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1. Purpose. To revise policy and outline administrative procedures for processing Annual Training
(AT), Active Duty for Training (ADT), Inactive Duty Training Travel (IDTT) orders, and related
travel arrangements for Reserve personnel. This instruction cannot cover each unique travel and
orders circumstances. Instances not covered by this document must be adjudicated through
Commander, Navy Reserve Force (COMNAVRESFOR) Travel and Orders (N33).

2. Cancellation. COMNAVRESFORINST 4650.1B

3. Scope and Applicability. This instruction applies to all Navy Reserve Activities and supporting
personnel using the Navy Reserve Order Writing System (NROWS) and the Defense Travel System
(DTS). Throughout this instruction, the terms “selected reservists” (SELRES) and “reservists” refers
to Sailors in the Navy Reserve who earn retirement points for monthly drills and active duty periods.

4. Administration and Maintenance. COMNAVRESFOR is responsible for administering and
maintaining this instruction. Submit recommended changes with supporting data to
COMNAVRESFOR Force Travel (N33) via the chain of command.

5. Action. Addressees shall ensure widest distribution of and compliance with, the provisions of
this instruction. Sections of this instruction are designed to be duplicated and distributed to
reservists for use as guides or checklists in the execution of travel.

6. Records Management. Records created as a result of this instruction, regardless of media and
format, shall be managed per Secretary of the Navy Manual 5210.1 of January 2012.
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7. Review and Effective Date. Per OPNAVINST 5215.17A, COMNAVRESFOR N33 will review
this instruction annually around the anniversary of its issuance date to ensure applicability, currency,
and consistency with Federal, Department of Defense, Secretary of the Navy, and Navy policy and
statutory authority using OPNAYV 5215/40 Review of Instruction. This instruction will be in effect
for 10 years, unless revised or cancelled in the interim, and will be reissued by the 10-year
anniversary date if it is still required, unless it meets one of the exceptions in OPNAVINST
5215.17A, paragraph 9. Otherwise, if the instruction is no longer required, it will be processed for
cancellation as soon as the need for cancellation is known following the guidance in OPNAV
Manual 5215.1 of May 2016.

8. Forms. The forms listed in subparagraphs 8(a) through 8(c) are available for order via Naval
Forms Online, https://forms.documentservices.dla.mil/order/. DD Form 577 listed in subparagraph
8(d) is available for download via Executive Services Directorate,
https://www.esd.whs.mil/Portals/54/Documents/DD/forms/dd/dd0577.pdf. NAVPERS 1336/3 listed
in subparagraph 8(e) is available for download via Navy Personnel Command,
https://www.mynavvhr.navy.mil/References/Forms/NAVPERS/.

a. OPNAYV 5239/14 System Authorization Access Request Navy

b. OPNAYV 5215/40 Review of Instruction

c. NAVCOMPT 3065 Leave Request/Authorization

d. DD Form 577 Appointment/Termination Record Form — Authorized Signature
e. NAVPERS 1336/3 Special Request/Authorization

Q\K; oy

J. A, SCHOMMER
Deputy Commander

Releasability and distribution:

This instruction is cleared for public release and is available electronically only via
COMNAVRESFOR Website, https://www.navyreserve.navy.mil/Resources/Official-
Guidance/Instructions/
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CHAPTER 1
ANNUAL TRAINING, ACTIVE DUTY FOR TRAINING, AND INACTIVE DUTY FOR
TRAINING TRAVEL POLICY

1. General. AT, ADT, and IDTT policy details are included in references (a) through (c).
Additional guidance is provided below.

2. Navy Reserve Activity and Unit Leadership. Where unit Commanding Officers (CO) are
listed as having responsibility, unit Officers-in-Charge (OIC) and those members acting in their
place are also responsible. Where Navy Reserve Activity (NRA) COs are listed as having
responsibility, COs and OICs of other activities serving equivalent reserve administrative support
functions, such as those assigned to the information warfare community, are also responsible.

3. Helping Verbs. Reference (a) rules defines the following as:
a. Must: Action is mandatory.
b. Should: Action is recommended.
c. May: Action is discretionary.
d. Will: Action is required in the future.

4. AT. Perreferences (b) and (d), SELRES are required to complete AT each Fiscal Year (FY)
as scheduled by the supported or sponsoring command and per reference (c). The following
additional guidance is provided:

a. Waivers. Policy is addressed in the annual COMNAVRESFORNOTE 1001.

b. Substitutions for AT. ADT or any other Active Duty periods totaling the current
COMNAVRESFORNOTE 1001 requirement will satisfy the AT requirement for a satisfactory
year. IDTT by definition is not Active Duty.

c. Exceptional AT (E-AT). COMNAVRESFOR Force Operations (N31) is responsible for
setting E-AT policy. Unit COs are responsible for coordinating with their NROWS Fund
Approver (FA) to ensure all members of their unit are offered the required AT entitlement before
approving E-AT requests for other personnel.

d. Scheduling Responsibilities. Supported commands in coordination with NRU COs/OICs
are responsible for scheduling AT for their units and for advance liaison with all echelons
involved with the AT event. The NRA CO must assist the NRU CO/OIC as necessary. Individual
SELRES are responsible for informing their employers of their AT schedule.

1-1
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e. Split or Segmented AT Periods. COMNAVRESFOR N31 is responsible for setting
split/segmented AT period policy. Current policy is addressed in COMNAVRESFORNOTE
1001.

5. ADT. ADT is used for additional active duty training periods funded by a discretionary
account. It is performed voluntarily and not an entitlement. ADT funds are distributed by
supported commands or COMNAVRESFOR. All orders will be approved based on available
funding and mission priorities as prioritized by the Fund Manager (FM) and FAs.

6. Permanent Change of Station (PCS) Policy. Per reference (a), ADT orders to the same
geographic location (either in isolation or succession) of 140 or more days are PCS orders,
including local orders. All PCS orders will route as non-DTS orders. Except for days in transit to
and from the duty location, there is no per diem entitlement for PCS travel. However, there are
other entitlements per reference (a), chapter 5. Consecutive ADT orders or modifications which
combine to or exceed 140 days in the same geographic location should not be authorized unless
routed as PCS. All PCS order requests for less than 140 days will be disapproved at Headquarters
(HQ) waivers unless proper justification is provided (for instance, orders that will be modified
beyond 139 days once additional funding is available).

