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History. This publication is certified 

current on 20 December 2022. Aside from 

the administrative changes listed in the 

summary of change, no other changes 

were made to certify the currency of this 

publication. 

Summary. This pamphlet describes or-

der formats and the use for each. This 

publication is organized to make it com-

patible with AR 600 ï 8 ï 105. 

Applicability. This publication applies 

to publishing and distributing orders for 

the Regular Army and U.S. Army Reserve 

units and personnel; members of the 

Army National Guard of the United States 

while on active duty (includes active duty 

in Active Guard Reserve status), initial 

active duty for training, active duty for 

training, and active duty for special work; 

and prior service personnel enlisted at 

Military Entrance Processing Stations. It 

also serves as a basic frame of reference 

for Army National Guard of the U.S. units 

not on active duty. This publication is ap-

plicable during mobilization. 

Proponent and exception authority. 
The proponent of this publication is the 

Deputy Chief of Staff, G ï 1. The propo-

nent has the authority to approve excep-

tions to this publication that are consistent 

with controlling law and regulation. Pro-

ponents may delegate this approval au-

thority, in writing, to a division chief un-

der their supervision within the proponent 

agency in the grade of colonel or the civil-

ian equivalent. 

Suggested improvements. Users 

are invited to send comments and sug-

gested improvements on DA Form 2028 

(Recommended Changes to Publications 

and Blank Forms) directly to the Com-

mander, U. S. Army Human Resources 

Command, (AHRC ï PDF ï I), Department 

460, 1600 Spearhead Division Avenue, 

Fort Knox, KY 40122 ï 5406. 

Distribution. This pamphlet is availa-

ble in electronic media only and is in-

tended for the Regular Army, Army Na-

tional Guard/ Army National Guard of the 

United States, and the U.S. Army Re-

serve. 
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Chapter 1 
Introduction 

1ï1.  Purpose 
This pamphlet provides procedural guidance for completing mandated operating tasks for the orders program of the 

Military Personnel (MILPER) System. Policy pertaining to each of these unique reports and support forms is contained 

in AR 600 ï 8 ï 105. Send requests for clarification or exceptions to procedures to the Army Human Resources Com-

mand (AHRC). The address is U.S. Army Human Resources Command, (AHRC ï PDF ï I), Department 460, 1600 

Spearhead Division Avenue, Fort Knox, KY 40122 ï 5406. 

1ï2.  References and forms 
See appendix A. 

1ï3.  Explanation of abbreviations 
See glossary. 

1ï4.  Work centers 
Table 1 ï 1 lists which work center performs the various functions or program within the orders production process. 

 

Table 1 ï 1 
Military personnel work centers that produce orders, Regular Army only  ð Continued 

Work Center Associated function or program 

Strength management Enlisted management 

Officer management 

Special pay programs 

Unit manning 

Personnel reassignment Reassignment 

Personnel plans and actions Awards and decorations 

Leaves and passes 

Enlisted transfers and discharges 

Officer transfers and discharges 

Soldier actions Officer procurement 

Promotions Enlisted promotions and reductions 

Officer promotions 

Replacement support Replacement operations 

Transition center Transition management 

Transition processing 

Retention Retention 

Recruiting Recruiting 

1 ï 5.  Movement designator codes 
Table 1 ï 2 lists all the movement designator codes (MDCs) used in orders production and covers accessions, training, 

operational, rotational, separations, unit moves, no cost moves, contingency/mobilization, diversions, continuation 

moves, active duty for operational support (ADOS) operations, and unit base realignment and closure orders. 
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Table 1 ï 2 
Movement designator codes ð Continued 

Rule If Soldier is moving from: And is traveling to: Officer 

MDC is: 

Enlisted 

MDC is: 

Accessions 

1 Civilian life in continental United States 

(CONUS) 

A CONUS permanent station 1A 1A 

2 A reception station, a basic combat training 

(BCT) unit, medical holding detachment, of 

personnel control facility (PCF) 

BCT, advanced individual training (AIT), 

further AIT or temporary duty (TDY) 

school (course length less than 20 weeks) 

 
1A 

3 A reception station, BCT, AIT, or TDY school A TDY school 
 

1A 

4 Civilian life in CONUS (reenlistment) A CONUS permanent station as a student 

(course length 20 weeks or more) 

 
1B 

5 Dropped from rolls of the Army PCF 
 

1B 

6 Civilian life in outside the continental United 

States (OCONUS) 

A CONUS permanent station 1C 
 

7 Civilian life in OCONUS An OCONUS permanent station and no 

overseas travel required 

1D 
 

8 Civilian life in CONUS A CONUS permanent station as a student 

(course length 20 weeks or more) 

1E 1E 

9 Civilian life in OCONUS A CONUS permanent station as a student 

(course length 20 weeks or more) 

1E 1E 

10 A reception station, BCT, AIT, or TDY school A CONUS permanent station as a student 

(course length 20 weeks or more) 

 
1E 

11 Civilian life in CONUS United States Military Academy (USMA) 

as a cadet 

  

12 Civilian life in OCONUS USMA as a cadet 
  

13 Civilian life in CONUS (reenlistment) A CONUS permanent station 
 

1H 

14 Civilian life in OCONUS An OCONUS permanent station overseas 

travel required 

1K 
 

15 Civilian life in CONUS An OCONUS permanent station 1L 
 

16 BCT, AIT, or TDY school An OCONUS permanent station 
 

1L 

17 Civilian life in CONUS (reenlistment) A CONUS permanent station 
 

1M 

18 BCT or AIT A CONUS permanent station for on-the-

job training AIT 

 
1S 

19 BCT, AIT, or TDY school A CONUS permanent station 
 

1X 

20 A CONUS permanent station A CONUS permanent station as a student 

(course length 20 weeks or more) 

2A 2A 

Training 

21 A CONUS permanent station as a student 

(course length 20 weeks or more) 

AIT 2A 2A 

22 A CONUS permanent station as a student 

(course length 20 weeks or more) 

A CONUS permanent station 2B 2B 

23 A CONUS permanent station as an Army 

Medical Department (AMEDD) resident 

A CONUS permanent station as an 

AMEDD resident 

2B 
 

24 A CONUS permanent station as a student 

(course length 20 weeks or more) 

A CONUS permanent station as a student 

(course length 20 weeks or more) 

2C 2C 
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Table 1 ï 2 
Movement designator codes ð Continued 

Rule If Soldier is moving from: And is traveling to: Officer 

MDC is: 

Enlisted 

MDC is: 

25 An OCONUS permanent station An OCONUS permanent station as a 

student with no overseas travel required 

(course length 20 weeks or more) 

2E 
 

26 An OCONUS permanent station as student 

(course length 20 weeks or more) 

An OCONUS permanent station with no 

overseas travel required 

2E 
 

Operational 

27 A CONUS permanent station A CONUS permanent station 3A 3A 

28 A CONUS permanent station and move will cost 

$500 or less 

A CONUS permanent station 3B 3B 

29 An OCONUS permanent station An OCONUS permanent station within the 

same over- seas area 

3E 3E 

30 An OCONUS permanent station and move will 

cost $500 or less 

An OCONUS permanent station within the 

same over- seas area 

3F 3F 

Rotational 

31 A CONUS permanent station An OCONUS permanent station 4A 4A 

32 An OCONUS permanent station A CONUS permanent station as a student 

(course length 20 weeks or more) 

4B 4B 

33 An OCONUS permanent station A CONUS permanent station 4C 4C 

34 An OCONUS permanent station An OCONUS permanent station in another 

overseas area 

4D 4D 

35 An OCONUS permanent station as a student 

(course length 20 weeks or more) 

A CONUS permanent station 4F 4F 

36 An OCONUS permanent station as a student 

(course length 20 weeks or more) 

An OCONUS permanent station in another 

overseas area 

4F 4F 

37 An CONUS permanent station as a student 

(course length 20 weeks or more) 

An OCONUS permanent station 4G 4G 

38 A CONUS permanent station An OCONUS permanent station as a 

student (course length 20 weeks or more) 

