
PERSPAY Center of 
Excellence:  

Reenlistments, Extensions, 
& Retains in Service



Introduction

To provide a basic understanding of the requirements of 
a CPPA for processing reenlistment and extension 

transactions and the understanding of MMPA Fids for 
verification purposes.



Objectives

• Reenlistments, Extensions, and Retain in Service KSDs

• Contract Routing

• Extensions

• Retain in Service

• Reenlistments

• Generating Administrative Remarks

• Case Routing Guidance

• Common MMPA Fids

• Best Practices & Common Issues

• Points of Contact and Resources



TSC NAPLES COE Reenlistment & Extension SOP
Reference Guide for Key Supporting Documents (KSDs)

REENLISTMENT
with Selective 

Reenlistment Bonus (SRB)

1. NPPSC 1160/1 (CCR)

2. NPPSC 1160/2 Reenlistment 
Checklist

3. Reenlistment Contract 
(signed)

4. Applicable Page 13s

o UCMJ Article 137
o LSL Sell Back
o Reenlistment SRB

5. CCC NSIPS SRB Approval

6. BUPERS 328 Approval 
(when applicable)
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REENLISTMENT
No SRB

1. NPPSC 1160/1 (CCR)

2. NPPSC 1160/2 Reenlistment 
Checklist

3. Reenlistment Contract 
(signed)

4. Applicable Page 13s:

o UCMJ ArtArticle 137
o LSL Sell Back

5. BUPERS 328 APPROVAL 
(when applicable)

1. NPPSC 1160/1 (CCR)

2. NPPSC 1160/2 Reenlistment 
Checklist

3. PMK-EE for the next higher 
paygrade to which authorized 
advancement. 

4. Reenlistment Contract (signed)

5. CCC NSIPS SRB Approval

6. Applicable Page 13s

o UCMJ Article 137
o Reenlistment SRB
o LSL Sell Back

7. BUPERS 328 APPROVAL (if 
applicable)

RC2AC REENLISTMENT
(Reserve Component to 

Active Component)

1. NPPSC 1160/1 (CCR)

2. NPPSC 1160/2 Reenlistment 
Checklist

3. BUPERS-3 TAR Recall Approval 
Letter or Naval Message on FTS 
Selection

4. Reenlistment Contract (signed)

5. CCC NSIPS SRB Approval (if 
applicable)

6. Applicable Page 13s

o UCMJ Article137
o RC2AC Statement of 

Understanding
o Reenlistment SRB

STAR REENLISTMENT
with Selective Reenlistment 

Bonus (SRB)

Retention Contracts (Reenlistment & Extensions) Required KSDs by Category

For inquiries, contact:
RSC_NAPLES@us.navy.mil  

mailto:RSC_NAPLES@us.navy.mil


TSC NAPLES COE Reenlistment & Extension SOP
Reference Guide for Key Supporting Documents (KSDs)
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Retention Contracts (Reenlistment & Extensions) Required KSDs by Category

For inquiries, contact:
RSC_NAPLES@us.navy.mil  

EXTENSION RETAIN IN SERVICE

Regular Extension

1. NPPSC 1160/1 (CCR)
2. Extension Contract (signed)

OBLISERV Extension

1. PCS Orders or FLTRES Approval 
Letter 

2. Extension Contract (signed)

OBLISERV to Train (OTT)

1. PCS Orders
2. Extension Contract (signed)
3. BUPERS 328 Approval

Mob/ADOS Reserve Extension

1. BUPERS Approval Memo or 
Mobilized ORDMOD

2. Reserve Extension Contract – to 
extend EREN, if applicable 
(NAVPERS 1070/621)

3. Active Duty Reserve (ADR) 
Extension Contract

       (NAVPERS 1070/622)

Voluntary Physical  Evaluation 
Board (PEB/MEDBOARD) ACC 355 
& Disability Evaluation System 
(DES)
1. Applicable Page 13
 
Legal & LIMDU ACC 105
1. Applicable Page 13
2. BUPERS 328 Approval (when 

applicable)

