
TRANSFERS 

Activity Loss



Objective

➢ Identify the steps and Key Supporting Documents (KSD) to complete a 
PCS transfer process.

➢ Identify the steps in creating a Loss Document on NSIPS.

➢ Identify the steps required to verify loss has posted on MMPA.



Introduction

In this lesson we will cover:

▪PCS Transfer Checklist
▪Orders & Modifications
▪Application for Transfer and Advances (NPPSC 1300/1)
▪ Travel/Proceed Time
▪Passenger Reservation Request & DD Form 884
▪Overseas Transfers & “No-Fee” Passport
▪Dependent Entry Approval / RED-DA / SOES
▪Administrative Remarks / Unsuitable for Operational Duty
▪NSIPS Loss Document
▪MMPA Verification



References

▪ Command Pay and Personnel Administrator (CPPA) Handbook CPPA HANDBOOK 
16NOV22.pdf (navy.mil)

▪ Joint Travel Regulations (JTR)

▪ MILPERSMAN 1320-060 Permanent Change of Station Transfer Order (PCSTO), Delivery, 
Interpretation, and Execution

▪ MILPERSMAN 1320-310: Permanent Change of Station (PCS) Transfer Order Endorsements

▪ MMPA Read Guide: https://www.milsuite.mil/book/groups/navy-djms-procedures-training-
guide

▪ Transfer end-to-end SOP- Transfers_SOP_Rev_Jun_2023.pdf (navy.mil)   

https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/CPPA%20HANDBOOK%2016NOV22.pdf?ver=t7vZcrRENIDdOX8aGV8-bw%3d%3d
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/CPPA%20HANDBOOK%2016NOV22.pdf?ver=t7vZcrRENIDdOX8aGV8-bw%3d%3d
https://www.milsuite.mil/book/groups/navy-djms-procedures-training-guide
https://www.milsuite.mil/book/groups/navy-djms-procedures-training-guide
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/SOP/Transfers_SOP_Rev_Jun_2023.pdf?ver=rawKEUqhJMAuk7G0bX2_XQ%3d%3d


Best Practices

▪ Submit a completed transfer package to TSC at the least 30 Days prior to detachment

▪ Provide traveler with complete transfer package.

▪ Member & CPPA review “Comply with Items” on BUPERS orders.

▪ Inform Member to collect proper endorsements on their orders.

▪ Member must submit the PCS Travel Claim within 5 working days of arrival.

▪ Ensure GTCC is in a Mission-Critical Status with the proper credit limits set.

▪ Make sure all requirements for overseas/operational PCS are met.

▪ Refer to references on MyNavyHR CPPA Resources page.

▪ The MMPA Read Guide contains all the information required to understand MMPA.

▪ Maintain access to current forms and utilize NPPSC Transfer Checklist.



NPPSC 1300/3 (PCS Transfer Checklist)

Required items from the 
CPPA and other supporting 

documents

The PCS Transfer Checklist serves as a guide.

Transfer packages SHALL include:

▪ PCS Transfer Checklist 

▪ Orders and modifications

▪ OBLISERV

▪ NAVPERS 1070/602 (RED/DA)

▪ SGLI via SOES

▪ Screenings and Administrative Remarks (NAVPERS 1070/613)

▪ Passenger Reservation Request (PRR)

▪ All applicable documents for dependents



PCS Orders

Original Orders

Orders with 
Modification

Orders with 
OBLISERV 

Requirement



NPPSC 1300/1 Application for Transfer and Advances

Completed by CPPA IAW PCS Orders



Travel Time

The date of detachment is a day of Leave, Proceed Time (PT), or Travel Time (TT). 

The date of arrival is a day of duty.

▪ Date of detachment is only a day of duty if the member detaches and reports on 
the same day with no allowable travel time. 

Generally, 1 travel day is allowed for every 350 miles of official distance of ordered 
travel. If the excess distance is 51 or more miles after dividing the total official distance 
by 350, one additional travel day is allowed. When the total official distance is 400 or 
fewer miles, 1 day of travel time is allowed.

Official travel distance can be obtained at DTOD - Defense Table of Official Distances 
(transport.mil)

https://dtod.transport.mil/Default.aspx
https://dtod.transport.mil/Default.aspx


Proceed Time

Proceed time is a period of time not chargeable as leave, delay, or allowed travel time. 

It is authorized only when member is executing PCS orders to or from ships or mobile units 
having a sea/shore rotation Code 2 (Sea Duty) or Code 4 (Overseas Sea Duty); overseas 
accompanied tours, (including overseas to overseas (unless in same geographical location)).

Proceed time CAN be taken prior to reporting to a TDY Station!