4G 4G 

39 A CONUS permanent station as an AMEDD 

resident 

An OCONUS permanent station as an 

AMEDD resident 

4G 
 

Separations 

40 An OCONUS permanent station and home of 

record (HOR), place entry on active duty (EAD), 

or home of selection is in CONUS 

A U.S. Army Transition Point in CONUS 7A 7A 

41 An OCONUS permanent station and HOR, 

place EAD, or home of selection is in CONUS 

Separation 7A 7A 

42 A CONUS permanent station and HOR, place 

EAD, or home of selection is in CONUS 

A U.S. Army Transition Point in CONUS 7B 7B 

43 A CONUS permanent station and HOR, place 

EAD, or home of selection is in CONUS 

Separation 7B 7B 

44 A CONUS permanent station and HOR, place 

EAD, or home of selection is in CONUS 

A U.S. Army Transition Point in CONUS 7C 7C 

45 A CONUS permanent station and HOR, place 

EAD, or home of selection is in CONUS 

A U.S. Army Transition Point in CONUS 7C 7C 
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Table 1 ï 2 
Movement designator codes ð Continued 

Rule If Soldier is moving from: And is traveling to: Officer 

MDC is: 

Enlisted 

MDC is: 

46 A CONUS permanent station and HOR, place 

EAD, or home of selection is in CONUS 

Separation 7C 7C 

47 Assigned as a cadet at USMA and HOR or 

place EAD is in CONUS 

Separation 7C 
 

48 An OCONUS permanent station and HOR, 

place EAD, 

A U.S. Army Transition Point in CONUS 7E 7E 

49 An OCONUS permanent station and HOR, 

place EAD, 

Separation 7B 7B 

50 An OCONUS permanent station and HOR, 

place EAD, 

A U.S. Army Transition Point in OCONUS 7F 7F 

51 An OCONUS permanent station and HOR, 

place EAD, 

Separation 7F 7F 

52 Assigned as a cadet at USMA and HOR or 

place EAD 

Separation 7G 7G 

53 CONUS/OCONUS permanent station Wounded Warrior Transition Facility 7K 7K 

Unit move 

54 A CONUS permanent station as part of a unit 

move 

A CONUS permanent station but will travel 

on a different date than the main group 

8A 8A 

55 A CONUS permanent station as part of a unit 

move 

A CONUS permanent station but will travel 

on a different date than the main group 

8B 8B 

56 An OCONUS permanent station as part of a unit 

move 

An OCONUS permanent station but will 

travel on different date than the main 

group 

8C 8C 

57 An OCONUS permanent station as part of a unit 

move 

An OCONUS permanent station but will 

travel on a different date than the main 

group 

8D 8D 

58 An OCONUS permanent station as part of a unit 

move 

A CONUS permanent station but will travel 

on a different date than the main group 

8D 8D 

59 A CONUS permanent station as part of a unit 

move 

A CONUS permanent station and will 

travel with the main group 

8E 8E 

60 A CONUS permanent station as part of a unit 

move 

An OCONUS permanent station and will 

travel with main group 

8F 8F 

61 An OCONUS permanent station as part of a unit 

move 

An OCONUS permanent station and will 

travel with main group 

8G 8G 

62 An OCONUS permanent station as part of a unit 

move 

An OCONUS permanent station and will 

travel with main group 

8H 8H 

63 An OCONUS permanent station as part of a unit 

move 

A CONUS permanent station and will 

travel with the main group 

8H 8H 

No cost moves 

64 A CONUS permanent station A CONUS permanent station as a student 

at the same geographic location (course 

length 20 weeks or more) 

NX NX 

65 An OCONUS permanent station An OCONUS permanent station as a 

student at the same geographic location 

(course length 20 weeks or more) 

NX NX 
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Table 1 ï 2 
Movement designator codes ð Continued 

Rule If Soldier is moving from: And is traveling to: Officer 

MDC is: 

Enlisted 

MDC is: 

66 A CONUS permanent station as a student 

(course length 20 weeks or more) 

A CONUS organization at the same 

geographic location 

NY NY 

67 An OCONUS permanent station as a student 

(course length 20 weeks or more) 

An OCONUS organization at the same 

geographical location 

NY NY 

68 A CONUS permanent station An OCONUS organization at the same 

geographic location 

NZ NZ 

69 An OCONUS permanent station An OCONUS organization at the same 

geographical location 

NZ NZ 

70 A CONUS permanent station A CONUS permanent station at no cost to 

the Army (permissive) 

NZ NZ 

71 An OCONUS permanent station An OCONUS permanent station within the 

same overseas area at no cost to the 

Army (permissive) (for example to Europe) 

NZ NZ 

Contingency/mobilization 

72 A temporary change of station (TCS) 

contingency/mobilization 

Assigned TCS in support of a contingency 

operation 

PM PM 

73 A TCS contingency/mobilization Assigned TCS within theater of operation PM PM 

74 A TCS contingency/mobilization Returned TCS from theater of operation PM PM 

Diversions 

75 A CONUS permanent station An OCONUS permanent station and 

diverted to a CONUS permanent station 

while en route 

DA DA 

76 An OCONUS permanent station An OCONUS permanent station and 

diverted to a CONUS permanent station 

while en route 

DA DA 

77 A CONUS permanent station An OCONUS permanent station and 

diverted to an OCONUS permanent 

station while en route 

DB DB 

78 A CONUS permanent station A CONUS permanent station and diverted 

to an OCONUS permanent station while 

en route 

DB DB 

79 An OCONUS permanent station A CONUS permanent station and diverted 

to an OCONUS permanent station while 

en route 

DE DE 

80 An OCONUS permanent station An OCONUS permanent station and 

diverted to an OCONUS permanent 

station while en route 

DE DEE7 

81 An OCONUS permanent station A CONUS permanent station and diverted 

to an OCONUS permanent station while 

en route 

DF DF 

82 An OCONUS permanent station A CONUS permanent station and diverted 

to a CONUS permanent station while en 

route 

DF DF 

83 A CONUS permanent station A CONUS permanent station and diverted 

to a CONUS permanent station while en 

route 

DJ DJ 
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Table 1 ï 2 
Movement designator codes ð Continued 

Rule If Soldier is moving from: And is traveling to: Officer 

MDC is: 

Enlisted 

MDC is: 

84 A CONUS permanent station A CONUS permanent station and diverted 

to an OCONUS permanent station while 

en route 

DK DK 

85 A CONUS permanent station An OCONUS permanent station and 

diverted to an OCONUS permanent 

station while en route 

DK DK 

86 A CONUS permanent station An OCONUS permanent station and 

diverted to a CONUS permanent station 

while en route 

DL DL 

87 An OCONUS permanent station An OCONUS permanent station and 

diverted to a CONUS permanent station 

while en route 

DL DL 

88 An OCONUS permanent station An OCONUS permanent station and 

diverted to an OCONUS permanent 

station while en route 

DM DM 

89 An OCONUS permanent station A CONUS permanent station and diverted 

to an OCONUS permanent station while 

en route 

DM DM 

Continuation move 

90 A CONUS permanent station A CONUS permanent station and reports 

to an interim station for in-processing and 

continued travel to permanent station 

CB CB 

91 A CONUS permanent station An OCONUS permanent station and 

reports to an interim station for in-

processing and continued travel to 

permanent station 

CB CB 

92 An OCONUS permanent station A CONUS permanent station and reports 

to an interim station for in-processing and 

continued travel to permanent station 

CB CB 

93 An OCONUS permanent station An OCONUS permanent station and 

reports to an interim station for in-

processing and continued travel to 

permanent station 

CB CB 

ADOS operations 

94 Army Reserve/NG Status CONUS ADOS orders no transoceanic travel. 

Regular Army (RA) tour 1 year or less 

3G 3G 

95 Army Reserve/NG Status CONUS ADOS orders no transoceanic travel. RA 

tour 1 year or less. Reimbursable to RA 

3H 3H 

96 Army Reserve/NG Status CONUS ADOS orders transoceanic travel. RA tour 

1 year or less. Reimbursable to RA 

4H 4H 

97 Army Reserve/NG Status CONUS ADOS orders transoceanic travel. RA tour 

1 year or less 

4J 4J 

98 A CONUS permanent station as a cadet Separation 
  

Unit base realignment and closure 

99 CONUS/OCONUS permanent station due 

closure 

CONUS/OCONUS permanent station BR BR 
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Chapter 2 
Orders Formats 

2ï1.  Formats 
a.  This DA pamphlet prescribes formats and instructions for preparing most orders at all echelons of RA and Re-

serve Components organizations. Table 2 ï 1 provides a numerical and alphabetical index. 

b.  Some formats are multipurpose. They can be used for different actions based on the responses to the lead lines. 

c.  Field commanders are to not use formats with a second digit code of 8 or 9. 

d.  Formats with the number 5, 6, or 7 as the second digit of code are used for Army National Guard of the United 

States (ARNGUS) or U.S. Army Reserve (USAR) personnel or units only. 

e.  All elements of the RA and Reserve Components may use other formats as needed. 

