrate completion of a Passenger Reservation Request (PRR) and submission of a NAVPTO case in eCRM. 



Introduction

 The Navy Passenger Transportation Office (NAVPTO) provides 
passenger transportation to all DoD members worldwide. 

 Per JTR and the Fly America Act, for transoceanic travel, members 
must use available government-procured transportation, otherwise 
reimbursement is not authorized. PCS orders direct Sailors to use 
government-procured air travel, and members must use U.S. flag 
carriers for all government-funded travel outside the U.S.

 To ensure a smooth government-funded travel experience, it is critical 
that all requests are complete, accurate, and submitted well in advance.
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Presentation Notes
In this lesson we will cover:
 

Passenger Reservation Request & DD Form 884




Timelines

 Submit PRR to NAVPTO as soon as possible after member receives orders.

 NAVPTO is able to book Air Mobility Command (AMC) flights as early as 90 to 120 days once 
AMC schedules are available.

 If departure/arrival location is not an AMC channel, flights can be booked farther out 
depending on when commercial flights are available to the Travel Management Company 
(TMC)

 OCONUS transportation must be requested NLT 90 days prior to detachment.

 CONUS transportation must be requested NLT 45 days prior to detachment.

 In emergent situations, submit PRRs NLT two weeks before travel date. 

 PRRs submitted within two weeks of the requested travel date may have departure dates 
adjusted based on flight availability.
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TIMELINES: 
NAVPTO can arrange commercial flights up to 120 days (4 months) before travel date. For Air Mobility Command (AMC), flights can be booked once AMC schedules are available, typically 90 – 120 days in advance. 
For OCONUS transportation, submit requests a minimum of 90 days prior to detachment. For CONUS transportation, submit requests a minimum of 45 days prior. If Air Mobility Command (AMC) covers the required transportation route, flights cannot be scheduled until AMC flight schedule is available to NAVPTO. AMC schedules are usually available 90 days in advance. In emergent situations, ensure PRRs are submitted no later than (NLT) two weeks before travel date. PRRs submitted within two weeks of the requested travel date may have departure dates adjusted based on flight availability. 

NOTE 1: Per Defense Travel Regulations, Part I, Chapter 103, when an AMC flight is available, NAVPTO will execute a Travel Performance Period (TPP) to ensure maximum use of AMC availabilities. That means NAVPTO may book PCS travel up to 10 days after the requested flight date (up to 20 days if pet reservations are required) – this booking/port call officially modifies member’s orders. If the booked reservation does not support mission requirements, (e.g. mandatory report dates/mission critical evolutions), submit supporting mission impact statement from gaining command indicating the need for alternate transportation arrangements.

120 days – 4 months
90 days – 3 months
NLT – No later than

Original text:  
Passenger Reservation Requests (PRR) should be submitted to NAVPTO as soon as possible after a member receives orders.�
NAVPTO books commercial flights as early as 120 days (4 months) before travel. �
If Air Mobility Command (AMC) travel is required, NAVPTO can book flights once AMC schedules are available, typically 90 days (3 months) in advance.�
Requests for OCONUS transportation must be submitted a minimum of 90 days prior to detachment. Requests for CONUS transportation must be submitted a minimum of 45 days prior.�
In emergent situations, ensure PRRs are submitted no later than (NLT) two weeks before travel date. PRRs submitted within two weeks of the requested travel date may have departure dates adjusted based on flight availability.




Key Supporting Documents (KSDs) by Service

Additional for USN Only
 Passenger Routing Instruction message               

(as applicable for deployed units) 
 DD 884 Application for Transportation for 

Dependents (as applicable) 
 Dependent Entry Approval (as applicable) 

Additional for USAF Only
 Centrally Billed 

Account (CBA) Memo 
(as applicable)

Required for both USN & USAF
 Orders and all modifications 
 NATO orders (as applicable) 
 NPPSC 4650/1 Passenger Reservation Request 
 Copies of passports and visas (as applicable) 
 AMC Pet Risk Acknowledgment letter (as applicable)  

Presenter Notes
Presentation Notes
Key Supporting Documents: 
All Navy passengers are required to submit their official PCS orders along with all orders modifications received and the NPPSC 4650/1 PRR. Some members may require additional KSDs, such as: DD 884 (if requesting dependent travel), DEA (if traveling to a foreign country), copies of passports and visas for all travelers (if traveling to a foreign country), NATO orders (as applicable), and the AMC Pet Risk Acknowledgement (as applicable). 