Note: RETAIN IN SERVICE THAT REQUIRES BUPERS 
328 (ECM) APPROVAL:

ACC 105 (LIMITED DUTY)

ACC 390 TEMDU Disciplinary on hold to a transient command 
/ TPU bot not confined, - Authorized if they are pending 
criminal proceedings.  Only if in ACC 390.  If not, send to B-
328 for approval.
***Key words “Pending Criminal Proceedings”***

ACC 392 TEMDU Disciplinary. Confined by civilian or foreign 
authorities and Confined by civilian authorities requires B-328 
approval see para 15.  If pending criminal proceedings by 
foreign jurisdiction it is authorized. Please see MPM 1160-050 
para 13 for more information.

Note: RETAIN IN SERVICE THAT DO NOT REQUIRE 
BUPERS 328 (ECM) APPROVAL:

ACC 355 Voluntary Physical Evaluation Board (PEB/MEDBOARD)

ACC 391 TEMDU Disciplinary.  Confined on a military facility, Do 
not require BUPERS 328 approval.

ACC 393 TEMDU Disciplinary. Member is on appellate leave - 
Authorized if member is under appellate review.  
MILPERSMAN 1050-310

mailto:RSC_NAPLES@us.navy.mil


TSC NAPLES COE Reenlistment & Extension SOP 
Contract Actions Requiring Prior Approval from BUPERS-328

• Conditional reenlistment MILPERSMAN 1160-030
• OBLISERV to Train (OTT) OPNAVINST 1160.8 (series) : To avoid potential monetary loss/SRB
• Page 13 in lieu of hard OBLISERV MILPERSMAN 1306-106: ties in with OTT
• Exception to Policy (ETP) 

• Examples:  HYT waiver, Pregnant Sailor extends 2 months beyond the delivery date

• Extension cancellation (as applicable) MILPERSMAN 1160-040
• Retain In Service due to medical/LIMDU MILPERSMAN 1160-050

• BUPERS-328 only accepts requests submitted on the ePAR 1306/7 form via the MyNavyPortal or by emailing MNCC 
directly at askmncc.fct@navy.mil.  Commands may contact MNCC directly at 901-874-MNCC (6622).  Consider 
submission lead time of 4 weeks prior.

• The following information is required on all submissions:

• Refer to https://www.mynavyhr.navy.mil/Career-Management/Community-Management/Enlisted-Career-
Admin/Reenlistment-Extensions/ 

• Rate and Name 

• EAOS/SEAOS

• PRD and/or transfer date

• CWAY status

• SRB/CSRB eligibility

• Reason for the submission

• Aggregate extensions months executed PRIOR to this request

• CO comments

• Command POC information

mailto:askmncc.fct@navy.mil
https://www.mynavyhr.navy.mil/Career-Management/Community-Management/Enlisted-Career-Admin/Reenlistment-Extensions/
https://www.mynavyhr.navy.mil/Career-Management/Community-Management/Enlisted-Career-Admin/Reenlistment-Extensions/


Contract Routing

• When generating contracts, save contract as “incomplete” in 
order for TSC Naples personnel to pull and approve your 
transaction.

• After saving contract as “incomplete”, you will then be able 
to print the contract and obtain required signatures.  Signed 
contracts will be submitted with required KSDs via eCRM 
within two days following the reenlistment.

• See following slides for further guidance.



Contract Routing:  Extensions

CPPA



Contract Routing:  Extensions

NSIPS CPPA account: 
Contract 

Administration>Extensions> 
Use>

Extensions - Create



Contract Routing:  Extensions

Search by using 
either the 
members full SSN 
or last and first 
name



Contract Routing:  Extensions

Select Contract type and the 
following window will pop up



Contract Routing:  Extensions



Contract Routing:  Extensions

MILPERSMAN 1160-040 and 
MILPERSMAN 1070-190 direct that 
the authorized official signing the 
extension contract (“Officer 
Name/Grade”) must:

- Be in grades E-5/GS-5 or senior,

- Have “By Direction” authority by 
the commanding officer.

