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            1 March 2008                                                                                                  

MEMORANDUM FOR: __________________________________________________

SUBJECT:  Transition Processing for Army Guard and Reserve (AGR) Soldiers 

1.  Enclosed is an information folder to assist you with retirement processing.  It is recommended that you start early.  You should begin the transition process no later than twelve months prior to an anticipated retirement date.  This packet contains a sample copy of a retirement memorandum and should also include the documents located in paragraph three (3).  All retirement packages must be sent through the Soldier’s chain of concern such as: Battalion’s S1, MACOM’s S1, and Chief of Staff’s Office before submitting to the Human Resource  – Active Guard and Reserve Office no later than six months prior to retirement date.  Any retirement package that has not been signed off properly will be returned to the individual for correction.  Upon receipt of the retirement packet, the AGR office will prepare your application and forward the package to your designated Transition Center.

2.  Also enclosed is a listing of all Transition Assistance Offices in Georgia.  You should make an appointment with one and attend a pre-retirement briefing at an installation nearest you within a year of your retirement.

3.  You must submit the following items as a retirement package to the HRO/AGR (see Annex A):
     a. Memorandum for Retirement  
     b. Application for Voluntary Retirement (DA Form 2339).  You must sign this form in Blocks 19 and 30.  This form MUST be original signatures, copies will NOT be accepted.  Do no fill out the rest of the form.  Computations will be done by the HRO-AGR Retirement Noncommissioned Officer and will be verified with you at a later date.  

     c. Copy of current Retirement Points History Statement (RPHS).  

     d. Request for Leave and Authority (DA Form 31).  Leave Forms must have Leave Control Numbers and all blocks must be signed.  Remember you can take up to 20 days of Permissive Temporary Duty with approval of your Full-time Executive Officer or designated Representative.  

     e. Copy of Record of Emergency Data Form (DD Form 93).  
     f. Copy of current Servicemembers’ Group Life Insurance Election and Certificate (SGLV 8286).  

     g. Certified copy of your DA Form 2-1 (Enlisted Record Brief or Officer Record Brief).  

     h. Unit Clearance Record (DA Form 137-1).  

     i. Copies of any prior DD Form 214’s.  

     j. Copy of latest Military Leave and Earnings Statement (LES.  
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4.  When reporting to your appropriate Transition Center, please have your Medical Records, Dental Records, Army Career and Alumni Program (ACAP) Checklist, Survivor Benefit Plan (SBP) paperwork, and Unit Clearance Form (DA 137-1-R).

5.  All Soldiers must schedule an appointment for an Army Career and Alumni Program (ACAP) at one of the military installations.  Retiring Soldiers must attend this class at least 6 months before separation, but no later than 3 months.
6.  A retirement physical is required prior to retirement.  Examination must be started at least four months (120 days) and not later than one month prior to the beginning date of transition leave.  Each member must schedule an appointment for retirement physical at the nearest Active Army Military Treatment Facility (MTF).  The physical exam is in two parts.  At the first appointment, they will do lab work and make an appointment for your follow-up exam.
7.  HRO-AGR Separation briefing:  During this step, Soldiers are given an appointment from HRO-AGR office for final review of the retirement packet.  Soldiers are informed of pre-separation processing requirements, thus preparing them for final transition processing at the installation.  This includes documents needed to satisfy final processing at the transition point.  The HRO-AGR office must have the retirement packet completed before transportation of packet to the transition point.  It is the Soldier’s responsibility to schedule an appointment for initial/final processing at the military installation.  The appointment at the transition point cannot be scheduled until packet is received in that office.
8.  Any further information contact SFC David C. Martin at COMM: (678) 569-5722 or DSN: 338-5722.







      //SIGNED//


DAVID C. MARTIN


SFC, GA ARNG


Human Resources Specialist
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SO YOU WANT TO RETIRE...

This article will help the AGR Soldier understand the procedures they should follow when requesting retirement for at least 20 years active Federal service.  The applicable regulation for this action is: AR 635-200, Enlisted Personnel, Chapter 12, Retirement Length of Service, 6 June 2005. 

