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CHAPTER 1


GENERAL

1‑1.  Introduction 


a.
The I CORPS, Adjutant General provides Personnel Service Support (PSS) to soldiers assigned under the command and control of several Major Commands.  Many of these soldiers are assigned to units geographically separated from Fort Lewis.  It is the Adjutant General's intent that these soldiers will receive the same quality service as do soldiers assigned to Fort Lewis.


b. Personnel actions for geographically dispersed soldiers are initiated by a designated Point of Contact (POC).  Personnel actions that cannot be finalized by the POC will be forwarded to the applicable staff agency at Fort Lewis. 


c.  The success of providing professional, timely service to soldiers not assigned to Fort Lewis is dependent upon effec​tive communication at all levels.  With the cooper​ation and efforts of all involved, soldiers geographically dispersed can and should be provided service equal to that expected by soldiers assigned to Fort Lewis.

1‑2.  Purpose 

This handbook provides standardized guidance and procedures for effective​ly processing personnel actions of soldiers assigned to geographically separated units.

1‑3.  References 

Listings of Army Publication references and POCs applicable to subject matter are in each chapter.  

1‑4.  Applicability 

This handbook is applicable to all POC's, AG liaisons, and Fort Lewis AG staff that provide personnel service support for sol​diers not assigned to Fort Lewis, Washington. 
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1-5.  Questions/Comments

Request for individual, or specific assistance needed beyond issues covered in this booklet should be addressed first to the work center POC, and then to the Chief of the work center.  Due to limited staffing and numerous calls to the AG staff it is necessary to reduce the number of calls to as few as possible.   Inquiries to the AG staff at Fort Lewis should be made by the POC, not by individual soldiers.  

1-6.  Proponent

The Deputy Adjutant General, Installation Operations (DAIO) is the proponent for this booklet.  Staff agencies and unit POCs should submit recommen​dations for change or update actions to the DAIO for processing.  Updated materi​als will be distributed to all staff agencies and POCs by the MPD staff.

Reviewed by:  ________________________________________

              Mr. EARL E. DAVIS



      Deputy Adjutant General, Installation Operations

Approved by:  ________________________________________

              WILLIAM R. MANSELL

              Colonel, AG

              Adjutant General
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CHAPTER 2


IN-PROCESSING PROCEDURES

2‑1.  General

    a. Actions taken at in-processing include arriving the soldier on the data base, a review and update of the military personnel record, promotion screening and publication of orders, review and update of emer​gency data forms, and forwarding of the updated military person​nel record to Ft Lewis for routine maintenance.

    b.  AR 600‑8‑101 provides guidelines and requirements for effective inprocessing of newly assigned soldiers. 

    c.  AR 600‑8‑104 provides guidelines and requirements for effective records maintenance.

2‑2.  Procedures

    a.  Upon arrival the unit POC must ensure the following actions are completed: 

        (1)  Soldier signs in and leave status termi​nates.

        (2)  Collect from the soldier the Medical, Dental, and Military Personnel Record (MPRJ).  Ensure that the medical and dental record is forwarded to the applicable facility and retain the MPRJ for in-processing.



(3)  Submit appropriate arrival transaction to the Fort Lewis Personnel Automation Section (PAS).  (see chapter 7)



(4)  ENLISTED ONLY.  Complete Memorandum (Announcement of Principal Duty Assignment) at Figure 2-1 and place com​pleted form loosely in the MPRJ.



(5)  Prepare DA Form 5123‑1-R (Personnel In-Processing Record).  Complete items in Part D as stated in the following instructions and indicate yes or no in the in-process​ing column.



(a)  Item 1.  Review the Enlisted Records Brief (ERB) with the soldier.  Annotate correc​tions in red ink and attach the supporting documents, See Table 5‑3, AR 600‑8‑104.
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    (b)  Item 2. ENLISTED ONLY  Review the ERB with the soldier.  Annotate needed corrections on a separate sheet of paper, refer​ence the item to be corrected, and attach the supporting docu​ments.



(c) Item 3.  Review VA Form SGLV-8286 (Servicemen's Group Life Insurance Election and Certificate) with the soldier IAW AR 608-2, para 1-5. Fill out Servicemen’s Group Life Insurance/ Record of Emergency Data Worksheet, Part V (Figure 2-2) and place loosely in MPRJ.  A new form will be prepared and returned for signature. After signature, originals must be returned to Ft Lewis for processing.



(d)  Item 4.  Ensure that DA Form 31 (Request and Authority for Leave) is included in MPRJ forwarded to Ft Lewis. 

        (e)  Item 5.  DA Form 78-E (Recommendation for Promotion of Officer, SIDPERS-3) for 2LT and WO1 only.  If a 2LT or WO1 is within 90 days of promotion to 1LT or CW2, respec​tively, review records for DA Form 78-E or ask the officer if he/she has a copy.  If available, place the DA Form 78-E loosely in the MPRJ, if not available, contact the C Detachment, 22nd PSB, Officer Promotions at, DSN: 357‑0626 or commercial (253) 967-0626.  In addition, please provide a faxed copy of the officers ORB to DSN 357-3438 or commercial (253) 967-3438.



(f)  Item 6.  Review DD Form 93 (Record of Emergency Data) with the soldier IAW AR 600-8-1, Chapter 13.  Fill out Servicemen’s Group Life Insurance/Record of Emergency Data Worksheet, Part I through Part IV (Figure 2-2) and place loosely in MPRJ.  If the soldier has not established a permanent address, a temporary address should be entered on the current form. Please, suspense yourselves as permanent addresses should be available within 30 days of soldiers arrival. As soon as the soldier establishes a permanent address, provide the new address via telephone or fax to the 22nd PSB. New forms will be returned for soldiers signature.  After signature, originals must be returned to Ft Lewis for processing.  If permanent address is received after 30 days call in the information to 22nd PSB, Records Section.