*** Please note this only applies to 
extension contracts.  Reenlistments 

contracts must be signed by 
commissioned officers only. ***



Contract Routing:  Extensions



Contract Routing:  Extensions



Contract Routing:  Extensions



Contract Routing:  Retain in Service

CPPA



Contract Routing:  Retain in Service

NSIPS CPPA account: 
Main Menu>Retain in Service> Use>

Retained Loss - Create



Note: RETAIN IN SERVICE THAT REQUIRES BUPERS 328 (ECM) APPROVAL:
ACC 105 (LIMITED DUTY)

ACC 390 TEMDU Disciplinary on hold to a transient command / TPU bot not confined, - Authorized if they are pending criminal 
proceedings.  Only if in ACC 390.  If not, send to B-328 for approval.
***Key words “Pending Criminal Proceedings”***

ACC 392 TEMDU Disciplinary. Confined by civilian or foreign authorities and Confined by civilian authorities requires B-328 approval see 
para 15.  If pending criminal proceedings by foreign jurisdiction it is authorized. Please see MPM 1160-050 para 13 for more information

Contract Routing:  Retain in Service

DATE OF ACTION WILL BE THE DAY YOU INPUT 
THE RIS.

PLEASE BE ADVISED THAT RIS CANNOT BE 
RELEASED IF MEMBER’S EAOS IS 30+ DAYS 
FROM THE DATE OF ACTION DATE.

Legal & LIMDU ACC 105 Cases 
Require:
1.   Applicable Page 13
2.  BUPERS 328 Approval (when 

applicable) 



Contract Routing:  Retain in Service



Contract Routing:  Retain in Service

Enter number of 
months as needed, not 
to exceed 6 month per 
RIS.

Note:  NSIPS will only 
allow retain in service 
months 6 months at a 
time for both medical or 
legal “Retain in Service”



Contract Routing:  Retain in Service
NAVPERS 1070/613 (RIS Page 13)

Generate the RIS page 13
Search in Subject Category Code:  
Administrative – A

Subject: CENTER OF EXCELLENCE



Contract Routing:  Retain in Service
NAVPERS 1070/613 (RIS Page 13)



Contract Routing:  Reenlistments

CPPA



Contract Routing:  Reenlistments

NSIPS CPPA account: 
Contract 

Administrator>Reenlistments
> Use>Reenlistments- Create



Contract Routing:  Reenlistments



Contract Routing:  Reenlistments

Select the contract 
type in accordance with 
the members request



Contract Routing:  Reenlistments



Contract Routing:  Reenlistments

Note: Total Active 
service time will self 

populate



Contract Routing:  Reenlistments

• Navy LOSS code 801 - Only use 

if reenlisting same day as the 

EAOS,

• Navy LOSS code 802 is use if 

reenlisting before the EAOS 

date.  Highly encourage to 

reenlist at least 1 month out 

from the EAOS to avoid pay 

stoppage.  PERS side (Member 

Data Summary in NSIPS) gets 

updated within 24-48 hours, 

PAY side (MMPA) can take from 7 

to 10 business days.



Contract Routing:  Reenlistments



Contract Routing:  Reenlistments

Once you enter the 
Reenlistment Officers 

information you will then 
select the 2nd tab labeled 

“expectations” 



Contract Routing:  Reenlistments



Contract Routing:  Reenlistments

Incomplete

Save as 
incomplete



Contract Routing:  Reenlistments



CCC NSIPS SRB Approval

• Note to CCC:

• SRB Precert must be submitted 

35-120 days out from the 

reenlistment date.

• IAW: OPNAVINST 1160.8B (SRB 

Program)



NSIPS C-WAY Error and or HYT EDLN error 
when trying to generate the contract

Member requires Career 
Waypoints (C-WAY) approval 
to Reenlist.  E-3 to E-5 
personnel, as well as E-6 
personnel not selected for 
advancement to E7, must 
have C-WAY approval to 
reenlist if they have 14 years 
of obligated service as of 
their Soft (as extended) 
Extension of Active 
Obligated Service (SEAOS).