 

Table 2 ï 1 
Numerical list of order formats ð Continued 

Format MILPER function or program Figure number 

100 Recruiting 11 ï 1 

110 Officer procurement 6 ï 1 

112 Officer procurement 6 ï 2 

120 Manpower mobilization 14 ï 1 

150 Manpower mobilization 14 ï 2 

153 Manpower mobilization 14 ï 3 

155 Officer procurement 6 ï 3 

156 Officer procurement 6 ï 4 

157 Officer procurement 6 ï 5 

159 Retention 10 ï 1 

160 Manpower mobilization 14 ï 4 

162 Manpower mobilization 14 ï 5 

163 Manpower mobilization 14 ï 6 

164 Manpower mobilization 14 ï 7 

168 Retention 10 ï 2 

172 Enlisted management 3 ï 1 

174 Enlisted or officer management 3 ï 2 

180 Manpower mobilization 14 ï 8 

181 Manpower mobilization 14 ï 9 

185 Officer procurement 6 ï 6 

186 Officer procurement 6 ï 7 

187 Officer procurement 6 ï 8 

188 Officer procurement 6 ï 9 

190 Officer procurement 6 ï 10 

196 Enlisted or officer management 3 ï 3 

198 Enlisted management 3 ï 4 

250 Trainee and student support 13 ï 1 

260 Trainee and student support 13 ï 2 

262 Trainee and student support 13 ï 3 

263 Trainee and student support 13 ï 4 
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Table 2 ï 1 
Numerical list of order formats ð Continued 

Format MILPER function or program Figure number 

266 Transition management 9 ï 1 

267 Transition management 9 ï 2 

269 Trainee and student support 13 ï 5 

270 Trainee and student support 13 ï 6 

272 Trainee and student support 13 ï 7 

274 Transition management 9 ï 3 

301 Enlisted promotions or reductions 7 ï 1 and 7 ï 2 

302 Enlisted promotions or reductions 7 ï 3 and 7 ï 4 

305 Officer promotions 7 ï 5 

306 Enlisted promotions or reductions 7 ï 6 

310 Enlisted management 3 ï 5 

320 Awards and decorations 5 ï 1 

330 Special pay programs 3 ï 6 

331 Special pay programs 3 ï 7 

332 Special pay programs 3 ï 8 

333 Special pay programs 3 ï 9 

342 Leaves and passes 5 ï 2 

344 Leaves and passes 5 ï 3 

390 Officer promotions 7 ï 7 

400 Miscellaneous (TDY) 12 ï 3 

401 Individual deployed Soldier 4 ï 1 

405 Reassignment 4 ï 2 

407 Reassignment 4 ï 3 

410 Reassignment 4 ï 4 

417 Reassignment 4 ï 5 

418 Reassignment 4 ï 6 

419 Reassignment 4 ï 7 

422 Replacement operations 8 ï 1 

423 Replacement operations 8 ï 2 

424 Reassignment 4 ï 8 

425 Reassignment 4 ï 9 

426 Enlisted or officer management 3 ï 10 

430 Transition processing 9 ï 4 

434 Transition processing 9 ï 5 

440 Enlisted or officer management 3 ï 11 

450 Enlisted or officer transfers or discharges 5 ï 4 

452 Reassignment 4 ï 10 

454 Transition processing 9 ï 6 

460 Enlisted or officer management 3 ï 12 
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Table 2 ï 1 
Numerical list of order formats ð Continued 

Format MILPER function or program Figure number 

500 Enlisted or officer transfers or discharges 5 ï 5 

501 Enlisted or officer transfers or discharges 5 ï 6 

502 Enlisted or officer transfers or discharges 5 ï 7 

505 Enlisted or officer transfers or discharges 5 ï 8 

520 Enlisted or officer transfers or discharges 5 ï 9 

522 Enlisted or officer transfers or discharges 5 ï 10 

524 Transition management 9 ï 7 

526 Transition management 9 ï 8 

530 Officer transfers and discharges 5 ï 11 

540 Enlisted or officer transfers and discharges 5 ï 12 

550 Manpower mobilization 14 ï 10 

562 Transition management 9 ï 10 

564 Officer transfers and discharges 5 ï 13 

600 Transition processing 9 ï 11 

610 Transition processing 9 ï 12 

612 Transition processing 9 ï 13 

620 Transition processing 9 ï 14 

680 Transition processing 9 ï 15 

692 Transition processing 9 ï 16 

694 Transition processing 9 ï 17 

696 Transition processing 9 ï 18 

700 Orders 2 ï 5 

705 Orders 2 ï 6 

740 Unit manning 3 ï 13 

745 Reassignment 4 ï 11 

2 ï 2.  Group actions 
a.  The formats in this publication may be used for two or more Soldiers or units when most of the variable infor-

mation (see para 2 ï 8) is the same and when each Soldier or unit affected by the order can easily read and understand 

what action is being taken. 

b.  When a format requires a standard name lineïï 

(1)  Place the variable information that is different for each Soldier or unit after the required items of data as shown 

in figure 2 ï 2. 

(2)  The response to the lead line(s) will be ñSee standard name line.ò 

c.  When a format requires a name lineïï 

(1)  Place the variable information that is different for each Soldier or unit after the items of data required for the 

name line. 

(2)  The response to the lead line(s) will be ñSee name line.ò 

2ï3.  Heading 
The heading on Army orders will be in accordance with letterhead requirements of AR 25 ï 50. The heading on Army 

orders will include DEPARTMENT OF THE ARMY in all uppercase letters (except for orders prepared by Army 

National Guard (ARNG) units not on active duty), headquarters designation of the organization issuing the order, the 

mailing address including ZIP + 4, the office symbol, the number of the order, and the current date (format: 1 January 
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2017). Department of the Army letterhead can be produced at the Army Publishing Directorate website 

https://armypubs.army.mil/. 

2ï4.  Paragraphs 
Orders may contain one or more paragraphs. Each paragraph will contain one action (for example, promotion, reas-

signment, or award) that applies to one Soldier, a group, or an organization. Paragraphs are numbered in orders with 

two or more paragraphs. 

2ï5.  Standard name line 
The standard name line for a Soldier consists of the name, Social Security number (SSN), current grade of rank, unit 

of assignment (including the unit identification code (UIC)), and station of assignment. The full name is also accepta-

ble. The standard name line for a unit or organization includes of the name of the unit or organization, command of 

assignment, UIC, station, and location of assignment. Include the mailing address on orders that will be mailed. Do 

not change the sequence of data unless the order will be mailed to the Soldier (format b, figure 2 ï 1). Examples of 

standard name lines are shown in figure 2 ï 1. 

 
Figure 2 ï 1.  Examples of standard name lines 

2ï6.  Constant information 
The directive or announcement at the beginning of the order is the constant information, (that is, you are reassigned 

as indicated.) Constant information is not modified unless a format specifically authorizes the modification or if the 

Soldier elects option 1, 2, or 3 of Headquarters, Department of the Army (HQDA)ïTDY schooling in conjunction 

with permanent change of station (PCS). Do not modify the format if TDY is at either the new or old duty station. 