All USAF passengers will submit their orders along with the NPPSC 4650/1 PRR. Some USAF passengers will require a Centrally Billed Account (CBA) Memo, if they do not have a government travel card. For USAF members requesting TDY travel, submit the TDY orders along with a TDY PRR form and CBA memo. All USAF members travel tickets will be charged to their GTCC for PCS and/or TDY travel unless a CBA memo is provided.

NOTE TO TRAINER: Have copies of PRR, DD884, AMC Risk Acknowledgement letter ready to show (either as print outs or opened in another window.) Links to all forms can be found on the NAVPTO PRR Process Fact Sheet linked on MyNavy HR (https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/240502_FACT%20SHEET_NAVPTO%20PRR%20PROCESS.pdf?ver=UNyIa6dI-0IKY8wbn5CwRg%3d%3d)



NPPSC 4650/1 Passenger Reservation Request (PRR)

What is a PRR? 
A Passenger Reservation Request (PRR) is a 
form Sailors fill out and NAVPTO uses to book 
military or commercial flights for PCS travel. 

The PRR contains: 
• Sailor info, incl. passport number 
• Orders info, incl. gaining & losing 

commands, and RNLTD
• Dependents’ info, will they accompany?
• Travel info, incl. departure & arrival 

locations, and travel mode 
• POV and pet information, if applicable
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Q: What is a PRR? 
A: A Passenger Reservation Request (PRR) is a form Sailors fill out and NAVPTO uses to book military or commercial flights for PCS travel. 
The PRR contains: 
• Information about you, including your passport number 
• Orders information, including your gaining and losing commands and RNLT date
• Information about your dependents and whether or not they are accompanying you 
• Travel information, including departure and arrival locations, and travel mode 
• POV and pet information, if applicable




NPPSC 4650/1 Passenger Reservation Request (PRR) 

Presenter Notes
Presentation Notes
EXPLAIN ALL BOXES THOROUGHLY! Reiterate the importance of COMPLETE and ACCURATE information in this form. This is the primary source of information NAVPTO will be using to submit flight bookings to SATO. If your name is spelled wrong on the PRR, it is going to be spelled wrong on your ticket! All blocks must be completed. Do not use NAVPTO USE ONLY block. As you select each option, other blocks may appear that require specific information (i.e. accompanied vs. unaccompanied, PCS vs. COT, OSS, etc.)

Block 1: What type of travel are you requesting?
Block 2: Date you are completing the form.
Block 3: This is the CPPA’s name (or transportation POC for USAF personnel)
Block 4 and 5: CPPA phone number and e-mail address. This is the person NAVPTO will contact if the form has errors or the request is missing something.
Block 6 and 7: Servicemember’s name and DoD ID #. 
Block 8/9/10: Rank, DOB, Gender (Important these are correct for airline tickets)
Block 11: Member’s passport information. Must be provided if traveling to a foreign country. 
Block 12 and 13: Member’s phone number and e-mail address.
Block 14: Command member is detaching from (currently attached to). Provide command name, city, state, and country.
Block 15: Command member is reporting to. Provide command name, city, state, and country.
Block 16: Approved transfer date from current command.
Block 17: Earliest date member is available to travel. This is a requested travel date. NAVPTO is required to use available AMC flights whenever possible, which often means they must
book within a travel window up to 10 days after your requested date (possibly up to 20 days if pet reservations
are required). If a reservation other than your requested travel date impacts mission requirements, such as a
mandatory report date or mission-critical evolution, have your gaining command submit an impact statement
asking for alternate arrangements. NAVPTO will accept an email from the unit as an impact statement.
Block 18: The date your orders say you must report no later than at your new duty station. (TPP is travel performance period. See note for block 17.)
Block 19: If there are I-stops or TDY locations enroute to PDS, click yes. Once you click yes, form will expand with lines to list I-stop and TDY locations. Provide all information as this is what NAVPTO will use to book travel between all locations.
Block 20: Specify whether member is traveling accompanied or unaccompanied and type of travel (PCS, COT, etc.) 
Block 21: Provide member’s end date of active obligated service (b) and date of any applicable extensions to service.
Block 22: If you are going to an overseas duty location, overseas screening is required prior to booking travel.
Block 23: Length of tour in months (i.e. 24, 36)
Block 24: If you are going to a foreign country, Dependent Entry Approval may be required. If so, select yes. If not, select no.