CWAY HELP DESK
Career_waypoints@navy.
mil

HYT HELP DESK
901-874-3048
For EDLN’s that are incorrect



Administrative Remarks

CPPA



Administrative Remarks

Navigate to:

Main Menu>Electronic 
Service>Record>Use>Administrative Remarks



Administrative Remarks

Search by using 
either the 
members full SSN 
or last and first 
name



Administrative Remarks

Select “Administrative”



Administrative Remarks

Type “center” and 
click enter on 
keyboard 

The minimum PG13s 
required are “Code of 
Conduct” and “UCMJ” 

- Only use SRB PG13 
if the member has an 
SRB 



Administrative Remarks

• “Select Remark
   Template”

• Check the box

• Select “Okay” 



Administrative Remarks

Edit number of years and leave 
sell back amount (if applicable)

Enter reenlist officer name, title, 
and reenlist date

Enter witness name (CPPA or 
CCC), title, and reenlist dateReenlistment date

Select “Permanent”

Select “Save” and print for 
signature



Transaction/Case Routing: eCRM/TOPS

Primary:  eCRM to “PP REENLISTMENTS_EXTENSIONS” queue

** Request type should still indicate reenlistment or extensions 
**

• Naming Convention on the SUBJ: 

• Example 1: REENL W/SRB ICO RATE NAME, EFF DT 

• Example 2: REENL NO SRB ICO RATE NAME, EFF DT

• Example 3: EXT ICO RATE NAME, EFF DT

Alternate:  TOPS to “NAPLES REENLIST_EXT” box (or to local 
servicing TSC detachment, who will forward transaction to COE-
R&E.)

Only commands exempt IAW Ops Alert 006-22 may submit cases 
via TOPS.



Transaction Routing: eCRM



Transaction Routing: eCRM



Transaction Routing: eCRM



Transaction Routing: eCRM



Common MMPA Fids



Common MMPA Fids used

The following slides will go over the Fids below with a basic understanding of what 
information can be found on each of these fids as well as a basic understanding of 
both Enlisted Bonus payments and Selective reenlistment bonus(SRB).

Fids

• TU-Date of Separation 

• TH-Expiration Term of Service 

• 33-Selective reenlistment bonus

• 74-Lump-Sum Leave

• R7-Selective reenlistment bonus

• PQ-Separation pay 

• PX-Pay regular/1-time delinquent posting date current term of service expires 

• More information in regards to the Fids 
listed please refer to the MMPA read guide.

• For more information in regards to the 
process and procedures of various bonuses 
Please refer to the Navy PTG(Procedures 
Training Guide) Chapter 2 

• Both of these guides can be found in the 
following link Pers Pay Support (navy.mil)

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


Verifying phased EB installment payments

Verifying phased EB installment payments: 

1. To identify a posted initial phased Enlisted Bonus(EB) entry on an enlisted member’s MMPA use the 
following method: a posted phased EB will reflect an SEB entry.34 FID, with the start date of the 
member’s phased EB entitlement and entitlement amount of phased EB payment. An N9 memo entry 
will identify the initial phased EB payment by the following: phased EB pmt total $xxxxx/initial pmt 

$xxxx. The first x represents the total EB award and the second xxxx represents the phased EB 
payment amount. 

2. secondary and tertiary phased EB entitlements will post as additional FID 34 entries. The FID 34 
entries, with the start date of the member’s phased EB entitlement and entitlement amount of 
phased EB payment. An N9 memo entry will state the following: credit EB diff due. The phased EB 
payment entry FID will be a PL FID. 

3. The R8 entry will also be used to record and identify phased EB information. The R8 entry will 
contain the normal entries of a lump sum EB. Upon further phased EB payments, the R8 entry will be 
updated to reflect the payments paid to date. 