The first thing you should do is to contact your MACOM PSNCO or AGR PAY CLERK to verify that your DA Form 1506 (STATEMENT OF SERVICE FOR COMPUTATION OF LENGTH OF SERVICE FOR PAY PURPOSES) reflects all service periods that you should receive credit for.  It is advisable to begin this process 18-24 months prior to your requested retirement date.  This will allow you to submit any documentation you may have to correct your creditable time.  Beginning the process with this step could alleviate frustration when submitting your actual retirement packet. 

You should submit your retirement packet as far in advance as possible (NLT 180 days prior to your retirement date). 

Absence of any of the above or improperly filled out forms will slow down the process.  If you are not sure about something, please ask. 

Requests for retirement should reach HRO-AGR office, at a minimum, 6 months prior to your requested retirement date.  This will allow for proper processing of your packet and publication of your retirement orders.  Requests submitted less than 6 months prior to your requested retirement date may result in you not being able to retire on the date requested. 

NOTE: If your retirement date is later than your ETS you must submit a DA Form 4836 (Oath of Extension of Enlistment or Reenlistment) to extend your ETS to your requested retirement date. 

Example: ETS: 990926 Retirement Date: 991201 Execute a DA Form 4836 for the time required to make your ETS and retirement date match.

TRANSITION PROCESSING

1.  Purpose:  To provide information on transition processing.

2.  References:  


a. AR 635-10, Processing Personnel for Separation.


b. AR 600-8-24, Officer Transfers and Discharges.


c. AR 635-200, Enlisted Personnel.


d. AR 600-8-105, Military Orders.


e. AR 600-8-10 Leaves and Passes.


f. AR 600-8-101, Personnel Processing (In-and-Out and Mobilization Processing).


g. AR 635-5, Separation Documents.


H. DA Pam 600-8-11, Military Personnel Office Separation Processing Procedures.


i. AR 40-501, Standards of Medical Fitness.

3.  Procedures:  The Transition Center separates Soldiers from active military service as expeditiously and efficiently as possible through the following stages:


a. Pre-separation Processing:  



(1)  Soldiers are identified for separation through various sources, i.e., orders or notices from Military Personnel Division (MPD); Total Army Personnel Command (PERSCOM); Full Time Support Management Center (FTSMC), National Guard Bureau (NGB); and other installations or commands.



(2)  Normally, Transition Center publishes orders for Soldiers approximately 120 days before ETS date.



(3)  As packets are received, Transition Counselors begin the task of assembling case files for each Soldier.  The file contains a list of processing requirements and includes a Certificate of Release or Discharge from Active Duty, Worksheet (DD Form 214WS).



(4)  Soldiers should call the Transition Center to schedule a separation briefing/appointment at least 30 days before commencing Permissive TDY/Transition Leave (see enclosure # 4).


b. Separation Briefing:  During this step, Soldiers are given a DD Form 214 Worksheet for review; provided assistance in completing Veteran Administration Medical Claims, informed of pre-separation processing requirements, and scheduled for a final transition appointment.  Soldiers are informed of pre-separation processing requirements, thus preparing them for final transition processing.  This includes documents needed to satisfy final processing by the Transition Center.


c. Final Transition Processing:  Transition Counselor will schedule final appointment; Soldiers must have the following documents in their possession to complete final transition processing:  



(1)  Installation Clearance Record (DA Forms 137 series) - obtained from your unit.



(2)  Transition Leave/Permissive TDY ‑ approved DA Form 31 from unit.



(3)  Pre-separation Counseling Checklist ‑ obtained from Army Career and Alumni Program (ACAP) Center (see enclosure # 5).



(4)  Survivor Benefit Election - processed by Retirement Services Officer (see enclosure # 6).



(5)  Separation Packet/Transition Orders will be prepare by the Georgia Human Resources Office for retiring Soldiers.



(6)  Medical/Dental Records ‑ obtained from the U.S. Army Health Clinic.



(7)  Mini‑Resume (Early Retirement) ‑ ACAP assists in preparation.



(8)  Reserve Contract (if qualified) ‑ Reserve Component Transition NCO.