NPPSC 4650/1 Passenger Reservation Request (PRR)  

Presenter Notes
Presentation Notes
EXPLAIN ALL BOXES THOROUGHLY! Reiterate the importance of COMPLETE and ACCURATE information in this form. This is the primary source of information NAVPTO will be using to submit flight bookings to SATO. If your name is spelled wrong on the PRR, it is going to be spelled wrong on your ticket! All blocks must be completed. Do not use NAVPTO USE ONLY block. As you select each option, other blocks may appear that require specific information (i.e. accompanied vs. unaccompanied, PCS vs. COT, OSS, etc.)

Block 25: List all dependents accompanying you on travel. Provide their full SSN. Provide all passport information if they have one. If you are traveling to a foreign country, passport is a requirement. No fee passport is required for entry into some locations and NAVPTO will ask for the no-fee passport number vs. a tourist passport if you are going to one of these locations. Even if you are traveling to CONUS, provide passport information if available in case routing takes you via Japan.
Block 26 & 27: Your complete address and phone number while on leave between duty stations. Cell phone number is best.
Block 28: Provide your personal e-mail address. Not your government e-mail that you cannot access while enroute.
Block 29: NOK. Not your spouse if they are traveling with you. Must be someone who is not on travel. 
Block 30: How many tickets are you requesting from NAVPTO? Do not leave blank. 
Block 31: If you have a seat preference, provide it here. This is not a guarantee.
Block 32: If you have been authorized excess baggage, provide the number here. This is going to be blank for most travelers.
Block 33: Provide alternate route if requested. Not a guarantee. 
Block 34: Any additional information you want NAVPTO to know about booking your travel. 
Block 35: If you are shipping your car, put the exact city and state of the VPC location you are dropping off and picking the car up from. Your VCC appointment confirmation e-mail will be required for NAVPTO to book you to the VPC location for vehicle pick up. 
Block 36: If you have pets, provide type and breed. Provide all details of cage. This determines if your pet can fly cabin vs. cargo and whether specific airlines will accept the pet. 



NPPSC 4650/1 Passenger Reservation Request (PRR)   
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Presentation Notes
Member and supervisor must both complete page 2 of the PRR. Provide member’s full name, rank, digital signature, and date. Supervisor must also provide their full name and rank, phone number, digital signature, and date.



Submitting to NAVPTO

 Submit the request to NAVPTO with all required KSDs.
 Primary means of case submission is via enterprise Customer Relationship 

Management (eCRM/Salesforce) using the information below:

Presenter Notes
Presentation Notes

 Primary means of case submission is via enterprise Customer Relationship Management (eCRM/Salesforce) using the information shown.

NOTE: USAF Personnel are not in Salesforce. For the contact name, they will use ***each other’s name? their own name? (not possible due to CPPA unable to create case eCRM update)*** 
USAF personnel on Guam will use UIC 43462 when creating eCRM cases.

TRAINER! Have Salesforce open in web browser. Log in to your account and provide live demonstration of how to create a case for submission to NAVPTO using these instructions. You will not actually submit the case, but go through the steps to show the trainees what it will look like so they can take notes. If possible, have them log in to their own Salesforce account and initiate a case as if they are submitting to NAVPTO to demonstrate knowledge. 