4. Members will be able to identify the posted phased EB entry on the leave and earnings statement 
(LES) 

For more information on the payment procedures and various 
detailed examples please reference the Navy PTG Chapter 2



Selective Reenlistment Bonus (SRB)

All members enlisting on or after 10 December 2012 will receive their annual 
installments during the anniversary month of their enlistment date. 

For example, if a member enlisted on 1 April 2013, then the member will receive the 
phased EB annual installment no later than 30 April 2014. Members who enlisted 
prior to 10 December 2012 will be grandfathered. They will continue to receive 
anniversary installments annually on 1 October until the full contracted 
disbursement has been reached.

 Enlistment anniversary payments (annual installment) are paid by DFAS using the 
31 transaction that systematically generates the PM payment FID. No field payment 
input is needed to pay this installment. Since this is a manual process for DFAS, no 
pay authority line will reflect on MMPA until three business days from entitlement 

For more details on enlisted Bonus Procedures from MILPERS and 
MILPAY please refer to Navy PTG Chapter 2 section 10242 
ENLISTMENT BONUS PROCEDURES 



TU-Date of Separation 

DOS - The projected date of separation for a member. 
NR OF EXTENSIONS - Total number of voluntary extensions an enlisted member is obligated to serve. 

XTEN-RSN - Code indicating the reason for a member’s extension: 
1 - Voluntary 
2 - Involuntary 
7 - Medical Hold 
9 - Continue EFT 
EXTEN-NR - The specific extension number being served by an enlisted member. 



TH-Expiration Term of Service 

ETS - The date on which an enlisted member is scheduled to 
complete the current term of service in the Regular/Reserve 
components of the military services. This date is not adjusted for 
lost time, but is adjusted for extensions entered into, whether 
voluntary or involuntary. 



33-Selective reenlistment bonus

SRB-BONUS-TYPE (SERT) - Type of 
reenlistment authorized. 
A - Zone A - 21 months to 6 years of service 
B - Zone B - 6 to 10 years of service 
C - Zone C - 10 to 14 years of service 

FY (YEAB) - Fiscal Year for 
accounting purposes. 



74-Lump-Sum Leave

CAUSE BY: 
Central Site 
unless 
processed with 
reenlistment/ 
extension 
transactions 

LUMP-SUM - Number of leave days 
sold/paid on this entry. 

The amount showed under  ENTLMT will 
reflect the amount paid for the number of 
leave days sold back. The amount shown is 
calculated without deductions and will 
reflect the correct amount after 
deductions in the PQ and PX line.



R7-Selective reenlistment bonus

AMT-ANL-PAYMT - Amount of annual payment. 
ENTLMT - The total amount of entitlement. 
PD-TO-DATE - Total amount of entitlement that has been paid to date. 
SRB-INSTLMT-NR - Number of Selective Reenlistment Bonus 
Installments paid. 
SRB-MULTR - The multiplier applicable to a military occupational 
specialty. 
SRB-BONUS-TYPE - The SRB zone for which the member is paid. One 
one bonus entitlement in each zone is allowed. 

TOTAL-DAYS-SRB-PD - Total number of days selective 
reenlistment bonus was paid. 
RRB/SRB-TAX-XCLUSN-ID - Regular reenlistment bonus tax 
exclusion indicator: 
1 - Bonus is taxable 
2 - Bonus is nontaxable 
DOE - The date on which an individual entered into current 
enlistment. 
FY - Fiscal year of bonus installment. 
AMT-INSTLMT-PMT - The amount of installment paid. 



PX-Pay regular / PQ- Separation Pay

AMT-1-TI-PAY (PAAE) - Amount of one time 
payment made or to be made to a member. 
PQ line will show the amount to pay after 
deductions 

If either PX/PQ Line is closed this means the 
initial installment of the SRB was paid



Best Practices & Common 
Issues



Contract Routing:  Common Issues

• NO ATTENTION TO DETAIL:  MISSING KSDs.