2ï7.  Lead lines 
a.  A lead line identifies and controls an item of variable information and uniformly leads into the proper response. 

b.  Do not rearrange lead lines shown in order formats. Lead lines may be deleted only when the note to a format 

specifically authorizes the deletion. Unless a format authorizes the modification, copy the lead lines exactly as they 

appear on the formats in this publication. 

c.  Formats may be modified to add lead linesð 

(1)  When the note to a format specifically authorizes the change. 

https://armypubs.army.mil/
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(2)  When TDY en route is authorized and the format does not have the necessary lead lines. TDY en route infor-

mation will be included as defined in paragraphs 2ï7c(3)(a) and 2ï7c(3)(b). 

(a)  Add the accounting classification lead line before the MDC lead line. 

(b)  Add TDY en route at; reporting date, TDY station; period of TDY; and purpose of TDY lead lines after the 

reporting date lead line. If the TDY Soldier is to attend school, include the course title, class or course number, and 

quota source as a response to the purpose of TDY lead line; show specific reporting instructions as a response to the 

reporting date, TDY station, lead line. 

(3)  If a Soldier elects option 1, 2, or 3 of HQDA directed TDY schooling in conjunction with PCS, change the 

reporting date lead line to the reporting date to gaining unit lead line, and include TDY information as follows: 

(a)  If a Soldier elects option 1 or 3, add the TDY; reporting date, TDY station; period of TDY; and purpose of 

TDY lead lines before the assigned to lead line; and add an accounting classification lead line before the MDC lead 

line. 

(b)  If a Soldier elects option 2, add the TDY; reporting date, TDY station; period of TDY; and purpose of TDY 

lead lines before the additional instructions lead line; and add an accounting classification lead line before the MDC 

lead line. 

(c)  Include the course title, class or course number as a response to the purpose of TDY lead line. 

2ï8.  Variable information 
This information may vary for each individual or situation in the order and is expressed as a response to the lead lines. 

The person preparing the order will develop appropriate responses by referring to the individualôs records and the 

regulations or other instructions governing the action to be taken. Some formats in this publication have a note listing 

the regulations that apply to the action. In addition, appendix A lists regulations that may be needed to prepare orders. 

a.  For more complicated orders pertaining to individuals, the lead lines are divided into two sections. 

(1)  The first section is directed to the Soldier to whom the order applies. It contains only the minimum information 

that the Soldier needs to know to comply with the order. 

(2)  The second section is titled FOR ARMY USE. It contains lead lines and responses that provide fiscal, travel, 

strength accounting, and personnel management data. This section contains no information that the Soldier to whom 

the order pertains needs to know to comply with the order. 

b.  Each lead line requires a clear and concise response. When appropriate, the response will be ñNot applicableò 

or ñNone.ò Do not use the abbreviation ñNA.ò Do not use terms such as ñTo be determined,ò ñUnknown,ò or ñTo be 

announcedò as a response to any lead line. Do not use the term ñservice memberò or the abbreviation ñSMò as a 

response to any lead line. 

2ï9.  Additional instructions 
a.  Most formats have an additional instruction lead line to include information that is needed by the Soldier named 

in the order or is needed by an organization or unit if the order contains a standard name line of an organization or 

unit. In addition, the information will be stated in the order because of an entitlement or obligation accruing from the 

action being taken or because it is essential to the purpose of the order (for example, reassignment, active duty of 

Soldier or unit, and reorganization of a unit). 

b.  Do not include the type of information defined in paragraphs 2ï9b(1) through 2ï9b(5) in the additional instruc-

tions lead line, including additional instructions of orders prepared as a result of HQDA-issued assignment instructions 

or AHRC requests for orders. 

(1)  Information that is or should be a response to another lead line, for example, duty station, accounting classifi-

cation, and TDY en route lead lines. 

(2)  Information that is shown in the constant information of the order. 

(3)  Out-processing procedures that must be completed before the Soldier leaves the losing organization, for exam-

ple, requirements for security clearance, information on briefings, forms to be completed, and travel codes. 

(4)  Information that does not need to be in orders and can be furnished to Soldiers during out-processing or brief-

ings and/or by a letter of instruction. 

(5)  In-processing procedures that the gaining organization can include in installation fact sheets or welcoming 

letters, for example, uniform requirements, information on DoD dependent schools, and the sign-in location at the 

gaining organization. 

2ï10.  Modes of transportation 
a.  Orders will not show a mode of transportation unless authority is granted for travel by privately owned vehicle 

(POV), special conveyance or ferry. 
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b.  Orders will neither specify port call information nor category/class of airlift (for example, category Z travel), 

because category of service implies mode of transportation. Orders will not indicate transit sites (airports or cities 

where the Soldier will change modes of travel). When a Soldier must travel from a TDY/TCS point of origin to a final 

destination, only those two locations will be indicated on the orders. Travel to intermediate sites for the purpose of 

onward transportation will not be indicated on the orders. 

c.  Authority for use of extra fare travel accommodations will be obtained in accordance with the Joint Travel Reg-

ulations (JTR). 

d.  Transportation officers determine port call locations and modes of transportation, except for TDY. 

e.  Travel by POV cannot be directed. 

f.  TDY orders may show that travel by POV is authorized as more advantageous to the Government in accordance 

with DD Form 1610 (Request and Authorization for TDY Travel of DoD Personnel), item 12, and table 2 ï 2, item 1, 

of this publication. 

g.  TDY orders may show that travel by POV is authorized as more advantageous to the Government in accordance 

with JTR (see table 2 ï 2). 

h.  TDY and PCS orders may show that use of special conveyance is authorized (see table 2 ï 2). 

i.  PCS orders will contain the statement ñTravel by privately owned conveyance is authorized from (enter current 

location) to (enter location of new unit of assignment)ò if the overseas commander has approved travel by privately 

owned conveyance between a point in CONUS and a point in Alaska, the island portion of Newfoundland, or Central 

America (including the Republic of Panama), or return to CONUS. 

j.  Orders may contain the statement ñTravel by privately owned vehicle is authorizedò when USAR or ARNG 

Soldiers are called to, ordered to, or released from active duty. 

k.  Orders may show that use of transoceanic ferry is authorized as more advantageous to the Government or that 

travel by ocean going car ferries is authorized when required under JTR. 

l.  PCS orders may show that travel by more than one privately owned conveyance is authorized or approved as 

specified in table 2 ï 2. 

 
Table 2 ï 2 
Additional instructions for travel orders ð Continued 

Item Statement Authorization 

1 Travel by privately owned vehicle is authorized as more 
advantageous to the Government. 

See JTR to limit reimbursement to a monetary allowance in lieu of 
transportation. See item 26 to authorize reimbursement for actual 
expenses incurred in operating the conveyance instead of the 
monetary allowance. Do not include both this item and item 26. 

2 Use of special conveyance is authorized. See JTR. 

3 Travel within and around TDY station is authorized. See JTR. 

4 Change to the above itinerary and to proceed to additional 
places as may be necessary to accomplish this mission is 
authorized. 

See JTR. 

5 Use of an existing Government facility would adversely 
affect the performance of the assigned mission. 

See JTR. 

6 Concurrent travel of dependents is authorized. See AR 55 ï 46 for overseas travel. 

7 Concurrent travel of dependents is not authorized. See AR 55 ï 46 for overseas travel. 

8 Travel of dependents to the overseas duty station is not 
authorized during this tour. 

See AR 55 ï 46 for overseas travel. 

8 ï 1 Travel of Family members is not authorized. See AR 55 ï 46. 

9 Movement of Family members and household goods at 
Government expense is not authorized. 

See AR 55 ï 46 and JTR. 

10 Shipment of household goods is authorized. See JTR. 

10 ï 1 Shipment of household goods at the with-dependent rate is 
authorized. 

See JTR. 