Note 1. There is a PCS threshold exception for formal courses of instruction. Per reference (a),
incidental time such as holiday stand downs, gaps of more than one weekend between successive
courses, or required pre-course quarantine periods do not count against the 139-day limit for
determining the PCS/non-PCS threshold (though routine weekends do). For example, should a
course duration be 132 days exclusive of a 16-day holiday stand down, the application may be
approved as a non-PCS order even though its total duration is 148 days. Applicants must
specifically identify periods of incidental time in the order justification comments so that
Headquarters Waivers clerks can properly adjudicate the application. Members retain per diem
entitlements during periods of incidental time, unless they take authorized leave in which case
lodging must be vacated and per diem amounts zeroed out in the DTS voucher for authorized
leave days.

Note 2: To support the credence of two separate and distinct orders for entitlement purposes, there
must be a break of at least seven calendar days between orders in the same geographic location.
The following scenarios are provided for clarification on how to handle PCS-related order
modifications:

Scenario 1: Member has approved non-PCS orders for 90 days, then gets extended for 50 days
totaling 140 days of consecutive ADT. Outcome: The non-PCS orders should be modified to end
soon after the intent to extend the orders is known and a new set of PCS orders should be created
to start the day following the end date of the non-PCS orders.

Scenario 2: Member is approved for 90 days of ADT, but is going to take a seven day break

before starting another set of 90 day ADT orders. Qutcome: Both sets will route as non-PCS due
to the seven day break.

1-2
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Note 3: This will not be used to circumvent PCS policy for per diem entitlements.

Scenario 3: The fund approver only has enough funds to approve up to 90 days of ADT, but
intends to keep the member on orders beyond 139 days. Outcome: Route the first set of orders as
PCS and provide the justification that the command intends to keep the member beyond 139 days
once funds are available. Once the funds are available, the orders can be modified to extend the
end date as required.

Scenario 4: PCS orders greater than 140 days are modified to less than 139 days. Outcome:
Orders will remain PCS orders.

Note 4: If the order crosses funding account quarters or FY's with the intent for the member to
remain in the same location for 140 days or more, the funding activity needs to request additional
funding via their NROWS funding chain (FA to FM) to receive additional funds to extend the
order if required. If the order type is ADT Special (ADT-SPEC), the FM needs to coordinate with
COMNAVRESFOR N31. For ADT school orders, the traveler must coordinate with
COMNAVRESFOR N7.

Note 5: Successive ADT orders split by funding codes (two sets of orders) that combine to exceed
139 days in the same geographic location will each be submitted as PCS, even though one or more
of the separate orders may be less than 140 days. Provide justification comments for each order.

7. AT/ADT Outside the Continental U.S.

a. Per reference (e), subparagraph 5a of enclosure (3), reservists must complete the basic
military training requirements of their Military Service prior to assignment on land outside the
U.S., its territories, or possessions. OCONUS Reservists cannot perform AT in or near their
hometown for personal convenience.

b. Reservists residing outside of the U.S. and its territories will not perform AT/ADT in
CONUS if international travel costs are involved, with the following exceptions:

(1) To attend training that is required for mobilization readiness.
(2) As a key participant in a military exercise.

(3) As authorized by COMNAVRESFOR Travel and Orders (N33), on a case-by-case
basis, upon request of the cognizant RPD.

Note: Proper justification for travel from outside of the U.S. and its territories to CONUS must be
clearly stated in the requirement and NROWS application. AT or ADT as the sole justification is
not an acceptable reason for OCONUS to CONUS travel, and will be disapproved at
COMNAVRESFOR N33 travel authorizations.

1-3
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8. Leave While Executing AT/ADT Orders. Reserve members accrue leave while executing
ADT orders exceeding 30 days, in accordance with reference (f), paragraph 010401. Members
may elect to either sell back leave at the end of ADT orders or carry over the accumulated leave
for use during future ADT orders (at the discretion of the gaining command).

a. AT Orders. Leave is not authorized during the execution of AT orders.

b. ADT Orders. Leave may be authorized while executing ADT orders 30 days or longer in
duration at the discretion of the gaining command’s CO (requests must be made in Salesforce via
legacy form NAVCOMPT 3065), and it must be completed prior to the end date of the NROWS
ADT orders. Travel in DTS must still match NROWS orders per chapter 8 paragraph 6.a., and per
diem (Lodging plus MandIE) cannot be claimed for approved leave or permissive TDY days.
Members that choose to stay in place after the end date of the orders will be required to use
location other than home (LOTH) to end the orders in place and will be responsible for all travel
expenses to return to their primary residence (PR). DTS reservations and Transportation
Management Company (TMC) booked travel will not be adjusted without a NROWS order
modification reflecting the same end date.

9. IDTT (General Information). IDTT “orders” are a travel authorization in support of IDT (or
any of its derivatives such as ATPs, AFTPs, and RMPs) performed at a location other than the
member’s permanent drill site. IDT must be scheduled in EDM prior to NROWS IDTT orders
being fund approved. Authorized IDTT can be used to support both readiness training and
operational support missions. IDTT travel and transportation allowances may not be fully
reimbursable. Refer to reference (a) and paragraph 12 of this chapter for travel and transportation
allowance authorizations and reimbursement limitations.

a. Personnel may use IDTT to travel to any country to perform IDT provided the host country
has a Status of Forces Agreement (SOFA) with the U.S. that provides protection for reservists on
IDT or IDTT orders. Per reference (e), subparagraph 2a(1)(d) of enclosure (3), personnel may not
perform IDT or IDTT in overseas locations designated as imminent danger areas. It is the
responsibility of the member and command to ensure all SOFA requirements are met.

b. If an overseas resident is assigned to drill in a host nation, travel associated with
commuting to the designated permanent drill site to perform IDT is at the member’s personal
expense. Overseas residents may be issued permissive “no cost” IDTT orders to assist in boarding
space-available flights. All travel and area clearance requirements necessary for AT/ADT also
apply to IDTT.