• NON-NSIPS GENERATED CONTRACTS (ACT/TAR)

• MISSING SIGNATURES

• SIGNATURE IS WRITTEN VICE LEGAL SIGNATURE USED 

• Request does not match the contract: 
• SRB, Lump sum leave on the chit but not on the contract
• “NO SIGNATURES”

• ***LATE SUBMISSION of an EXECUTED CONTRACT***

• NO CWAY APPROVAL OR IT EXPIRED

• The reenlistment happens after the expiration of the original contract

• CWAY approval

• NO SRB APPROVAL – MISSING SRB/ESRP NSIPS SCREENSHOT



Contract Routing:  Best Practices

• Submit KSDs via eCRM in a timely manner in order to prevent pay 
stoppage.

• Know the difference between extension and retain in service.

• Always review the required KSDs. (e.g. does it need BUPERS 328 
for approval)

• Review all KSDs before submission.

• Check status of cases daily.

• Once case has been completed, verify in MMPA that the tu/th lines 
posted, if not please email rsc_naples@us.navy.mil or 
rsc_bahrain@us.navy.mil. 

• Communicate to take action and correct the issue.

mailto:RSC_NAPLES@US.NAVY.MIL
mailto:RSC_BAHRAIN@US.NAVY.MIL


COE-R&E:  Best Practices

• Member’s Career Development Boards 15-24 months prior to PRD/SEAOS

• CPPA – Ensure TSC receives signed contract within two days following the 
reenlistment.

• Command – Designates primary and secondary (CPPA) and ensure 
participation in routine training provided by servicing TSC or Regional Support 
Center (RSC).

• CCC- Monitors Career Information Management System (CIMS) Reports 
(EAOS/PRD, HYT, Gains/Losses, etc.) and CWAY – applications (15 months 
prior).

• TSC – Print and verify the Prospective Loss report with EAOS and EREN from 
NSIPS and work with CPPA and/or CCC within 90 days from EAOS.

• OVERALL BEST PRACTICES – Protect Personally Identifiable Information (PII).



References

MILPERSMAN 1160-020 (Reenlistment)
MILPERSMAN 1160-040 (Extensions)
OPNAVINST 1160.8B (SRB)
Pay, Personnel, and Travel Standard Operating Procedures (SOP)

• MNCC SOP SharePoint:  
• https://flankspeed.sharepoint-

mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20PDFs/AllItems.aspx 
• Under CPPA resource page go to Alternate SOP library.

• EXTENSIONS MyNavy HR SOP:
• https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources

/SOP/Extensions%20SOP.pdf?ver=dDyUl_BJA7i0KgzoQ-mrtQ%3d%3d 
• REENLISTMENT’S MyNavy HR SOP:

• https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources
/SOP/Reenlistments%20SOP.pdf?ver=ejEmSisxubz2IOuaXyEYIQ%3d%3d 

https://flankspeed.sharepoint-mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20PDFs/AllItems.aspx
https://flankspeed.sharepoint-mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20PDFs/AllItems.aspx
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/SOP/Extensions%20SOP.pdf?ver=dDyUl_BJA7i0KgzoQ-mrtQ%3d%3d
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/SOP/Extensions%20SOP.pdf?ver=dDyUl_BJA7i0KgzoQ-mrtQ%3d%3d
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/SOP/Reenlistments%20SOP.pdf?ver=ejEmSisxubz2IOuaXyEYIQ%3d%3d
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/SOP/Reenlistments%20SOP.pdf?ver=ejEmSisxubz2IOuaXyEYIQ%3d%3d


TSC Naples Center of Excellence POCs:

RSC_Naples@us.navy.mil 

 RSC_Bahrain@us.navy.mil 

RSC contact info and AOR map can be found on 
the MYNavy HR CPPA Resources page at 
https://www.mynavyhr.navy.mil/Support-

Services/Pay-Pers-Support/CPPA-Resources/ 

https://www.mynavyhr.navy.mil/Support-Services/Pay-Pers-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/Pay-Pers-Support/CPPA-Resources/


Questions?



You have reached the end of completed the

Basic Reenlistments, Extensions, & Retains in Service.

Thank you for your participation!
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