After final clearance, Soldiers are presented with the final DD Form 214 and appropriate certificates.  Soldiers are advised of the importance of retaining the DD Form 214 for post-military benefits and the need to register the DD Form 214 with county authorities.  Also, Soldiers needs to scan and email a clean DD Form 214 to the Georgia Human Resources Office Retirement Section to close out their records.


d. Post-separation Processing:  Copies of all DD Form 214s are distributed and official records with disability claims transferred to appropriate agencies for further processing and permanent filing.  SIDPERS transactions are processed to remove Soldiers from the local SIDPERS database.  

4.  For expeditious processing, Soldiers should:  


a. Comply with orders and schedule appointments as appropriate.


b. Call the Transition Center for an appointment 30 days before commencing Transition Permissive TDY/Leave.


c. Make copies of medical records and Veterans' Administration (VA) claims before final processing appointment.


d. Inventory documents before final Transition/Defense Military Pay Office (DMPO) appointments.


e. Keep commander and the Transition Center informed of your status.

PERMISSIVE TDY

1.  Purpose:  To provide additional information regarding authorization and usage of Permissive TDY (PTDY).

2.  Reference MILPER Message 97-172, subject:  Transition Assistance – Increase in Permissive TDY (PTDY).

3.  General Policy:  The purpose of PTDY is to facilitate transition to civilian life such as house and job hunting for Soldiers being involuntarily separated, retiring from active duty, or separating under the VSI/SSB program.


a. PTDY is non-chargeable absence and is optional for eligible Soldiers.


b. PTDY is an “authorization” not an “entitlement”.  Commanders may disapprove or restrict PTDY based on mission/operational requirements or for disciplinary reasons.


c. The installation or activity commander is the approval authority.  Approval authority may be further delegated to company commanders and other leave approving authorities.


d. Commanders have the authority to recall Soldiers who have departed on TDY.  However, Soldiers may be recalled only for reasons such as investigations, UCMJ, or when STOP LOSS has been declared.


e.  Commanders must advise Soldiers that they must apply for PTDY on DA Form 31 with the Transition Center/Point (as identified in AR 635-10, Appendix B) he/she wishes to transition from.


f.  Soldiers being reassigned due to PCS are authorized 10 days PTDY and will continue to comply with guidelines contained in Ref E, Chap 5, Section XVI, Par 5-32.  A normal PCS is defined as a reassignment between duty stations for duty (not for transition) at the gaining station.  In the context of this eligibility, PCS “DOES NOT” repeat DOES NOT mean reassignment to a Transition Center/Point for separation.


g. Unit, activity, and installation commanders must continue to review their PTDY procedures and establish oversight and controls to ensure that only eligible Soldiers are granted PTDY.


h. A separate DA Form 31 will be completed and processed for each period of PTDY.  Block 17 must indicate “Soldier is authorized (number of days) PTDY in conjunction with transition for (list reason)”.


i. All transition processing must be completed prior to Soldier’s departure on PTDY and/or leave in conjunction with transition.  The Soldier’s departure date will be adjusted to accommodate approved PTDY transition leave, and/or travel time.

     j. Any extension of an officer’s separation date to accommodate PTDY must be requested by the officer and approved by the appropriate approving authority.

4.  Eligibility/Authorization.  


a. The following Soldiers ARE NOT eligible for any PTDY under any transition program:



(1)  Soldiers and officers voluntarily separating as a result of expiration of term of service or expiration of service agreement.



(2)  Enlisted Soldiers and officers transitioning from the Army under dishonorable conditions.



(3)  Officers who resign their commission, except for VSI/SSB.



(4)  Soldiers with approved voluntary separations under the voluntary early release program (VERP) or enlisted voluntary early transition (VET) program.


b. The following Soldiers are eligible for increased PTDY in conjunction with their transition from the active Army:



(1)  Officers or enlisted Soldiers selected by Selective Early Release/Retirement Boards (SERB) for retirement.



(2)  Officers and enlisted Soldiers with a mandatory retirement date or release date (MRD).



(3)  Officers identified for separation as a result of Reduction in Force (RIF).



(4)  Officers who are passed over for Promotion and leave active duty.



(5)  Enlisted Soldiers denied further continued service as a result of Retention Control Points (RCP).



(6)  Officers and enlisted Soldiers separated for reason of disability rated at less than 30 percent.



     (a)  Commanders must ensure these Soldiers are afforded ample time to use PTDY and accrued leave before transition date.