c. Funded IDTT is authorized for travel to CONUS for Reservists residing outside of the U.S.
and its territories, provided that the FM has IDTT funds and the travel is not to the permanent drill
site.
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10. IDTT is not authorized at Permanent IDT Site. With the exception of members approved for
the IDT-Reimbursable (IDT-R) program, reservists, regardless of pay grade, will not be paid to
travel to their permanent drill site as defined in their IDT orders. Per reference (b), a Reserve
member commits an obligation to participate in a specific number of scheduled training periods
annually. Inherent to this obligation is the travel between the member’s home and the location at
which the member normally performs drills. IDT-R notwithstanding, the member receives no
reimbursement for that travel.

a. IDTT is not authorized for IDT executed at a different command located in the same local
area as the permanent drill site (such as to perform IDTT at a squadron located at the same air
station where member normally performs IDT).

b. If the Reserve member’s IDT orders indicate the NRA (administrative) is not the normal
drill location (permanent), then travel and transportation allowances to the NRA (administrative)
are authorized, provided the administrative and permanent drill locations are not in the same local
area.

11. IDTT with AT/ADT. IDTT may be authorized in conjunction with AT or ADT as successive
orders as long as the IDT is not at the permanent drill site. Members must file separate travel
claims for AT, ADT, and IDTT orders. Travel claims will be liquidated per the travel system
determined by NROWS (DTS or non-DTS).

Note: A member cannot perform IDT or any of its derivatives (ATPs, AFTPs, and RMPs) at their
permanent drill site preceding or following AT or ADT if travel entitlements are authorized. If a
member travels to their permanent drill location to perform AT or ADT and schedules IDT or
additional drills preceding or following this set of orders, the member must execute LOTH to start
or end in place, respectively. The member forfeits the travel allowance for that segment.

12. Funding Limitations for IDTT Orders. Reserve members performing IDT ordinarily receive
no travel or transportation allowances. When authorized, per reference (a), funded IDTT orders
are only authorized for personnel who are eligible and scheduled for inactive duty for the duration
of the IDTT order. Personnel who are not scheduled for inactive duty are not eligible for
reimbursement of travel expenses associated with IDTT.

a. Reference (a), table 3-8 strictly prohibits reimbursement of expenses for travel between the
member’s home and permanent IDT site.

b. For IDT performed at an alternate drill site, IDTT travel allowances are based on the
member’s permanent drilling location, as opposed to AT/ADT travel allowances which are based
on the location of member’s primary residence.

c. IDTT allowance limitation examples:
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(1) IDTT in Local Commuting Area. When the member travels between permanent
residence (PR) or LOTH and an alternate drill site to perform IDT, TDY mileage is limited in
accordance with Table 3-8 of reference (a).

Scenario 1: IDTT in local commuting area - PR to an alternate drill site in the local commuting
area (i.e. PR is not in the same corporate city limits as the alternate drill site). In this case, TDY
mileage is authorized only for the distance that exceeds the distance between the PR and the
permanent drill site. Example:

Mileage from PR to alternate drill site: 70 miles (based on Defense Table of Official Distances
(DTOD))

Mileage from PR to the permanent drill site: 45 miles (based on DTOD)

Reimbursable mileage: 25 miles (70 miles - 45 miles). Note that if the difference were to be
negative, TDY mileage would not be authorized.

Scenario 2: IDTT in local commuting area - LOTH or permanent drill site to an alternate drill site
in the local commuting area (i.e. LOTH or permanent drill site is not in the same corporate city
limits as the alternate drill site). In this case, TDY mileage is limited to the distance from the
permanent drill site to the alternate drill site less the distance from the PR to the permanent drill
site. Example:

Mileage from LOTH location to alternate drill site: 150 miles (based on DTOD)

Mileage from permanent drill site to the alternate drill site: 40 miles (based on DTOD)

Mileage from PR to the permanent drill site: 30 miles (based on DTOD)

Reimbursable mileage: 10 miles (40 miles - 30 miles)

(2) IDTT outside the local commuting area. When the member travels between PR/LOTH
and an alternate drill site not in the local commuting area to perform IDT, transportation
reimbursement is limited to the cost of travel from the permanent drill site to the alternate drill site
or the actual cost of travel, whichever is less.

Scenario 1: Permanent Residence. The Reserve member lives in Austin, Texas, and is assigned to
drill at Joint Reserve Base (JRB) New Orleans. The member needs to complete IDT in Norfolk,
Virginia. Example:

Cost to fly from JRB New Orleans to Norfolk, Virginia (city pair): $400

Cost to fly from Austin, Texas to Norfolk, Virginia (city pair): $650
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Reimbursable amount: $400 (member responsible for $250 difference)

Scenario 2: Location Other Than Home. The Reserve member lives in Austin, TX and is
assigned to drill at JRB New Orleans. The member needs to complete IDT in Norfolk, VA. The
member is in Washington, D.C. and will travel directly to Norfolk, VA from D.C. to start orders in
Norfolk, VA. Example:

Cost to fly from JRB New Orleans to Norfolk, Virginia (city pair): $400

Cost to fly from Washington, D.C. to Norfolk, Virginia (city pair): $250

Reimbursable amount: $250

13. Permissive (No Cost) IDTT Orders. Permissive (no cost) IDTT orders authorize travel at no
expense to the Government. All permissive IDTT orders must contain the following statement:

“You will not receive reimbursement for travel, transportation, per diem, or miscellaneous
expenses while traveling on these orders. If you do not desire to bear these expenses personally,
you may choose not to execute this permissive travel authorization. Failure to execute this
permissive travel authorization results in cancellation.”

14. Orders for Further Assignment (FFA). When a member is required to perform duty while in
an AT or ADT status at a location other than the initial reporting Unit Identification Code (UIC), a
complete entry must be annotated, specifying the details and location, in the FFA section in
NROWS. FFAs do not apply when personnel travel from PR to duty site and back to PR. FFAs
are applicable for personnel traveling from PR to duty site, to another duty site(s), and back to PR
funded by the same source. AT/ADT orders should be used when FFA is required.