The CPPA must review the orders for ALL endorsements as this should be indicated on the 
orders upon detachment from TDY station as “proceed time shall not be authorized upon 
detachment from the TDY station”. This is rare but can happen, that is why its imperative to 
check the members SG line when gaining a member as well as when calculating the members 
elapse time when giving an accurate transfer debrief

Refer to MPM 1320-090, Proceed Time in Execution of Orders for more information.



PCS Scenario:

PS2 received PCS Orders to transfer from USS Ship in Norfolk, VA to BUPERS in Millington, TN. 
Member’s approved Date of Detachment is 15 July 2023, with a Report No Later Than Date of 20 
August 2023. PS2 is planning to drive his POV from Norfolk to Millington, which is 903 miles.

Based on the above information calculate how many days of Travel, Proceed and Leave days the 
member will have.

Elapsed Time Scenario

Leave Days
22Jul – 19 Aug

29 Days

Travel Days
15Jul – 17 Jul

3 Days

Proceed Days
18Jul – 21 Jul

4 Days

Detach 
Date

15 July

Report 
Date

20 August



Passenger Reservation Request (PRR)

PRR will be required for the 
member and/or dependents 
that need transportation via 
commercial flight. 

eCRM Queues for PRR: 

PP NAVPTO-EAST
PP NAVPTO-WEST
PP NAVPTO-OCONUS



DD Form 884

DD 884 (Application for 
Transportation for Dependents) 
required if dependents traveling by 
Air. 

It must be submitted with the PRR. 



Overseas/Remote Transfers

▪ Initiates NAVPERS 1300/16 Report of Suitability for Overseas/Remote Assignments

▪ Go to https://www.bol.navy.mil/bam/ to update member’s and dependents (if applicable)

▪ Go to https://www.fcg.pentagon.mil/fcg.cfm to check the Foreign Clearance Guide and see the 
travel requirements to foreign countries.

▪ DD Form 1056 Authorization to Apply for a “NO-FEE” Passport and/or Request for VISA (If 
applicable)

▪ Go to http://travel.state.gov/passport/passport_1738.html to fill out the DS 11 Application for U.S. 
Passport or DS 82 Passport Renewal Application (if applicable)

Note: The Suitability Screening process is required to be completed within 30 days of receipt of orders, 60 days 
for dependents. 

https://www.bol.navy.mil/bam/
https://www.fcg.pentagon.mil/fcg.cfm
http://travel.state.gov/passport/passport_1738.html


DD Form 1056 “NO-FEE” Passport



DEA Message Template

If a section does not apply, mark the 
applicable paragraph “N/A” and 
continue with the format. Do NOT 
leave blank.



RED/DA



SGLI Online Enrollment System (SOES)

SGLI can be updated through MilConnect website: 

https://milconnect.dmdc.osd.mil/milconnect/ 

https://milconnect.dmdc.osd.mil/milconnect/


Administrative Remarks

▪ NAVPERS 1070/613 Administrative Remarks (Page 13) for Suitability for Operational 
Duty

▪ Prepare permanent/applicable NAVPERS 1070/613 Administrative Remarks (Page 
13s) and submit for verification (CONSUBPAY)

Reference: MILPERSMAN 1070-320 Administrative Remarks



Unsuitable for Operational Duty Screening

If Member was found unsuitable, notify PERS 40BB and applicable Detailer(s) for both 
Enlisted and Officers via message traffic IAW MPM 1300-800.

Report of unsuitability contains:

▪ Detailed reason(s) for the finding to include ICD-9 code(s)

▪ Recommendations from the screening Medical Treatment Facilities 

▪ Commanding Officer Recommendation

Verify that the message has been sent out and received by the gaining command.

Note: Refrain from submitting documents that may contain HIPAA or PHI.



NSIPS 
Loss Document



Main menu Losses Activity Loss Use
Activity Loss-

Create

NSIPS Loss



NSIPS Loss

Loss Departure Date
- Date the Service Member is approved to detach from 

the command.

UIC Report To
- The next duty station in the service members orders.

(TEMDUINS UIC will be different than Ultimate UIC)

UIC Ultimate Duty
-   The service members Ultimate duty station UIC.

Most of the information required can be found on the 
NPPSC 1300/1.



NSIPS Loss Reason (Enlisted)

Loss Reason can be found in the orders.



NSIPS Loss Reason (Officer)

Loss Reason can be found in the orders.

OT1 is for detaching command to ultimate duty 
station with no I-Stop. 
TAF is for transfer from I-Stop to next duty station.
TAT is for transfer to an I-Stop.



NSIPS ADSN Indicator

ADSN Indicator 

- Indicated on member’s orders. Check if 
Personnel Accounting Support (TSC) will be 
changing.



NSIPS LOSS

Proceed Time, Travel Time, and Leave 
Days

- Input the number of days per the JTR. 