10 ï 2 Shipment of household goods at the without-dependent 
rate is authorized. 

See JTR. 

11 Shipment of household goods and privately owned vehicle 
is authorized 

See JTR. Do not include both this item and item 10. 

11 ï 1 Shipment of household goods and privately owned vehicle 
at the with-dependent rate is authorized. 

See JTR. Do not include both this item and item 10  ï 1. 

11 ï 2 Shipment of household goods and privately owned vehicle 
at the without dependent rate is authorized. 

See JTR. Do not include both this item and item 10  ï 2. 

12 Shipment of (enter number) pounds of household goods 
and/or unaccompanied baggage is authorized, in excess of 
that permitted free on ticket, under JTR. 

This entitlement must be properly justified by the Soldier and 
approved by the commanding officer or orders-issuing authority 
before it can be included in active duty for training (ADT) or TDY 
orders. 
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Table 2 ï 2 
Additional instructions for travel orders ð Continued 

Item Statement Authorization 

13 Shipment of household goods to home of record or place of 
entry on active duty is authorized. 

See JTR when the Soldier is being separated. 

14 Contact local transportation office to arrange of shipment of 
personal property at Government expense, and contact 
transportation office of new duty station immediately after 
arrival to arrange delivery. 

Include this item in all PCS travel orders. 

15 Excess baggage of (enter number) pounds is authorized. See JTR to determine the allowance for accompanied baggage. 

16 Wear of civilian clothing is required while in travel status 
directed by this order. 

Include this item in travel orders only when wear of civilian clothing is 
required at point of debarkation. See AR 670 ï 1 and the DoD Foreign 
Clearance Guide. 

17 Report between 0800 and 1700 on the scheduled reporting 
date. 

See HQDA assignment instructions or the AHRC request for orders. 

18 Authorized up to 1 year to select a home and complete 
travel in connection with this action. 

See JTR. 

19 Submit a reviewed travel voucher to finance within 15 days 
after travel is completed. 

See JTR. 

20 Report to the Family housing office serving the new duty 
station before making any housing arrangement for renting, 
leasing, or purchasing off-post housing. 

 

21 Authorized to take own unloaded personal firearms outside 
the United States, not for resale. 

Include this item in orders for travel from CONUS to overseas when 
the member has firearms to be exported. This item permits the 
member to export firearms from the United States without an export 
license. 

22 Hazardous duty pay will continue if otherwise entitled until 
arrival at new duty station, where it may be terminated 
based on duty position assigned. 

See DoD 7000.14 ï R. 

23 Hazardous duty pay will continue if otherwise entitled until 
its termination on day of departure from present duty 
station. 

See DoD 7000.14 ï R. 

24 Hazardous duty pay will continue if otherwise entitled until 
the date TDY directed in these orders is completed. 

See DoD 7000.14 ï R. 

25 Shipment of household goods and movement of 
dependents to a designated location is authorized. 

See JTR. 

26 Travel by privately owned conveyance is authorized as 
more advantageous to the Government according to JTR. 

See JTR to authorize reimbursement for actual expenses incurred in 
operating the conveyance. See item 1 to authorize the monetary 
allowance instead of reimbursement for actual expenses incurred in 
operating the conveyance. Do not include both this item and item 1. 

27 Shipment of household good to home of selection. See JTR when the Soldier is being separated. 

28 This overseas assignment will preclude voluntary 
separation except under AR 600  ï 8 ï 24 or AR 635 ï 200. 

Include this item in all PCS travel orders assigning an officer 
OCONUS. 

29 This overseas assignment will preclude voluntary non-
disability retirement except under AR 635  ï 200. 

Include this item in PCS travel order for enlisted personnel being 
assigned OCONUS who are either eligible to retire or will become 
eligible to retire while overseas. 

30 Shipment of unaccompanied baggage. See JTR when overseas travel is authorized. Do not include both this 
item and an item that authorizes shipment of household goods. 

31 Increased administrative weight allowance of (enter 
number) pounds is authorized. 

See JTR. 

32 This is a joint domicile assignment. Include this item in PCS orders of both Soldiers when a joint domicile 
assignment is approved under AR 614 ï 100 or AR 614 ï 200. 

33 Hand carry or escort classified material during this trip is 
authorized. 

See AR 380 ï 5 for TDY orders. 

34 Least expensive mode of transportation is authorized. See JTR when the Soldier being separated under other than 
honorable conditions. 

35 Entitlement for shipment of household goods. See JTR when the Soldier is being separated. 

36 Travel by privately owned conveyance is authorized from 
(enter current location) to (enter location of new 
assignment). 

The overseas commander must approve this travel according to AR 
55 ï 46 before it can be included in PCS orders. 

37 Shipment of privately owned conveyance is authorized. See Personal Property Consignment Instruction Guide. 

38 Travel by more than one privately owned conveyance is 
(enter ñauthorizedò if before travel begins) or (ñapprovedò if 
after travel has been completed). 

See JTR to limit reimbursement to a monetary allowance in lieu of 
transportation for PCS orders. 
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Table 2 ï 2 
Additional instructions for travel orders ð Continued 

Item Statement Authorization 

39 This continuous TDY in excess of 180 days at one location 
is authorized by the Secretary of the Army in accordance 
with (enter type of correspondence used for approval) 
Headquarters, Department of the Army (enter office 
symbol, date, and subject of approval). 

See JTR for authorizing and approval authority for TDY of 181 or 
more consecutive days. 

40 Personnel must be made fully aware of their potential 
income tax liability if their TDY assignment is at one location 
for more than a year. 

 

41 Earlier report than the date specified above is authorized. None. 

42 Government quarters and mess will be used, if available. None. 

43 Documentation to support entitlement to the basic 
allowance for housing is required immediately on arrival at 
new duty station. Obtain guidance from Finance before 
departure. 

See JTR for PCS orders. 

44 Cost of insurance for rental vehicles not otherwise included 
in the basic agreement is not reimbursable. 

Include this item in all CONUS travel orders authorizing rental 
vehicles. 

45 Shipment of TDY weight allowance of household goods to 
new permanent duty station via (enter location of TDY 
station) is authorized. 

See JTR. 

46 Leave travel to home of record (enter city and state) or to a 
place no farther distant than home of record is authorized. 

See JTR for PCS orders. 

47 Soldier and command-sponsored dependents leave travel to 
home of record (enter city and state) or to a place no farther 
distant than home of record. 

See JTR for PCS orders. Do not use this item and item 46. 

48 Travel of command-sponsored dependents in conjunction 
with overseas assignment is authorized to home of record 
(enter city and state) or to a place no farther distant than 
home of record. 

See AR 55 ï 46 and JTR for PCS orders. 

49 Soldier participating in the home base program and elected 
to leave Family members at (enter home base location) 
while serving in a dependent-restricted area. 

See AR 614 ï 30. Do not use both this item and item 48. 

50 Soldier participating in the advance assignment program 
elected to leave Family member at (enter current location) 
or has elected to send Family members to (enter advanced 
assignment location) while serving in a dependent-
restricted area. 

See AR 614 ï 30. Do not use both this item and item 49. 

51 Soldier must be in satisfactory physical condition, able to 
pass the Army Combat Fitness Test and meet height and 
weight standards, when clearing current duty station and 
upon reporting to next duty station. 

See AR 600 ï 9. 

52 Soldier must meet SRP Level 1 requirements before 
departing current installation. 

  

2 ï 11.  Per diem 
TDY orders will not prescribe a rate of per diem unless in conjunction with a deployment or field duty where a lower 

rate or no per diem is authorized so as to clearly identify the intended per diem entitlement. 

2ï12.  Page size and page numbering 
a.  Orders will be printed on white paper, 8İò by 11ò in size. 

b.  Pages will not be numbered unless the order is two or more pages in length. 

2ï13.  Length of orders 
a.  Orders will usually be limited to one sheet (front and back of a page). 

b.  If a continuation page is needed, follow the example shown in this publication. 