Note: LOTH is not compatible with FFA, so a succession of LOTH orders rather than an FFA
sequence would be necessary for travel to/from a location other than home. Contact N33 for
assistance in complex scenarios such as these.

15. Successive Orders. Successive orders consist of two or more separate orders written to be
performed consecutively. Successive orders can be any combination of AT/ADT/IDTT. The
second/remaining set of orders starts immediately at 0001 the day after the first set expires. If the
member will be on a combination of AT/ADT orders that combine to greater than 139 days at the
same geographic location, each order will be written as a PCS order. Refer to chapter 1 paragraph
6 for more information.
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CHAPTER 2
ORDER WRITING ROLES AND RESPONSIBILITIES WITHIN NROWS

1. General Description. Navy Reserve Order Writing System (NROWS) electronically processes
each AT, ADT, or IDTT mission requirement from initial application entry through verification,
travel arrangement, and fund approval. This chapter delineates the NROWS user roles involved in
the order writing process including the Key Supporting Documentation (KSD) required for
assignment and the responsibilities for management of these roles. Those who assign these roles
will thoroughly and regularly update assignments per chapter 2 paragraph 2.

2. Reqular Review, Assignment, and Updating of NROWS Roles

a. Responsibility. NROWS is an information system that allows access to financial and
personally identifiable information, and all access must be managed within DoD-mandated FIAR
standards. Every user who is capable of assigning roles to other users in NROWS is responsible
to their chain of command for properly limiting and maintaining user access within their hierarchy
as described in this section. NROWS roles must not be assigned without visually sighting and
uploading the required KSDs for that user into Department of the Navy Tasking, Records and
Consolidated Knowledge Enterprise Repository (ETMS-2) for the appointments as outlined in the
following sections (see also Appendix K). Only user roles with admin authority will be authorized
to grant roles to other users. Appendix O lists all user roles and who can assign them. Members
that are assigned user roles cannot fund approve their own application. NROWS has a “lock” in
place to prohibit a set of orders from being created and stamped approved by the same user.

b. Appointments by System Authorization Access Request Navy. The following NROWS
user roles require an OPNAYV 5239/14 System Authorization Access Request Navy (SAAR-N)
form to be completed, digitally signed/approved, and uploaded to ETMS-2 prior to gaining
NROWS access. The SAAR-N must be retained for 10 years from termination for audit purposes
in accordance with chapter 2 paragraph 6. Appendix C provides a matrix for signature and
approval.

(1) Super System Administrator (SSA) (HQ level access granted by COMNAVRESFOR
(N33)/Naval Information Warfare Center Atlantic (NIWC))

(2) System Administrator (SA) (HQ level access granted by COMNAVRESFOR
(N33)/NIWC)

(3) Region helpdesk (access granted upon request by COMNAVRESFOR N33)
(4) HQ Suite (HQ level access granted by COMNAVRESFOR (N33))

(a) HQ Waivers

2-1
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(b) DTS Admin
(c) Helpdesk
(d) Travel
(e) Travel Supervisor
(5) Mission/Event (M/E) planner (access granted by COMNAVRESFOR (N31))
(6) Requirement owner (access granted by COMNAVRESFOR (N31))
(7) Resource owner (access granted by COMNAVRESFOR (N31))
c. Appointment/Termination Record Form — Authorized Signature. The following NROWS
roles require a DD Form 577 Appointment/Termination Record Form — Authorized Signature to
be completed, digitally signed/approved, and uploaded to ETMS-2 prior to gaining NROWS

access. The DD Form 577 must be retained for 10 years from termination for audit purposes in
accordance with chapter 2 paragraph 6. Appendix C provides a matrix for signature and approval.

(1) Fund Approver (FA) (provided by COMNAVRESFOR N31)
(2) Fund Manager (FM) (provided by COMNAVRESFOR N31)

d. Echelon 4 Appointments by Designation of Authority (DOA) letter. The Order Writing
Authority (OWA) role requires a DOA letter to be issued by the echelon 4 NRA Commander,
Deputy Commander, Chief Staff Officer, or Executive Officer prior to NROWS access. This
cannot be delegated further and “by direction” signatures are not authorized. This letter is
required to be retained for 10 years from termination for audit purposes in accordance with chapter
2 paragraph 6.

e. Echelon 5 Appointments by Designation of Authority (DOA) letter. The following roles
require a DOA letter to be issued by the echelon 5 NRA CO prior to NROWS access. This letter
is required to be retained for 10 years from termination for audit purposes in accordance with
chapter 2 paragraph 6.

(1) Agency Program Coordinator (APC) lock
(2) Assistant Order Writing Authority (AOWA)
(3) Hard holds

(4) Orders Specialist (OS)
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(5) Security
(6) Unit Approver (UA)
(7) Unit Reviewer (UR)
f. Periodicity of Review. NROWS access must be controlled and actively managed to
prevent errors and fraud. Echelon 4/5 commanders are responsible to review ETMS-2 to ensure

subordinate commands are actively reviewing, documenting, and storing results of NROWS user
role access in ETMS-2 as follows:

(1) Review for Navy Reserve Major Staffs. COMNAVRESFOR (N33) will coordinate
NROWS role assignment reviews for the Office of the Chief of Navy Reserve,
COMNAVRESFOR, Commander, Naval Air Force Reserve (COMNAVAIRFORES), and
Commander, Naval Information Force Reserve (COMNAVIFORES).

(a) COMNAVRESFOR (N31) will conduct a monthly audit of DD Form 577s for all
FM/FA roles. These audits will be retained for 10 years for audit purposes in accordance with
chapter 2 paragraph 6.

(b) COMNAVRESFOR (N33) will conduct an annual audit of SAAR-N forms for
SSA, SA, helpdesk, and regional helpdesk. These audits will be retained for 10 years from
termination for audit purposes in accordance with chapter 2 paragraph 6.

