AVAIL SUBMISSION REQUEST TO SERVICING PSD/CSD
1.  AVAIL information for operational commands with supported PSD/CSDs: Send AVAIL information below to your servicing PSD/CSD using applicable means (e.g., TOPS, encrypted email, etc.) when a member requires assignment/reassignment prior to their normal projected rotation date (PRD) transfer schedule. 

Rate, Name, L4SSN (don't put any part of SSN in subject line)
AVAIL class: See Availability Class Code - Definitions - Submission Methods in AVAILS Processing webpage. If still not sure about what class code to use, contact servicing PSD or Navy Personnel Command (PERS-40GG).
AVAIL rate: Rate member will be when reassigned (.e.g., approved conversion rate, frocked, designated rate, training path rate, etc.).
AVAIL UIC: Where member is while awaiting BUPERS orders. Normally the same unit identification code (UIC) that the member is permanently assigned to for pay and personnel purposes, regardless of whether in a temporary additional duty (TDY) status.
AVAIL date: Date member is available for transfer.
AVAIL Remarks: See applicable remarks in AVAILs Processing webpage.

2.  Servicing PSD/CSD action.  Verify received AVAIL request above to ensure information provided is correct.  If not contact command.  

[bookmark: _GoBack]3.  Servicing PSD/CSD submits AVAIL Report to NAVPERSCOM.  Use applicable authorized method dependent on AVAIL class code, under current policy and procedures.  If submitted by email, ensure command is copied.  If submitted by NSIPS, reply back to command using whatever means normally used for communication. 