2ï14.  Numbering 
a.  Both permanent orders and orders are numbered consecutively for each calendar year, using the three digit Julian 

date followed by a four digit sequence number of the order issued the same day. For example, the fifth permanent 

order issued by one organization on 1 January is numbered 001 ï 0005, and the first permanent order issued on 31 

December is numbered 365 ï 0001. 
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b.  The consolidated orders log for each orders-issuing activity will reflect any breaks in the consecutive numbering 

system. For example, if no permanent orders were published on 3 January, the orders log will reflect that ñPermanent 

orders 003 ï 0001 through 003 ï 0050 were not used.ò For example, if no orders were published on 25 December, the 

orders log will reflect that ñOrders 359 ï 0001 through 359 ï 0050 were not used.ò Use a number in the same series for 

an amendment, a revocation, or a rescission. Cite the number of the last permanent order issued the previous year 

above the heading of the first permanent order of the year (that is, ñPermanent orders 360 ï 0010 was the last of the 

series for calendar year 1990,ò and ñOrder 300 ï 0065 was the last of the series for calendar year 1990.ò) (See figs 2 ï 3 

and 2 ï 4 for location of the number.) 

c.  DD Form 1610 will be numbered by using the numeric month code followed by the number of the order issued 

that month (that is, the first order issued by one organization in March would be numbered 3 ï 1). The number of the 

original order will be used for each amendment, revocation, or rescission prepared on DD Form 1610. Cite the number 

of the last DD Form 1610 issued the previous month at the top of the first DD Form 1610 for the month (that is, Travel 

order number 6 ï 700 was the last of the series for June.) 

d.  When a unit is redesignated, begin a new series of all orders and cite the authority for the redesignation above 

the heading of the first order, permanent order, and DD Form 1610 issued after the redesignation. 

e.  When a unit is reorganized during the year without a change in mission or function, all orders will be numbered 

as if no change of status had occurred. 

f.  To ensure orders numbers are not skipped or duplicated, one office within each orders-issuing activity should 

centrally manage and control the orders log. 

g.  When orders are issued by centralized writing systems where order numbers and logs are managed in conjunc-

tion with the orders issue process, variation in order format is permitted to prevent duplication of order numbers. 

2ï15.  Abbreviations 
a.  Letterhead.  Letterhead will be in accordance with AR 25 ï 50. 

b.  Standard name line and name line.  Abbreviations and abbreviations approved for memorandums in accordance 

with AR 25 ï 50 may be used in the standard name line and name line of orders. 

c.  Constant information.  No abbreviations, other than those shown in the format, are authorized in the constant 

information. 

d.  Responses to lead lines when the order has one section.  Abbreviations and acronyms approved for memoran-

dums in accordance with AR 25 ï 50 may be used. Abbreviations and acronyms may be found on the Army Publishing 

Directorate website https://armypubs.army.mil/. 

e.  Responses to lead lines when an order has two sections.  Abbreviations and acronyms approved for memoran-

dums in accordance with AR 25 ï 50 may be used in both the section pertaining to the individual Soldier and the FOR 

ARMY USE section of orders. 

f.  Authority line.  Delegations of authority. 

g.  Signature block.  The signature block will be in accordance with AR 25 ï 50. 

h.  Distribution portion.  Abbreviation and acronyms approved for memorandums in accordance with AR 25 ï 50 

may be used. 

2ï16.  Effective date 
a.  The effective date of an order is the date of the order unless one of the conditions listed in paragraphs (1) through 

(9) applies. 

(1)  The order specifies a later date. 

(2)  The order confirms orders previously issued verbally. 

(3)  The order promotes Reserve Officers not on active duty (Reserve Officer Personnel Act of 1954). These orders 

may be effective before, on, or after the date of the order. 

(4)  The order retroactively promotes a Soldier in accordance with AR 600 ï 8 ï 19. 

(5)  The order announces retroactively (10 USC 1221) the permanent retirement of a Soldier because of a physical 

disability on the date when the 5ïyear tenure period on the Temporary Disability Retired List (TDRL) expired. 

(6)  HQDA directs a specific date for a military occupational specialty (MOS) award or withdrawal action. 

(7)  The order retroactively adjusts entitlement for enlistment pay grade for personnel without prior service (see AR 

601 ï 210). 

(8)  The order announces an award of a decoration or Good Conduct Medal before the period of service covered by 

the award has been completed. This exception does not apply to orders announcing award of the Distinguished Service 

Cross, Silver Star, Distinguished Flying Cross, Soldierôs Medal, Bronze Star Medal for heroism, Air Medal for hero-

ism, Army Commendation Medal for valor, Purple Heart, or badges, bars, or tabs. 

https://armypubs.army.mil/
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(9)  The order is being remade to file in a Soldierôs Army Military Human Resource Record (AMHRR). 

b.  Travel and transportation.  For purposes of travel and transportation entitlements and allowances, the effective 

date of PCS orders is the date a Soldier is required to begin travel from the old permanent duty station, home, or place 

from which called to active duty, or last TDY station, whichever is applicable, to arrive at the new permanent duty 

station on the date authorized by the mode of transportation authorized and/or used. When computing the effective 

date, subtract the elapsed time or authorized travel time, whichever is less, as determined in accordance with JTR, 

from the authorized or actual reporting date, whichever is earlier, and add 1 day to the result (JTR). Disregard any 

leave a Soldier takes at the old permanent duty station or en route to the new permanent duty station. 

c.  Obligation of funds.  For purposes of funding obligation, the effective date of PCS orders is the fiscal year in 

which the order is published. 

d.  Assignment between control groups and U.S. Army Reserve units or between U.S. Army Reserve units and con-

trol groups of the U.S. Army Reserve.  To determine the effective date for accessing a Soldier by a gaining command, 

control group, or USAR unit, add administrative processing time to date of release from the losing unit. 

e.  Order to active duty, active duty for training, active duty for special work, active training, or temporary tours 

of active duty.  The effective date of these tours of duty is the date the Soldier is authorized to begin travel (see para 

2ï16b.). The effective date will not be shown on the order. 

f.  Return to or assignment to an Army National Guard unit, U.S. Army Reserve unit, or U.S. Army Reserve control 

group on completion of active duty or active duty for training.  The effective date of return to or assignment to an 

ARNG unit, USAR unit, or USAR control group will be determined by adding the authorized travel time to the date 

of departure from the transfer or training activity (see para 2ï16b). 

2ï17.  Reproduction 
MILPER work centers will produce the minimum number of orders needed. 

2ï18.  Authentication 
Authentication contains the authority line and signature block (see figs 2 ï 2 and 2 ï 5 for location of the authority line 

and signature block.) 

a.  Except as noted, the signature block and authentication of orders will be in accordance with AR 25 ï 50. 

b.  The Chief, Military Personnel Division will authenticate PCS orders. The commander may also delegate author-

ity to authenticate orders to other Civilians or MILPER. 

c.  Authentication is complete if one of the following tasks is performed: 

(1)  When using the official seal of the headquarters, the seal is placed over, to the left, or above the signature block. 

(2)  When using a computer generated official seal or ñasterisk boxò, the seal or asterisk box is printed either above 

or to the left of the signature block. 

(3)  When using a ñwetò or digital common access card (CAC) signature, the authenticator will sign above their 

signature block, with either a hand-written or digital CAC signature. 

(4)  When another authenticator signs (either hand-written or CAC-generated signature) above their typed signature 

block. 

d.  The authenticator ensures that the action being ordered is correct and complete and complies with applicable 

regulations. 

2ï19.  Distribution 
How to indicate distribution. See paragraph 12 ï 1 for the location of the distribution block on DD Form 1610 when 

continued and when not continued. 

a.  Information to include under distributions. 

(1)  Names of individuals to be furnished electronic copies of orders and, in parenthesis, the number of copies to be 

furnished to each. For orders applying to four or more individuals, distribution may be shown as ñEach indiv indicatedò 

(each individual indicated) instead of listing by name. 