(c) COMNAVRESFOR (N31) will conduct an annual audit of SAAR-N forms for M/E
planner, requirement owner, and resource owner. These audits will be retained for 10 years from
termination for audit purposes in accordance with chapter 2 paragraph 6.

(2) Monthly User Roles Review. The echelon 4/5 command must conduct a monthly user
roles review with action to be completed by the first day of the following month as follows:

(@) Prior to the last day of the month, download the NROWS user roles report.

(b) The NROWS user roles report will be compared to all written designations for
access (SAAR-N, DD Form 577, or DOA letter) uploaded in ETMS-2. Any users with accesses
that are not substantiated by written designation in ETMS-2 must be removed from NROWS and
listed on the compliance report (appendix D).

(c) The NROWS user roles report will be reviewed for user profiles and/or roles
assigned to personnel who are no longer attached to the echelon 4/5 command or no longer require
continued access. Any NROWS user profiles and/or roles for personnel no longer assigned to the
command must be removed from NROWS and listed on the compliance report (Appendix D).

(d) The NROWS user role monthly review compliance report memorandum (Appendix
D) must be digitally signed and dated by the CO (or by direction authority).
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(e) The signed/dated NROWS user role monthly review compliance report
memorandum (Appendix D) and the current NROWS user role report must be uploaded to the
appropriate command’s ETMS-2 folder (NROWS monthly user report) and retained in accordance
with chapter 2 paragraph 6.

(3) Quarterly User Roles Review. By the fifth working day of each quarter (October,
January, April, and July) the echelon 4 command must complete a spot check of their echelon 4/5
monthly user report ETMS-2 folders, confirming compliance or correcting non-compliance with
the steps outlined in chapter 2 subparagraphs 2f(1)(a) through 2f(1)(e). No written documentation
is required for this review.

(4) Annual Reports through Navy Reserve Chain of Command. All echelon 5 commands
will report user role review compliance to their echelon 4 commander upon completion of their
final monthly review of the FY using NROWS user role annual review compliance report
(Appendix E). This must be completed by the first drill weekend of the new FY. The echelon 4
commander will notify COMNAVRESFOR (N33) in writing (Appendix F) of completion of this
review for their command and their subordinate NRAs no later than 15 November. All annual
reports must be uploaded into ETMS-2 in accordance with chapter 2 paragraph 6 and Appendix Q.

(4) The user role KSDs (SAAR-N, DD Form 577 or DOA letter), monthly reviews by the
echelon 4/5 command and the annual review compliance report will be inspectable items and may
be requested at any time by COMNAVRESFOR due to Navy audit requirements.

g. Check-In and Check-Out Review. NROWS role assignments for personnel will be verified
(by the OWA for echelon 4 and below, and COMNAVRESFOR (N31/N33/N82) for staff) and
updated in NROWS as users check-in and check-out of the command as part of Permanent Change
of Station (PCS) transfers for Training and Administration of the Reserves (TAR) and Active
Duty personnel, IDT transfers for Reservists, and reassignment of civilian personnel. Termination
of NROWS access will be conducted within 24 hours of transfer from the command to include
SELRES demobilizing.

h. Password Resets. NROWS requires user account access (Reservists/Active Duty/Civilian)
to be disabled after the account has been inactive for 30 days. After 45 days all user roles will be
removed (with the exception of the web profile role for Reservists). If an NROWS user account
has been disabled, the user must contact:

(1) For reservists, the self-service password reset module within NROWS must be used.
Note: Newly created passwords must be sent via encrypted e-mail to a .mil or .gov address.

(2) For Active Duty or TAR mobilization/recall accounts, contact the echelon 4 NROWS
OWA.

Note: The OWA must send newly created passwords via encrypted e-mail to a .mil or .gov
address.
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3. NROWS User Roles. In this section, the term “role” is used to describe a function performed
within the NROWS application, not necessarily the person who fills that role. At least one
alternate user must be assigned for each role, except for the SSA/SA. Refer to Appendix G for a
synopsis of NROWS roles and responsibilities and the recommended number of personnel
assigned to each role.

a. Agency Program Coordinator Lock. APC will lock NROWS accounts of members with
delinquent Government Travel Credit Cards (GTCC) by completing the following steps:

(1) The APC will login to NROWS and add or update status to delinquent or not
delinquent.

(2) Once the APC has put a member in a delinquent status, the member will not be able to
complete the NROWS application. When the member attempts to access the application, this
message will display:

“Sailor is currently on the GTCC delinquency list. Please contact your APC.”

Note: If the OS attempts to input orders for a member, they will get the same message after
entering the member’s SSN.

(3) The APC will remove the member from a delinquent status upon verification that the
GTCC is in good standing (paid to date). The APC user guide is located in NROWS under the
user guide tab.

(4) APC Lock must only be used for actual GTCC delinquencies. The APC Lock is not to
be used as a master hard hold.

b. Billing. The COMNAVRESFOR (N33) and NAVPTO Pensacola SA assign this role to
the NAVPTO which is used for billing of NAVPTO CBA.

c. Comptroller. The COMNAVRESFOR RPN Director (N82) SA assigns this role. The
comptroller controls funding at the highest level and works directly with FMs regarding
distribution, reconciliation, and any RPN financial matters. The comptroller distributes funds to
each FM.

d. DTS Administrator. The SA assigns this role to COMNAVRESFOR (N33). NROWS
orders that have been imported into DTS and have been rejected are placed in this box. The
Extensible Markup Language (XML) error clerk can resubmit certain DTS import errors (i.e. 45,
46, 210, and 220) into DTS.

e. Fund Approver. The FM at the echelon 3/4 command assigns a primary and alternate for
this role at echelon 5. COMNAVRESFOR (N31) will assign the FA role for all EXCOM RPDs.
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This is normally the official order approval authority. The FA is responsible for approving orders
based on available funding, mission requirements, and member entitlements. Typically this role
will be filled by the NRA CO and additional personnel designated by that CO. In order to prevent
fraud or a conflict of interest, FAs will not be assigned OS roles. However, should this be
necessary due to manning, the echelon 4 commander must approve the dual roles. NROWS
interlock prevents FA of orders created in the OS role. FAs are required to complete a DD Form
577 prior to assignment

Note: Within two weeks of appointment, and before approving any documents, a training course
as defined in COL Public Law 104-106 must be completed. A certificate of the course completion
must be provided to COMNAVRESFOR (N31).

f. Fund Manager. The applicable comptroller assigns this role. The FM role is typically
used by the REDCOM comptroller, but other ADT/IDTT distributors such as RPDs may use it as
well. The FM is required to complete a DD Form 577 prior to assignment. The FM is responsible
for RPN funds received from COMNAVRESFOR. The FM will use NROWS to sub-allocate
funds to a lower level where applicable. These funds will be sub-allocated by FY quarters along
with a total annual planning figure. The FM will act as a comptroller over these funds, which will
include the following responsibilities:

(1) Ensure accurate tracking of funds that were sub-allocated to a lower level.

