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Overview:

• New Accession Training (NAT) Guidelines

• NAT processing timeline

• Process flow for eCRM (Salesforce) submission

• Required Key Supporting Documents (KSDs)

• Common Errors and Issues

• NAT program Best Practices
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NRC SUBMITS NAT 
SEPARATION PACKAGE 

VIA SALESFORCE 
TRANSACTION TO RCOE

NAT Guidelines
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NAT Processing Timeline
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NAT Separation Package Submission in eCRM

6

• When using eCRM, follow the instructions below:

• Use the following data:
• Subject:  LAST, FIRST NAT SEPARATION
• Description:  “NAT package submitted for “RATE Last” for    

processing of Activity Gain, DD 214, separation leave, and 
Strength Loss to the Reserves.  All supporting KSDs 
attached.”

• Request Type:  Reserve Services
• Problem Code: RES Deactivation-NATS 
• Effective Date:  Date of Separation



eCRM Package Submission Example
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NAT Separation Package KSDs
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• KSDs in support of NAT Sailors for processing of Activity Gain, Separation   Leave, 
Strength Loss, and DD 214 issuance are required to be submitted within four business 
days from member’s reporting.  

• The package shall consist of the following:

• NSIPS Activity Gain panels 1 trough 4 (saved as incomplete)
• Endorsed Orders with applicable ORD MODs (endorsement required with departure 

date from training command and reporting date to NRC)
• DD Form 1351-2 Travel Voucher or Sub-Voucher (w/blocks 2-8, 11-16, & 20 complete)
• Flight itinerary
• Command approved SECNAV 7000/8T (Leave authorization)
• NPPSC 1900/5 (Rev. 03-2025) Reserve On Active Duty Deactivation Questionnaire 
• DD Form 4 Enlistment contract
• "A" school completion certificate



NSIPS Activity Gain Panel 1 through 4
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Activity Gain in NSIPS: Gains > Activity Gain > Use > Activity Gain – Create > Enter SSN

Report (Panel 1):  
• Action Reason:  TEM (Temporary Duty)

• UIC Report To:  Ultimate duty UIC shown on orders 

• Report Date:  Date member reported to NRC/NRA (from endorsement on orders)

• Geographic Duty Location:  Country of Duty station

• UIC received from:  Last duty station detached from 

• Loss Date:  Date member detached prior duty station (from endorsement on orders)

• ACC:  380 (from orders)

• ADSN Indicator:  Select No – ADSN is Changing



NSIPS Activity Gain  Panel 1 through 4 cont.
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Delay in Reporting (Panel 2):  

• Zip code:  NRC zip code for single Sailors and MMPA 68 line zip code for w/dependents
• BAQ Accom Status:  0 for single / 1 for dependent
• BAQ Type:  8 for single / blank for dependent
• Travel Time:  # days authorized for travel (CP is 1 and PA is computed per DToD)
• Leave Time:  # days remaining between detach and report date not accounted for in 

travel time
• Leave Type:  I (PCS)

Misc Data (Panel 3):
  

• DIFFCREW Indicator:  N, Y, or Z as per orders

Additional Reporting (Panel 4):  N/A for NATs

Return to Report (Panel 1) > Appr Action > Select Incomplete > Save



Example NSIPS Activity Gain
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Example NSIPS Activity Gain cont.
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Notes: (MPM 1050-082)
1.  Travel time via Commercial Plane (CP)/Government Plane (GP) - usually one day
2.  Travel time via PA is calculated per Defense Table of Official Distances (DTOD).
     # days authorized = Total miles/350 (remainder of 51+ = 1 additional day of travel)
3.  Proceed time is NOT applicable for NAT program



Example NSIPS Activity Gain cont. 
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Travel Voucher (DD Form 1351-2)
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• The travel voucher (DD Form 1351-2) is used to calculate elapsed time for processing 
the Activity Gain.  

• Travel voucher must match the endorsements on the member’s orders.  
• Annotate all transit time to ensure member is properly accounted for from date of 

departure from the training command to the date of report to the NRC/NRA.  
• Ensure member completes blocks 2 - 8, 11 - 16d, and 20.
• Ensure command completes blocks 20a - 21d.



Example DD Form 1351-2
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NPPSC 1900/1 (Rev 12-2024) Separation Questionnaire
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• NPPSC 1900/5 used to complete member’s DD 214 worksheet.  
• Information must be legible to the TSC clerk.  
• Recommended the form be typed to avoid errors.  
• The questionnaire needs to be signed by member and Commanding 

Officer or designee to verify accuracy.
• Ensure the member completes section I (blocks 1 -16b), section III 

and section IV(blocks 1-7) on page 2.
• Section II medical/dental endorsement needs to be signed and 

verified by the NRC.  Per MILPERSMAN 1133-090, if the member 
has a valid physical exam within 24 months from date of enlistment, 
then no additional screening or physical examination is required.



Example NPPSC 1900/1 (PG 1)
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Example NPPSC 1900/1 (PG 2)
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Separation Leave (SECNAV 7000/8T)
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• IAW MILPERSMAN 1133-090, upon completion of NRC processing, 
member shall be placed on separation leave.  

• If the member does not have enough leave to cover the entire processing 
period, the NRC has the authority to muster the member physically or via 
telephone until the separation date.  

• Unused leave shall be sold back upon release from the active component.
• NOTE:  To ensure proper accounting of leave days, NRC will submit a 

command approved separation leave request with the from and to dates 
blank.



Example Separation Leave (SECNAV 7000/8T)
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Common Errors and Issues

• Orders uploaded missing detaching endorsement from training 
command and/or reporting endorsement from NRC/NRA.

• NPPSC 1900/5 (Separation Questionnaire) has missing or incorrect 
data (i.e., block 15 lists non-relative)

• DD Form 1351-2 (Travel Voucher) has missing or incorrect data (i.e. 
departure and arrival dates do not align with endorsements on 
orders)

• Transactions not submitted in a timely manner can result in delay of 
final pay and may require DWOWS trouble ticket submission

• Uploading non-applicable documents adds to processing time.
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Best Practices

• Monitor command Projected Gain (PG) list for NAT Sailors
• Submit NAT separation package in eCRM within one business day 

of member reporting to NRC/NRA
• Track NAT transactions in eCRM to completion
• Complete CPPA action within two business days
• Fill out forms electronically vice handwritten to ensure documents 

are legible
• Ensure scanned KSDs are legible before uploading to case
• Keep up-to-date on OPS Alerts to ensure CPPAs are following 

changes to processes and forms



References:

• BUPERSINST 1900.8F, Certificate of Release or Discharge from Active Duty

• MILPERSMAN 1133-090, New Accession Training (NAT) Program

• OPS Alert 005-25, Updated NPPSC Forms1800/1, 1900/1, 1900/2, 1900/3, 1900/4, 
1900/5, 1900/6, 4650/1, AND 7220/5

• OPS Alert 018-24, Activity Gain Updates - Discontinue Use of Activity Report in NSIPS 
and Complete Activity Gains Panels 1 through 4

• MyNavyHR:  https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-
Center/Pers-Pay-Support/CPPA-Resources/

• RESPERSMAN 1150-050, Personnel Strength Gain Transactions

• Defense Table of Official Distances (DToD) https://dtod.transport.mil/Default.aspx. 
23

https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://dtod.transport.mil/Default.aspx


24

QUESTIONS?
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