(2)  A list of organizations receiving copies and, in parenthesis, the number of copies to be furnished each. When 

copies will be mailed to an organization, include the complete unit designation and post office address. Do not use 

statements such as ñeach unit concerned.ò For organizations at the same location as the order-issuing organization, 

use a standard distribution letter (for example, ñA,ò ñB,ò or ñCò) instead of listing each organization. The headquarters 

or agency concerned will publish a distribution list that showing organizations included in each letter designation. 

b.  Commanders issuing orders.  Commanders issuing orders will establish strict controls to ensureð 

(1)  Orders are sent promptly to each individual and organization named in the order. 

(2)  Individuals and organizations named in the order have sufficient lead time to execute the order. 
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(3)  Orders are sent through intermediate commanders unless intermediate commanders are not authorized to mod-

ify or suspend the orders. In these cases, orders will be sent directly to the Soldier with one copy furnished to each 

intermediate commander. 

(4)  Local distribution is limited to official agencies with a need for orders. 

(5)  Individuals and organizations are furnished the minimum number of copies. 

(6)  Distribution includes one copy for the record set of military publications. 

(7)  Local inspections include a review of the orders distribution system to determine if copies are required by all 

organizations receiving distribution and if the number of copies is correct. 

(8)  Orders will be distributed electronically to unit human resources (HR) professionals for distribution to the unit 

and to Soldiers in the unit. 

(9)  Orders that cannot be picked up by HR professionals may be emailed through official military means, following 

security guidelines for protection of personally identifiable information. 

(10)  SSNs and all other personally identifiable information will be deleted from all copies of orders being distrib-

uted to organizations or individuals for unofficial purposes. 

(11)  Travelers will be advised that copies of their order should not be given to car rental agents, airline ticket 

agents, hotel clerks, and motel clerks. Travelers may show their CAC identification card or travel orders as proof of 

eligibility for discount rates. 

c.  Gaining commanders.  Gaining commanders will establish strict controls to ensureð 

(1)  Orders are routed immediately to the agency responsible for strength accountability, to the servicing personnel 

unit, and to the unit to which the Soldier is attached for quarters, rations, or administration. 

(2)  Mail distribution personnel are trained in special handling required for orders and are aware of the importance 

of orders. 

d.  Permanent change of station orders.  Distribution will includeð 

(1)  Enough copies for each Soldier to meet personal requirements (that is, movement of Family members and 

household goods). 

(2)  One copy for the current command. 

(3)  One copy for the gaining command. 

(4)  One copy for Defense Military Pay Office (DMPO). 

e.  Army Human Resources Command transition orders. 

(1)  Include one copy of each transition order and each reassignment for transition processing order, if separate, for 

the DMPO or servicing finance office. 

(2)  Include one copy of each transition order issued to a USAR Soldier on initial active duty for training (IADT) 

for the troop program unit (TPU) if the unit is shown in the distribution block of the IADT order. 
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Figure 2 ï 2.  Sample format for an order with more than one paragraph 
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Figure 2 ï 2.  Sample format for an order with more than one paragraphïcontinued 
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Figure 2 ï 3.  Sample format for a permanent order with one paragraph 
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Figure 2 ï 4.  Sample format for a permanent order with two paragraphs 

 



 

 DA PAM 600ï8ï105 Å 20 December 2022 22 
 

 
Figure 2 ï 5.  Sample format for an order with one paragraph 
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Figure 2 ï 5.  Sample format for an order with one paragraphïcontinued 
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Figure 2 ï 6.  Format 700, amendment of orders 
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Figure 2 ï 7.  Format 705, revocation or rescission of orders 
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Figure 2 ï 8.  Sample of a completed DA Form 2446 (Request for Orders) 
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Chapter 3 
Strength Management 

3ï1.  Strength management orders are prepared at all echelons Regular Army, U.S. Army Reserve, 
and Army National Guard of the United States 
This chapter describes formats for strength management-related orders at all echelons of RA, Reserve Components, 

and ARNGUS organizations. Formats 196 and 198 are used for HQDA level only. Formats 172, 174, and 460 are used 

for ARNGUS and USAR personnel. Formats 310, 330, 331, 332, 426, 440, and 740 are used at all echelons of RA 

and Reserve Component organizations. 

3ï2.  Modification of strength management related formats 
Figures 3 ï 1 through 3 ï 13 are examples of each type of strength management related formats. Strength management 

related formats will not be modified unless a note to a format specifically authorizes the modification. Read all notes 

pertaining to a format before attempting to publish an order. Notes for each format will be found at the end of each 

format. 
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Figure 3 ï 1.  Format 172, active duty of Army National Guard of the United States or U.S. Army Reserve enlisted personnel 
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Figure 3 ï 1.  Format 172, active duty of Army National Guard of the United States or U.S. Army Reserve enlisted personnelï

continued 
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Figure 3 ï 2.  Format 174, active duty of Active Guard Reserve personnel for 180 days or more 
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Figure 3 ï 2.  Format 174, active duty of Active Guard reserve personnel for 180 days or moreïcontinued 
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Figure 3 ï 3.  Format 196, recall to active dutyðretired personnel (Headquarters, Department of the Army use only) 
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Figure 3 ï 3.  Format 196, recall to active dutyðretired personnel (Headquarters, Department of the Army use only)ï

continued 
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Figure 3 ï 4.  Format 198, release from active duty of Active Guard Reserve enlisted personnel, discharge for purpose of 

immediate reenlistment in U.S. Army Reserve, and order to additional active duty (Headquarters, Department of the Army 
use only) 
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Figure 3 ï 5.  Format 310, military occupational specialty action 
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Figure 3 ï 6.  Format 330, proficiency pay 
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Figure 3 ï 7.  Format 331, aeronautical rating, aviation service, or aviation incentive pay 
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Figure 3 ï 8.  Format 332, hazardous duty incentive pay, special pay for diving duty, or special pay for sea duty 
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Figure 3 ï 9.  Format 333, assignment incentive pay for operational deployments 
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Figure 3 ï 10.  Format 426, assignmentðindividual returned to military control after being dropped from the rolls 
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Figure 3 ï 11.  Format 440, attachment or release from attachment 
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Figure 3 ï 12.  Format 460, involuntary active duty of Army National Guard of the United States and U.S. Army Reserve 

Soldiers for processing under the Uniform Code of Military Justice 
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Figure 3 ï 13.  Format 740, activate, inactivate, organize, reorganize, designate, redesignate, or discontinue an organization 

or unit 
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Chapter 4 
Personnel Reassignment 

4ï1.  Personnel reassignment related orders 
This chapter describes formats for preparing reassignment related orders at all echelons of RA and Reserve Compo-

nents organizations. Format 452 are used for ARNGUS and USAR personnel only. Formats 405, 407, 410, 417, 418, 

419, 424, 425, 452, and 745 are used at all echelons of RA and Reserve Components organizations. AR 600 ï 8 ï 105 

prescribes the specific time and use of Format 401. 

4ï2.  Modification of personnel reassignment-related formats 
Figures 4 ï 1 through 4 ï 12 are examples of each type of personnel reassignment related formats. Strength management 

related formats will not be modified unless a note to a format specifically authorizes the modification. Read all notes 

pertaining to a format before attempting to publish an order. Notes for each format will be found at the end of each 

format. 

a.  Personnel reassignment-related formats will not be modified unless a note to a format specifically authorizes the 

modification. 

b.  Orders issuing activities will add ñDependents: Yes or Noò to the Additional instructions lead line to provide 

the transportation office with proof of dependents for Soldiers on PCS orders. The names of dependents who are 

traveling with the Servicemember will be listed on the ñDependentsò lead line. Names will be listed one to a line and 

by last name, first name, and middle initial. 

c.  Orders issuing activities will add ñSoldier is authorized consecutive overseas tourò (COT) leave to the Additional 

instructions lead line (see AR 600 ï 8 ï 10 for COT leave). For Soldiers authorized to defer their COT leave or if the 

losing or gaining commander defers COT leave due to military necessity, the Soldierôs PCS orders will reflect in the 

Additional instructions lead line that the Soldier is authorized COT leave and the reason for deferral. 

d.  Personnel reassignment-related formats will not be combined with other order formats such as MOS actions. 

e.  Be sure to read all of the notes pertaining to a format before attempting to publish an order. 