(2) Follow up with the OS on unliquidated orders.

(3) Follow up with the OS on cancelled orders to ensure all airline tickets are returned to
NAVPTO for refund. Refunds will be processed through the system once the duty date has passed
and the ticket is unused. Refunds may take 60 to 90 days to be completed.

(4) Review expenditure data throughout the FY ensuring accuracy of cost.

(5) Identify problem disbursements through an assigned budget analyst/technician within
COMNAVRESFOR (N8).

g. Hard Holds. The OWA assigns a primary and alternate for this role at the echelon 4/5.
Orders will not proceed to any other routing stage until hard holds have been cleared. The OWA
will ensure that hard holds are adjudicated within 3 working days of submission. A list of hard
holds automatically generated by NROWS and procedures for clearing them are as follows:

(1) Age. Any Reservist who will reach age 60 before the end date of the orders will need
to obtain an age waiver from Navy Personnel Command (PERS-913) per reference (b).

(2) Expired Human Immunodeficiency Virus Test. Any Reservist whose HIV test will
expire before the end date of the orders will validate with the medical facility that maintains the
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member’s record before order approval. Verification of test completion before the start date of the
orders is acceptable. Member does not need to wait for the test results. Failure to obtain the test
must result in the cancellation of the orders. It is the responsibility of the person assigned the hard
hold role to track this requirement.

(3) Expired Physical Exam. Any Reservist who has an expired physical exam must
validate with the medical facility that maintains the member’s record before approval.
Verification of exam completion before the start date of the orders is acceptable. Member does
not need to wait for exam results. Failure to obtain an exam must result in orders cancellation. It
is the responsibility of the person assigned the hard hold role to track this requirement.

(4) Expired End of Obligated Service. Any Reservist who has an expired End of Obligated
Service (EOS) on or before the end date of the orders will require validation of EOS from the
organization that maintains the member’s service record. Failure to reenlist or extend EOS before
the start of orders must result in the orders being cancelled. It is the responsibility of the person
assigned the hard hold role to track this requirement.

(5) Permanent Mailing Address. This hard hold is now obsolete due to the NROWS Build
43.0 change that removed the Primary Residence (PR) edit feature owing to the MILPERSMAN
1000-140 requirement that addresses be managed solely in the Navy Standard Integrated
Personnel System (NSIPS).

(6) Passport. A passport may be required if any leg of travel occurs OCONUS. Validate
that the member has a valid passport if one is required. A list of countries requiring passports can
be found in reference (g) via Web site, https://www.fcg.pentagon.mil/.

(7) Eorce Protection. This hard hold is generated when a member is performing duty
OCONUS and selects “NO” to the question “Has anti-terrorism/force protection training and
certification been completed?” DoD anti-terrorism standards require all personnel to receive
mandatory antiterrorism awareness level | training annually. Validation through Fleet Training
Management Planning System (FLTMPS) that level | training has been completed for the FY at
the time of application submission is required prior to approval.

(8) Unliquidated Orders Greater than 5 Days. To clear this hard hold, the echelon 4/5 must
verify the member has submitted all outstanding travel claims and DTS vouchers. Take the
following action:

(a) For non-DTS NROWS travel, echelon 4 and 5 commands must verify through
SalesForce that all DD Form 1351-2 travel vouchers have been submitted and accepted by the
servicing PSD/TSC for payment.

(b) For NROWS to DTS travel, echelon 4/5 commands must verify all DTS vouchers
have been submitted for approval and routed to the AO for DTS, or that all rejected vouchers
and/or pay errors are being properly handled.
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Note: A returned DTS voucher is not an approved DTS voucher.

(c) If a travel claim has not been submitted to PSD/TSC or the DTS voucher has not
been submitted in DTS, the application must be returned to the member with specific instructions
on why it has been returned and how to rectify the issue. The member will not travel until the
hard hold is cleared. Echelon 4/5 commanders are accountable to COMNAVRESFOR for all hard
holds cleared that do not meet the above criteria.

(9) 29-Day QOutstanding Travel Advances. To clear this hard hold, the echelon 4/5
command must verify that the Reservist has submitted all outstanding travel claims/DTS vouchers.
Take the following action:

(a) For non-DTS NROWS travel, echelon 4/5 commands must verify through
SalesForce that all DD Form 1351-2 travel claims have been submitted and accepted by the
servicing PSD/TSC for payment.

(b) For NROWS to DTS travel, echelon 4/5 commands must verify all DTS vouchers
have been approved by the DTS AO.

Note: A returned DTS voucher is not an approved DTS voucher.

(c) If travel claims or DTS vouchers have not been submitted by the member as
required, the application must be returned to the member and the member will not travel until the
hard hold has been cleared. Echelon 4/5 commanders are accountable to COMNAVRESFOR for
all hard holds cleared that do not meet the above criteria.

(10) Location Other Than Home Travel. This requires annotation in the application that
the NRA has verified that the Reserve traveler is aware of the limited reimbursement for travel
costs with this option.

h. Headquarters Waivers. The COMNAVRESFOR (N33) SA assigns this role to
COMNAVRESFOR (N1/N31/N33/N7). Orders will not proceed to any other routing stage until
HQ waivers have been cleared. COMNAVRESFOR will ensure HQ waivers are processed within
14 days of travel.

