Long Term Contingency ADOS PCS Orders Checklist
Ref:  SPO Manual, PPCINST M5231.3
The below is a checklist to utilize while working through Long Term Contingency PCS orders.  
· When you see a yellow highlight, complete the highlighted portion in Direct Access.  
· When you see a blue highlight, take the information from the message traffic you received and insert it into the corresponding box. 
Reserve specific info tab:

· Type of duty: select Act Dty Operational Support-AC. 
· Payment for Duty: select Pay and Allowances
· Payment for Travel: select Single Travel Claim.
· Type of Orders: select Long Term/Contingency orders.

· Dept ID benefiting from this duty: From msg traffic - usually para. 3.A.1 // dept id and unit name//
· Dept ID funding this order: From msg traffic – usually para. 3.A.2 //dept id and unit name funding//
Reserve Orders tab:
· Purpose field: Enter DC (Defense Contingency).
· Orders Begin Date and End Date: From msg traffic begin/end dates in para. 1
· Authority (Ref) field: From msg traffic- usually para. 3.B.1
· Auth Official: Enter local AO signing these orders.
· Contingency/Disaster Operation: The Direct Access user must mark the Contingency/Disaster Operation checkbox for Voluntary ADOS-AC orders when the duty is in support of a National Defense Contingency Operation.
· Departing location Dept ID: Defaults to the MBRs currently assigned drill unit and must not be changed.
· Duty Location tab: From msg traffic – usually para. 3.B.2 //receiving unit// 
· Duty Per Diem tab: From msg traffic – usually para. 3.B.3
· Member will be issued PCS orders and will reside locally as defined in JFTR U3500 and U4102, and is not authorized per diem while assigned to //unit name//. After entering duty location and position number as noted above, SPO Yeoman must click on the Yes button under Per Diem and set amounts under Lodging Rate and Per Diem Rate to 0(zero). 
Reserve order notes: 
· SPO Yeoman will use orders note PCS, complete all applicable information, and include the following additional information: 
· SPO Yeoman shall enter TONO/LOA and TAC code information in the top of the PCS orders note block. Pay and FICA TONOS will be auto-generated after orders are routed and approved in Direct Access.
· Per ALCOAST 092/13, member authorized PCS entitlements from home to receiving unit.
· SPO Yeoman shall determine mode of TVL by using CG-2000, PCS Departing Worksheet, calculate appropriate TVL time per JFTR and COMDTINST M1000.8, and adjust report date forward as necessary. Orders should not begin any earlier than stated in para 1 unless authorized by benefiting unit and District (DXR). Members traveling prior to begin date of orders will not be subject to reimbursement.
· Member shall report to: From msg traffic – usually para. 3.C.2 //XX RECIEVING UNIT ADDRESS XX//
· Specific reporting instructions may be obtained from unit POC identified in msg traffic – usually para 6.
· Member is auth to hand carry Medical record.
· SPO Yeoman shall include the listed orders notes, remove orders notes not listed, and place orders notes in the following sequence: PCS, M01, M02, M03, M04, M06, M09, RS6, RS7, RS9, RM1, RM2, RM3, MB2, and RS0.
· Dependents Auth to Travel: SPO Yeoman shall add dependents as necessary for PCS orders.
Contingency/Disaster data tab: 
· Operational ID: Enter 0000004.00, Expeditionary SPOE. 
· Reference/Authority: DTG of msg traffic 
· Notification Date: enter the date of msg traffic