4ï3.  Reassignment Orders 
The response to the assigned to lead line on reassignment orders will include assignment to one organization only, the 

UIC of the gaining organization, and the address of the gaining organization. Both the gaining organization and the 

duty station will be shown as a response to the assigned to lead line when the Soldier is being assigned to one geo-

graphical location with duty at another geographical location. If the address has an Army Post Office (APO) number, 

enter the country or island to which the Soldier is being assigned in parenthesis after the APO number. 

a.  Authority.  The response to the authority lead line on reassignment orders is ñNot applicableò or ñNoneò unlessð 

(1)  The order is being issued by a commander who has not been delegated the authority to issue orders involving 

travel of MILPER by an Army command, Army service component command or direct reporting unit supplement to 

this pamphlet or paragraph 2 ï 7 of AR 600 ï 8 ï 105. 

(2)  The order involves more than one PCS within a fiscal year. If so, enter the following statement: ñThis additional 

fiscal year move is authorized by the Secretary of the Army però (enter the specific paragraph or subparagraph of the 

JTR or other authority that approved the action). 

(3)  The order confirms orders previously issued verbal orders (as referenced in AR 600 ï 8 ï 105, para 2 ï 14). 

b.  Reporting date.  Enter ñIn accordance with your port call,ò to the Reporting date lead line on reassignment orders 

for enlisted inter-theater transfers who are authorized travel or leave en route in CONUS and enlisted personnel reas-

signed from CONUS to OCONUS without approval to proceed at their own expense Reassignment orders for all other 

enlisted personnel and all officers will show a reporting date. The reporting date is calculated as follows: 

(1)  The reporting date to a specific unit or the starting date of service school as specified in assignment instructions 

issued by AHRC. 

(2)  When assignment instructions issued by a higher headquarters fail to specify a complete reporting date, the 

reporting date will be the earliest practical date in the arrival month specified in the assignment instructions. The 

availability of the individual, leave, TDY, travel time, and date eligible for return from overseas (DEROS) will be 

considered in computing the reporting date. 

(3)  For reassignments without change of station, the reporting date is the scheduled date of departure plus any leave 

or TDY days authorized. If no leave or TDY is involved, the reporting date is the same day as the date of departure. 

(4)  Discharges, release from active duty (REFRAD), and retirements processed by U.S. Army transition centers 

will be in accordance with AR 600 ï 8 ï 24. 
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c.  Retention at the losing organization.  When a Soldier will be retained at the losing organization for a period that 

precludes reporting to the gaining organization on or before the reporting date, AR 600 ï 8 ï 11 will be followed, and 

the commander of the losing organization will immediately advise the commander of the gaining organization of the 

delay before the reporting date in the original orders. Reassignment orders will be amended to include the recalculated 

reporting date, and the gaining commander will be advised accordingly. 

d.  Assignment changed after orders are published.  The commander publishing the revocation, amendment, or di-

version order will immediately notify the gaining organization shown in the original order that the Soldier will not 

report. The revocation, amendment, or diversion order may be used for the notification if it is emailed promptly. 

e.  Reporting date changes.  If reporting date changes, PCS orders must be amended and distributed to interested 

activities especially the losing and gaining units. See paragraph 4ï3h for exceptions. 

f.  Leave termination date.  If leave termination date on Soldierôs DA Form 31 (Request and Authority for Leave) 

is greater than the reporting date in orders, then the reporting date in PCS orders takes precedence. 

g.  Deferment request.  A deferment request must be submitted if the reporting date in orders or leave termination 

date is greater than the HQDA directed reporting date/ month. 

h.  Calculating reporting dates.  How to calculate reporting dates: 

(1)  Permanent change of station moves when overseas travel is not required.  Reporting date equals Soldierôs es-

tablished departure date, plus any leave and TDY en route, (plus normal travel time to and from TDY station, if 

applicable), plus normal travel time to the gaining station. 

(2)  Permanent change of station moves when overseas travel is required. 

(a)  Continental United States to outside the continental United States.  Reporting date equals availability date plus 

10 days (to allow a port call window) plus normal travel time to gaining duty station. If actual reporting date remains 

within the 10 day window, no amendment to PCS order is required. Soldier will be instructed to report to the port of 

embarkation on date and time directed in port call instructions. 

(b)  Outside the continental United States to continental United States.  Reporting date equals availability date plus 

10 days (to allow for a port call window) plus any leave and TDY en route plus normal travel time from port of entry 

to TDY station plus normal travel time from TDY station to gaining duty station. If actual reporting date remains 

within the 10 day window, no amendment to PCS order is required. Soldier will be instructed to report to the port of 

embarkation on date and time directed in port call instructions. 

(3)  Outside the continental United States to outside the continental United States. 

(a)  Outside the continental United States travel without port call.  See paragraph 4ï3h(1). An example of this travel 

is PCS within the same overseas command and ground transport is used. 

(b)  Port call required.  See paragraphs 4ï3h(2)(a) and (b). 

(4)  Temporary duty en route.  Ensure thatð 

(a)  The days TDY en route along with travel time to and from TDY stations are included in reporting date calcu-

lation. 

(b)  PCS orders contain the proper lead line and reporting date to the TDY station. Also, see paragraph 4ï3j. 

i.  Reassignment for transition from the Army. 

(1)  If Soldier will transition from the Army at the current duty station and no transition leave, excess leave, or 

permissive temporary duty (PTDY) is taken in conjunction with transition, the reporting date is not later than 0800 

hours, the date of separation, REFRAD, or retirement. 

(2)  For CONUS based Soldiers who will take transition leave, excess leave, and/or PTDY in conjunction with 

transition. The reporting date to the transition center that will process Soldier for transition will be the date of the 

Soldierôs separation, REFRAD, or retirement date. Soldiers will accomplish all transition processing prior to departing 

on transition leave, excess leave, and/or transition PTDY. 

(3)  For OCONUS based Soldiers who will transition at a transition point servicing the port of entry. The reporting 

date to the transition point will be at least 2 days prior to the Soldierôs separation, REFRAD, or retirement date. 

Soldiers will be instructed to report directly to the transition point from the port of entry. Soldiers will complete 

transition processing before departing on transition leave, excess leave, and/or transition PTDY. 

(4)  For OCONUS based Soldiers who will transition in the same overseas area. The reporting date will be the same 

as paragraphs 4ï3i(1) or (2). 

(5)  For Soldiers being reassigned to a transition center/point of choice for transition processing. The reporting date 

in orders will be the retirement, REFRAD, or separation date, less normal travel time from the duty station to port of 

embarkation, less normal transient time between ports, less normal travel time from port of debarkation to transition 

point/center, less transition PTDY, excess leave, and/or transition leave, less 2 days processing time at transition cen-

ter/point. For a Soldier who will retire on 30 June of the current year and will take 15 days transition leave and 30 

days transition PTDY prior to retirement, the reporting date in orders to the transition center/point would be 12 May 



 

 DA PAM 600ï8ï105 Å 20 December 2022 46 
 

of the current year (includes 2 days travel/transient time and 2 days processing time at transition center/point). Soldier 

will complete transition processing at the transition center/point of choice prior to departing on transition leave, excess 

leave, and/or PTDY. 

j.  Proper reporting date.  It is equally important that clerks enter the proper reporting date in the departure transi-

tion. The reporting date must be the reporting date to the gaining PCS unit. The reporting date to TDY station is not 

reported in the departure transaction. 
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Figure 4 ï 1.  Format 401, individual deployed Soldier 
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Figure 4 ï 1.  Format 401, individual deployed Soldierïcontinued 
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https://www.fcg.pentagon.mil/
https://comptroller.defense.gov/
https://www.defensetravel.dod.mil/
https://www.defensetravel.dod.mil/


https://uscode.house.gov/
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