(1) AT Days. AT orders routed to HQ waivers will be reviewed by COMNAVRESFOR
(N31) to ensure no member exceeds 29 days of AT per FY and that funding is available
(determined by quarter). Orders will be processed no more than 45 days prior to the start day or as
determined by COMNAVRESFOR (N31).

(2) Successive Orders Over 139 Days. COMNAVRESFOR (N33) will disapprove any
ADT orders or combination of ADT orders exceeding a total of 139 days to the same geographic
location without a 7-day break between the order sets.

2-8



COMNAVRESFORINST 4650.1C
14 June 2022

(3) Confirmation Order. Confirmation (verbal) orders must only be used in emergency
mission essential situations when both the traveler and traveler’s chain of command are unable to
fund approve a NROWS application prior to midnight of the day the orders start. Refer to chapter
4 paragraph 2 for details on confirmation orders. COMNAVRESFOR (N33) will adjudicate all
confirmation order hard holds.

(4) Manpower Availability Status (MAS) and Individual Medical Status (IMS) Codes

(@) The following MAS/IMS codes will route to HQ waivers and will be reviewed by
COMNAVRESFOR (N33):

=

MAS Codes: AKE, AUP, BCG, OWS, SAD, VS1.

2. IMS Codes: D3G, D3P, D6G, D6P, D7G, DJP, DMT, EAC, EAD, EAE, EAK,
EAM, EAO, EAP, EAR, EAS, EAT, EJC, EJM, EJP, EMD, EMN, HCG, HCP, HPG, HPP, JDP,
RC3, RDD, RM1, RM2, RM3, RM4, RM5, RM6, RM7, RM8, RM9, RMD, RML, RMP, RMR,
RVC.

Note 1: The underlined MAS/IMS codes will not be approved in HQ waivers until the MAS/IMS
code has been updated in NSIPS and the member’s Duty Status Code (DSC) is confirmed to be
“200” (exception: MAS code BCG, which must only be removed by NAVPERSCOM 8/9).

(b) If the MAS/IMS code is accurate in NSIPS and is not underlined above (exception:
SAD MAS code, see subparagraph (7) below):

1. Member (or the NRA on the member’s behalf) will fill out a NAVPERS
1336/3. Block 12 will include the IMS code, NROWS order tracking number, start and end dates
for orders (example for block 12 is as follows: “Respectfully request to go on ADT orders
#1234567 from 19Jan18 to 31Jan18 with a DMT IMS code.”).

Note 2: Do not put medical information in the request. Including medical information is a
HIPAA violation.

2. The NAVPERS 1336/3 will need to be signed by the NRA CO stating the CO is
aware of the member’s situation and approves the member to go on orders.

Note 3: It is recommended the NAVPERS 1336/3 be routed through the NRA medical
department. Members in a MEDHOLD status do not require a request chit.

Note 4: If the NRA CO manually signs block 21 of the NAVPERS 1336/3 Special

Request/Authorization, they will also need to print their name and annotate after their signature
that they are the NRA CO.
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3. E-mail the completed NAVPERS 1336/3 (unencrypted) to
CNRFC_CODE_N33@navy.mil. The subject line of the e-mail and attachment must be named as
follows: LAST, FIRST_IMS CODE_NROWS TRACKING #

4. All signatures and requested authority will be verified by COMNAVRESFOR
(N33) upon receipt before orders will be approved.

(c) If the MAS/IMS code is inaccurate in NSIPS:
1. Update the code in NSIPS.
2. Once the MAS/IMS code is updated in NSIPS the NRA can e-mail
(unencrypted) a screen shot of the updated IMS code to CNRFC_CODE_33@navy.mil, as there
can be a 48-hour delay in NSIPS updating NROWS.

Note 5: E-mail subject line: LAST NAME, FIRST NAME_IMS CODE_NROWS TRACKING #
(i.e. SAILOR, JANE_RM1_1234567)

(5) Direct Commissioned Officer (DCO) Waiver. All DCO MAS codes will route to HQ
waivers for review by either COMNAVRESFOR (N1) or COMNAVIFORES (N7).

(6) Permanent Change of Station or More than 139 Days Authorized. All ADT orders over
139 days or orders less than 139 days marked as PCS will route to HQ waivers for review by
COMNAVRESFOR (N33).

(a) Orders over 139 days will be reviewed to ensure the NROWS orders state PCS in
the subject line of the order.

(b) Orders less than 139 days routed as PCS will be reviewed for proper justification.
For example, the fund approver intends to extend the orders beyond 139 days once additional
funding is available or the member is on successive orders to the same geographic location
exceeding 139 days without a 7-day break.

(7) Reqular Retirement Risk. Per reference (h), Reserve personnel with greater than 17
years 6 months of Total Active Duty Service (TOTAS) will not be permitted to execute more than
29 days of cumulative AT/ADT orders per fiscal year without permission from Chief of Naval
Operations (N13). All Active Duty orders are included in the TOTAS calculation. Prior to
execution of orders, all Reserve personnel subject to screening controls will review, verify, and
acknowledge in writing the accuracy of their TOTAS using enclosure (5) of reference (h).
COMNAVRESFOR (N33) will review but not withhold AT/ADT orders for members who carry
the SAD MAS code but have less than 17 years 6 months TOTAS.

(8) Uniformed Services Employment and Reemployment Rights Act. Per reference (i),
orders that qualify for an exemption from the 5-year cumulative service limit established in the
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USERRA must include a statement reflecting the exemption status from the 5-year limit and the
statutory authority under which the service is exempt. All Reserve orders must provide contact
information for either the member’s home unit commander or a unit point of contact designated to
address employer concerns regarding the period of service. Some AT/ADT/IDTT orders are
exempt from the 5-year cumulative service limit. Refer to reference (i) for further information on
approved USERRA exemptions.

(a) N31 USERRA Approved Mission. COMNAVRESFOR (N31) is responsible to
verify whether ADT orders are in support of a SECNAV approved critical mission of the
uniformed services qualifying the member for the 5-year service limitation exemption.