     (b)  DA Form 31 with inclusive dates of PTDY and leave must accompany the packet forwarded to the Physical Evaluation Board (PEB).  If the PEB finds Soldier fit for duty, the DA Form 31 will be voided.



(7)  Enlisted Soldiers identified for separation under the provisions of the Qualitative Management Program (QMP).



(8)  Soldiers who have an approved voluntary retirement or involuntary disability retirement with 30 percent or less disability.



(9)  Soldiers who have an approved separation under the Voluntary Separation Incentive (VSI) or the Special Separation Benefit (SSB).


c. Periods of PTDY above may be granted as follows:



(1)  20 days for CONUS based Soldiers who will transition and reside in CONUS or OCONUS.



(2)  30 days for CONUS based Soldiers who had a domicile other than CONUS before entering on active duty and will return to that location upon separation, REFRAD, or retirement.  These Soldiers must provide commanders evidence that they will reside OCONUS.



(3)  30 days for OCONUS based Soldiers who will transition and reside in CONUS or another OCONUS area.



(4)  20 days for OCONUS based Soldiers who will transition in the same overseas area.  Commanders may grant an additional 10 days to these Soldiers under hardship or exceptional circumstances.


d. Soldiers transitioning from the active Army who do not qualify for increased PTDY may be granted 10 days if they are:



(1)  Denied reenlistment/continuation of service or are involuntary separated for reasons other than those listed above, and



(2)  Are transitioning from the active Army under honorable conditions.


e. PTDY for CONUS based officer and enlisted Soldiers:



(1)  Retiring eligible Soldiers may select an alternate transition point in accordance with AR 635-10.  Soldiers must report to the Transition Center/Point stated in their orders before departing on PTDY and/or leave in conjunction with transition.



(2)  PTDY must be applied for on DA Form 31 and approval authority remains the same as above.


f. PTDY for OCONUS based officers and enlisted Soldiers.



(1)  Soldiers with 8 or more year’s active service requesting PTDY must be counseled by the losing commander that the intent of the alternative transition center/point selection is for them to identify a home of selection prior to departure from their OCONUS permanent duty station.  This selection constitutes the place they intend to reside immediately after military service and becomes the basis for travel and transportation. 



(2)  Soldiers may request to transition at a separation or retirement Transition Station located, to the extent practicable, closest to their home of selection.  Soldiers will not be reassigned to Transition Center/Point that is not listed in the above appendix because support services may not be available.


g. Soldiers may be granted PTDY in a series of trips before departing on transition (not to exceed the number of days allowed), take the entire PTDY period before departing on transition, or in conjunction with transition.



(1)  Once Soldiers depart duty station or station of choice, they may not take PTDY in increments.



(2)  If PTDY is taken in a series of trips before departing on transition, PTDY begins at 0001 hours on the first PTDY day and ends 2400 hours on last PTDY day.  PTDY begins and ends on post, at duty location, or at location where Soldier regularly commutes to and from work.  Therefore, a Soldier taking 5 days PTDY (Monday through Friday) may depart on PTDY Monday morning at 0001 hours and must return on or before 2400 hours Friday.

5.  Commanders will.


a. Advise Soldiers that they must apply for PTDY on DA Form 31 with the Transition Center/Point (as identified in AR 635-10, Appendix B) he/she wishes to transition from.  A full-time Commander or Executive Officer or Battalion Commander, or MACOM Commander must approved the PTDY.


b. Ensure that Soldiers entitled to increase PTDY are afforded ample time to use PTDY and accrued leave before transition date.


c. Have the authority to recall Soldiers who have departed on TDY.  However, Soldiers may be recalled only for reasons such as investigations, UCMJ, or when STOP LOSS has been declared.


d. Establish oversight and controls to ensure Soldiers are at the appointed place as defined above before departing on PTDY and upon return from PTDY.  Commanders may require Soldiers to sign out and in to enforce this requirement.


e. Understand that when a Soldier starts his/her PTDY/Leave his/her replacement may cause an under laps of official duties.  Under laps, however, should not be the sole reason for disapproval.  However, PTDY approval authorities retain the flexibility to limit the number of days PTDY/transition leave when readiness and mission accomplishments would be impaired.