Submitting to NAVPTO 
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 Primary means of case submission is via enterprise Customer Relationship Management (eCRM/Salesforce) using the information shown.

Log into your Salesforce account. Select “Cases” from the drop down menu and click “new.” You will see the screen shown here. 

Explain each block. Ensure subject corresponds with naming convention shown on previous slide. Description should include as much information as possible. Include anything pertinent or unique to the case.
Request type NAVPTO_Transportation. Problem code based on where member is flying from and to.



Submitting to NAVPTO  

Presenter Notes
Presentation Notes

 Primary means of case submission is via enterprise Customer Relationship Management (eCRM/Salesforce) using the information shown.

Log into your Salesforce account. Select “Cases” from the drop down menu and click “new.” You will see the screen shown here. 

Explain each block. Ensure subject corresponds with naming convention shown on previous slide. Description should include as much information as possible. Include anything pertinent or unique to the case.
Request type NAVPTO_Transportation. Problem code based on where member is flying from and to. Effective date is date member is requesting to travel. Status will stay “initiated” for now. CPPA UIC is self-explanatory. For USAF personnel, UIC is 43462. Contact name is the TRAVELER’S NAME. Can also use DoD ID # to avoid choosing the wrong Sailor. This is not the CPPA’s name and system should block CPPA from trying to create a case with their own name. (For USAF… what are they using for contact record? They could “create new” like I did here for training contact or could use each other’s names if more than one POC assigned?)

Click “Save.”



Submitting to NAVPTO   

Presenter Notes
Presentation Notes
Clicking save brings you to this page, which is your main case screen. You will see the traveler’s information in the “Sailor Record” portion. Double check to verify that all information is correct so far while still in initiated status. 



Submitting to NAVPTO      
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Presentation Notes
Clicking the “Upload Files” icon will give you a pop up with the option to choose the files you wish to upload. You can select multiple files at a time for upload. 

**Ask trainees, “what are the minimum required KSD to upload for a NAVPTO request?”** (A: NPPSC 4650/1 PRR and Orders)

Once all files have uploaded, click done. 



Submitting to NAVPTO     

Presenter Notes
Presentation Notes
After verifying all information in your case is correct and all KSD have been added to the case files, you are ready to submit the case to NAVPTO for processing. The “pizza tracker” at the top of the page can be used to change your case’s status from “initiated” to “submitted.” Click the “Submitted” status and you will see the Key Fields shown above. Click “Mark as Current Status” on the far right side. Voila! Your case is submitted to NAVPTO and will be assigned to an agent for processing. Remember to log in to the eCRM system daily to check your notifications. You will receive updates about your case’s status and any case comments from the NAVPTO agent processing your travel. If NAVPTO requires any additional information from you, they may place your case in “CPPA Action Required” status with instructions to get the case back on track. You can also use the “Feed” section of your case to request any changes or provide additional information to the agent. If you require assistance with any case, your RSC team is here to help.



FAQ – Alternate Routing - LICWO

 Alternate Routing/Leave in Conjunction with Official Travel (LICWO)

 Blocks 33-34 of the NPPSC 4650/1 PRR provide the traveler an 
opportunity to request alternate routing or LICWO, Block 33 explains the 
provisions of alternate routing, but does not guarantee flights based on 
the alternate routing requested. 

 The PCS orders direct the official entitlement for travel. 

 LICWO is at the traveler’s expense. 

 NOTE: If a traveler changes their ticket through the LICWO process (or 
changes ticket by calling airline directly), the traveler is taking full 
ownership of tickets. NAVPTO/SATO cannot make changes to that ticket 
unless a full refund is issued by the carrier. 



FAQ - Ticketing

 Ticketing

 Tickets are booked immediately upon receipt of a complete 
transportation packet; however, e-tickets are not normally issued 
until 3-5 days before travel commences, per DTA-9 Navy Travel 
Service Contract. 