Note: Elapsed time must not exceed the RNLT 
date on orders.



NSIPS Movement Code

For Dependent PCS 
Status, select status on 
the day of detachment.

Note: The Movement Reason Code for personnel moving 
from Point A to B with no I-Stop is Operational.



Detaching Information Report

The Loss 
Document can be 

retrieved from 
the NSIPS Report 

Manager after 
clicking Save in 
the Activity Loss 

screen.

Main Menu NSIPS Report 
Manager Select File



MMPA 
Verification



DJMS Common Verbs

JJAA –MMPA Inquiry

 Pay Verification

LOPG – Enlisted Master File 

 Enlisted PERS Verification

L0OG – Officers Master File

 Officer PERS Verification



MMPA: JJAA

DJMS/MMPA Inquiry



JJAA Menu Screen

UNCLASSIFIED 

Input FIDs in the Request Codes 
section then press Enter.

Input Member’s SSN

JJAA Navigation Guide



Format Identifier (FID)

A FID is a two character, alpha-numeric code identifying a particular item (entitlements, 
deductions, allowances, etc.) within MMPA.

COMMON FIDS FOR LOSS VERIFICATION

SH – PCS Departure   

27 - Career Sea Pay (CSP)   

35 – Basic Allowance for Quarters (BAQ) 

37 – Career Sea Pay Premium (CSPP) 

43 - Overseas Housing Allowance (OHA)
 

     
   

46 - Cost of Living Allowance (COLA)  

65 - Family Separation Allowance (FSA) 

68 – Basic Allowance for Housing (BAH) 

DN – Meal Rate Deduction
     
 



Common Action Indicators

UNCLASSIFIED 

Action Indicator (ACTN): A 2-position code that shows the input or computer 
action.  

01 – Start
02 – Stop
03 – Report
04 – Change

05 – Correct
06 – Cancel
20 – Resume

In this example, the BAH line is being 
corrected.



MMPA Header

UNCLASSIFIED 

The last line of the MMPA Header includes quick references to items that you may need to know at first 
glance.
• MMPA Month - This shows the processing month of the MMPA.
• MJ (AFMPC Match Flag Code) - This is used to identify event transactions that have not been confirmed.
• LB - This is the paying ADSN.
• LC - This is the member's servicing ADSN.
• SA - This identifies the member’s status.
• SX - This normally identifies the number of status’s that are open on the MMPA.
• TK - Pay date.
• TU - Date of Separation (DOS).
• TH - Expiration of Term of Service (ETS) date for enlisted personnel.

MONTH



Recognizing FIDs 

UNCLASSIFIED 

MMPA HEADER

MMPA Entries

Indicator and transaction 
codes are used to 
specify whether a 

transaction is OPEN 
(current) or CLOSED 

(past/history). 
The dash mark ( - ) 
signifies CLOSED. 

FID WITHOUT A ( - ) = 
OPEN

FID WITH A ( - ) = 
CLOSED



SH - PCS Departure

RSN-CODE: The reason for member’s reassignment from one 
permanent duty station to another.

A - Operational 

DDLDS (Date Departed Last Duty Station): Date which the 
individual physically departed their last permanent duty station.

ENTRY-OPEN-DT: Date an entry was posted as open / 
processing started.

ENTRY-CLSD-DT: Date an entry was posted as closed 
/ processing completed.

From the SH line above, we can extract the following information:

Service Member departed their last PDS on 1 Nov 2022. The member’s loss reason code is Operational. The MMPA entry 
was opened on 1 Nov 2022 and closed on 28 Nov 2022, completing the entry. This shows that the member was 
successfully transferred from the command.

Note: The SH line only shows the PCS Departure. It is imperative to check that other entitlements have stopped as they may not have 
populated automatically.



27 – Career Sea Pay

START: Start date of entitlement in YYMMDD format. 
STOP: Stop date of entitlement in YYMMDD format. 

From the SH and 27 lines above, we can extract the following information:

Service Member detached from their last PDS on 1 Nov 2022. Their CSP was stopped on 25 Oct 2022. Some entitlements 
like CSP may have a different stop date from their loss date. For our example, the member detached from a squadron, 
wherein the CSP is based on individual detachments.



Summary and Review

In this lesson we covered:

▪ PCS Transfer Checklist
▪ Orders & Modifications
▪ Application for Advances
▪ Travel/Proceed Time
▪ Passenger Reservation Request & DD Form 884
▪ Overseas Transfers & “No-Fee” Passport
▪ Dependent Entry Approval / RED-DA / SOES
▪ Administrative Remarks / Unsuitable for Operational Duty
▪ NSIPS Loss Document
▪ MMPA Verification



Questions?



Congratulations you have completed the

Transfers Training!

Conclusion
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