(b) N7 USERRA Schools. COMNAVRESFOR (N7) is responsible to verify ADT
schools orders are in support of entry-level training or SECNAYV exempted training.

i. Helpdesk and Regional Helpdesk. Naval Information Warfare Center (NIWC) Atlantic
(New Orleans office) and the COMNAVRESFOR (N33) Director/Deputy assign the helpdesk
role. Helpdesk role is limited to COMNAVRESFOR and NIWC Atlantic (New Orleans office)
and as required on a case-by-case basis when approved by the COMNAVRESFOR (N33)
Director/Deputy. COMNAVRESFOR (N33) assigns the regional helpdesk role to REDCOM
N3/N7 or equivalent personnel only.

j.  Mission/Event Planner. Role assigned by COMNAVRESFOR (N31) to the RPDs and
echelon 4/5 commands. Can create, modify, and cancel M/E. This will be at the work center
level. This role will also validate requirements entered against each M/E owned.

k. Order Specialist. The OWA assigns a primary and alternate for this role. The OS is the
approval authority for the following: Non-paid orders, order modifications that do not involve the
obligation of funds, order cancellations, or orders funded using “other” appropriation. In order to
prevent fraud or a conflict of interest, OSs should not be assigned both OS and FA roles.
However, should this be necessary due to manning, the echelon 4 commander must approve the
dual roles. NROWS interlock prevents FA of orders created in the OS role. The OS is
responsible for the following:

(1) Enter NROWS order applications approved by the Unit Approver (UA).

(2) Process all order requests, modifications, and cancellations for members under their
administrative control within three business days of receipt. If travel is expected within 72 hours
of receipt, the OS must process requests, modifications, and cancellations within 24 hours.

(3) Validate and/or complete all applications based on Sailor and UA/UR role comments.

(4) Ensure personnel flagged with the SAD MAS code provide the OS with a copy of their

annual statement of service history to ensure the member is not approaching the 17 years 6 months
TOTAS threshold discussed in subparagraph 3h(7) of this chapter. Members with 16 years of
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TOTAS will have their orders flagged in NROWS. SAD MAS codes will route through HQ
waivers.

(5) Order Writing Authority (OWA). The echelon 4 NRA Commander, Deputy
Commander, Chief Staff Officer, or Executive Officer assigns this role by DOA. The OWA role
should be limited to a primary and an assistant. The primary OWA should be assigned to the
echelon 5 NRA CO. The assistant OWA should be assigned to an E-7 or above assigned to the
echelon 5 staff. The OWA role is responsible for assigning personnel to fill the roles of OS, FA,
security, hard holds, and UA/UR in NROWS for their area of responsibility.

(6) OWA Limitations. Each echelon 4/5 command is limited to four OWAs, to include the
CO, in accordance with Appendix G.

(7) Reporting Requirements. Each echelon 5 command is required to verify their OWAs
monthly and report to their echelon 4 ISIC quarterly.

I. N35 Lock. The COMNAVRESFOR (N33) SA assigns this role to the COMNAVRESFOR
(N35) mobilization division, who will lock NROWS accounts for 30 days of members who have
done 5 years of consecutive Active Duty.

m. Resource Owner. Role assigned by COMNAVRESFOR (N31) to the RPD/echelon 4 who
will validate their members assigned to a requirement. The RPD who owns the billet (defined by
AUIC) is the resource owner.

n. Requirement Owner. Role assigned by the M/E planner and managed by
COMNAVRESFOR (N31). This role can create, modify, and cancel requirements attached to
missions, and make selections. This role will be at the work center level and is defined using the
existing role assignment process in NROWS, modified to include the sub management code to
AUIC structure.

0. SA. Director/Deputy COMNAVRESFOR (N33) assigns this role to COMNAVRESFOR
staff and NIWC Atlantic (New Orleans office) assigns this role to its staff. The SA has oversight
of the entire system. The SA is responsible for assignment of HQ level and NIWC roles within
NROWS.

p. Sailor. This role is not assigned and it is available to every Reservist in NSIPS with
personnel data information. The individual member is responsible for submitting order
applications. The member can track their application throughout the order routing process,
including the printing of draft/official orders. Sailors assigned additional roles will not fund
approve their own orders in NROWS.

g. School Quotas. The COMNAVRESFOR (N33) SA assigns this role. This role is
responsible for validating all school quotas (refer to chapter 6).
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r. Security. The OWA assigns a primary and alternate for this role. The security role
validates that the member holds the required clearance for a set of orders before approval. NRAS
must certify the member’s clearance to the member’s supported command.

s. SSA. Technology Service Organization (TSO) Indianapolis, with the approval of
COMNAVRESFOR (N33) and NIWC Atlantic (New Orleans office) assigns this role via a
NROWS script. The SSA has oversight of the entire system and maintenance tables.

t. Travel. The SA assigns this role to COMNAVRESFOR (N33)/Navy Passenger
Transportation Office (NAVPTO) Pensacola. Orders will not proceed to any other routing stage
until travel (verification) has been cleared. COMNAVRESFOR (N33) works to ensure that travel
(verification) is adjudicated within 14 days of travel.

u. Travel Supervisor. The SA assigns this role to COMNAVRESFOR (N33) and NAVPTO
Pensacola. The travel supervisor validates joint travel regulation (JTR) entitlements and
regulations, fills all commercial travel requests, fills module test and repairs (MTR), and
reconciles billing.

v. Unit Approver/Unit Reviewer. The OWA assigns these roles to unit COs and personnel
designated by unit COs. UAs/URs review all requests and either approve or disapprove each
request based on mission requirements. Approval only validates the application for orders. Order
applications do not become official orders until approved by the FA. Disapproval of orders
returns the application to the member who submitted it.

Note: Order applications submitted by non-locally assigned Sailors will be routed to their non-
locally assigned-in UA/URs. Non-locally assigned UA/URs are associated with the unit
mobilization UIC on the Reserve Unit Assignment Document. See Appendix P for an example of
non-locally assigned orders routing process.

w. Voucher Support. The SA assigns this role to the NAVPTO Pensacola. This role is used
in conjunction with the travel supervisor and billing