 If travel must be ticketed earlier, ensure EARLY TICKETING IS 
REQUESTED in case description and PROVIDE A REASON (ex. traveler 
desires alternate routing/LICWO, pets accompanying traveler, etc.) in 
eCRM request and NPPSC 4650/1 (Block 34).

 NOTE: Not all travelers should request early ticketing. If a traveler wishes to 
re-route tickets, they must follow the steps below under “Changing Flights.” 
Failing to follow the steps below may incur additional out of pocket, non-
reimbursable costs to the traveler.



FAQ – Changing Flights

Changing Flights

Change due to ORDMOD. 
Submit new eCRM case with KSDs, or update current case (if still 

open).

 Change due to personal preference of traveler. 
 See LICWO guidance 
 Additionally:
 If e-Ticket has not been issued, update eCRM case or submit 

new case as applicable requesting LICWO.
 If e-Ticket has already been issued, traveler must contact 

Transportation Management Company (CWT-SATO) to 
request changes – contact number is available in itinerary.

Presenter Notes
Presentation Notes
Procedures for common flight changes.




FAQ – Emergencies

Emergency Travel Issues

 If a traveler encounters an emergency travel issue (i.e., traveler at 
airport, e-Tickets not issued, flight cancellation and airline will not 
honor an exchange, or name does not match travel credentials [ID, 
passport, etc.]), the traveler must call the emergency number listed 
in the itinerary.

 If SATO cannot make necessary arrangements, SATO will contact 
NAVPTO duty personnel for guidance/resolution



FAQ – POV Storage

POV Pickup/Delivery to/from Storage Facility

Entitlement to Government funded travel to/from an official Vehicle 
Processing Center or an authorized commercial vehicle storage 
facility to drop-off/pick-up POV. 

 Traveler must provide documentation for proof of government 
storage or confirmation from facility for drop-off/pick-up of vehicle. 

 There is no entitlement for travel to an unofficial storage location 
(ex. parent’s home, friend’s home, etc.).



FAQ - Pets

 Pet Transportation

 Refer to Joint Travel Regulations (JTR) par. 050107 for reimbursable pet expenses. 

 When pet shipment is desired, request must be made with PRR (NPPSC 4650/1). 

 Complete all required information for pet on PRR and also provide age of pet.

 Cost of pets is based on commercial airline and/or AMC requirements. 

 Traveler bears all expenses not reimbursable under JTR par. 050107. 

 Commercial Airlines may refuse pet shipment at any time without notice. 

 Ensure the traveler confirms with the airline before departing for the airport. 



FAQ – Dependents’ Passports & VISAs

Family Transportation

PRR (NPPSC 4650/1) and DD 884 are required. 

Passport and VISA information for family members is required on 
the PRR. 

CPPA has the authority to request copies of passports for 
verification purposes.



FAQ – Homeport Shifts

Homeport Shifts

 If a ship/command is executing a homeport shift, command 
homeport shift coordinator must contact NAVPTO as early as 
possible (but no later than 90 days prior to effective date of 
homeport shift), via navpto_homeportshift@us.navy.mil. 

 Include HOMEPORT SHIFT in subject line. 

NAVPTO HQ will provide specific guidance related to the homeport 
shift to the command’s coordinator/personnel office.



FAQ – OCONUS TVL on U.S. flag carriers

OCONUS Travel. 
JTR par. 020206 and the Fly America Act requires that U.S. flag carriers 

be used for all commercial transportation when the Government funds 
the travel. 

 There is no transportation reimbursement for any leg of a trip when an 
unauthorized or unapproved non-U.S. flag air carrier service or foreign 
flag ship is used. 

Orders to members serving OCONUS direct the use of government-
procured air travel. 

Members booking their own travel OCONUS do so at their own risk in 
violation of orders. 



References

 NAVPTO PRR Process Fact Sheet, MyNavy Career Center, 15 August 2024

 NAVPTO Case Routing Guidance, 17 September 2024

 Navy Pay and Personnel Support Center (NPPSC) OPS Alert 022-24 
“Timely Submission of NAVPTO Cases,” 18 September 2024



Questions?

Thank you for your participation!
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