(g)  Item 9.  Collect DA Form 669 (Army Continuing Education Record) and ensure they are provided to your education services representative.
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        (h)  Item 10.  If soldier requires a security clear​ance, update of a clearance, or local access; request action from your local security manager and annotate DA Form 5123-R (Reassignment Records Checklist), item 10.



(i)  Item 14.  Collect DA Form 1315 (Reenlistment Data) for SSG and below, forward to your reenlistment counselor. 



(j)  Item 15.  (Applies to SGT and above).  Information needed to answer questions in this item may be obtained from the soldier's copy of DA Form 2166‑7 (NCO Evaluation Report) or from the memorandum that states why no NCOER was completed.  Make a copy of the DA Form 2166‑7 or memorandum and place loosely in MPRJ. 



(k)  Item 26.  OFFICER ONLY  Review the DA Form 4037 (Officer Record Brief) with the officer.  Annotate needed changes in red ink and attach the supporting document.  See AR 600‑8‑104, Table 4‑1. 

        (l)  Item 27.  ENLISTED ONLY.  Determine if soldier is in a promotable status SPC (P) OR SGT (P).  If so, open promotion packet, ensure the DA Form 3355 used for the initial board appearance, the report of board proceedings, the latest two DA Form 3355’s (if applicable), all supporting documentation, and a C10 or a letter of verification are present.  All of these documents are required before a soldier will be integrated on the promotion standing list.  All of this information must be forwarded with the MPRJ to Ft Lewis.



(m)  Item 32‑38.  Ensure soldier's medical and dental records are accounted for and provided to the applicable health care provider. 



(n)  Item 39.  Ensure that soldier's ID card, DD Form 2A is accurate and current.  If a new card is needed see chapter 8. 



(o)  (Warrant Officer Only)  Ensure that when a soldier has completed both Warrant Officer Orientation/Entry Course and Warrant Officer Technical Certification Course, a copy of the DD 

Form 214, Active Duty Order, and DA Form 4037 (Officer Record 

Brief), if available, is forwarded to Chief, Military Personnel Division, ATTN:  AFZH-AGI-PI, Ft Lewis, Washington 98433-5000.  This will ensure that the soldier will be departed from the system as an enlisted soldier and accessed onto the system as a warrant officer.
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b.  Place the completed DA Form 5123‑R loosely in the MPRJ. 

    c.  Obtain a copy of PCS orders, with amendments, and place loosely in the MPRJ.


d.  Upon completion of in-processing, the MPRJ, to include all required documents, will be mailed to Fort Lewis within five duty days of the soldier's arrival.  Mail MPRJ to:  Chief, Military Personnel Division, ATTN:  Welcome Center, MS 77, Box 339500 Fort Lewis, Washington 98433‑5000.  The MPRJ will be mailed in a sealed envelope marked, "First Class".  If the envelope weighs more than 12 ounces it should be marked, "Priority".  Suggest that DA Form 200 (Trans​mittal Record) be used as the transmittal document and that return receipt acknowledgment be checked. 

   e.  Suggest prior to mailing the MPRJ to Fort Lewis that a  SMIF (Marks File 1ii) file be created to include the following documents: 


  (1)  Copy of ERB. 

      (2)  Copy of DA Form 2‑1 (enlisted). 


  (3)  Copy of DA Form 4037 ORB (officer). 

      (4)  Copy of DD Form 93.

      (5)  Copy of VA Form SGLV-8286.


f.  Military Personnel Records and documents contain informa​tion of a personal nature and will be stored, handled and trans​mitted according to AR 340‑17 and AR 600‑8‑104. 


g.  POC phone numbers are as follows: 

             COMM:  (253) 967‑  DSN: 357‑



     Chief, In-processing:   7438/3995



     Promotion Integration:  



     Officer In-processing:  7438/3995



     Enlisted In-processing: 7438/3995



     Fax Number:             357‑2117
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_______________ (600)





______________

OFFICE SYMBOL







DATE
MEMORANDUM FOR Chief, Enlisted Records Branch, ATTN: ___________,




  Fort Lewis, WA  98433-________

SUBJECT:  Announcement of Principal Duty Assignment

1.  Effective ____________, ______, ____________________________,




DATE

    RANK
  NAME (LAST, FIRST, MI)
_______________ is assigned as:

SSN
_________, __________________________, ________, _______, ______,

MOS

  POSITION TITLE


    AUTH GRADE   PARA
   LINE
______________.

MTOE/TDA
2.  Authority:  AR 310-10, AR 640-10, and DA Pam 600-8.

3.  Period:  Until officially relieved or released from assignment.

4.  Special Instructions:

    a.  Soldier’s rating chain is as follows:


   (1) Rater __________________________.


   (2) Intermediate Rater/Indorser ________________________.


   (3) Senior Rater ________________________.

    b.  Individual should read MOS specifications pertinent to the DMOS above.








_______________________








_______________________








_______________________

CF:

Indiv Concerned

Indiv’s Supervisor

Indiv’s MPRJ
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SERVICEMEN’S GROUP LIFE INSURANCE/RECORD OF EMERGENCY DATA WORKSHEET

Please fill out all information below.  Each question must be completed and written legibly.  The forms cannot be processed unless all required information is provided.   

PART 1

EMERGENCY INFORMATION

Last name  _________________________________  First name ______________________________________

Middle name (full) _____________________________    SSN _______________________________________

Current duty station  ________________________________________________________________________

Home address  ______________________________  City _______________________________  State _____

Zipcode: ___________________  Telephone _______________________

Spouse last name  ________________________  First name  ________________________________________

Middle name (full)  _______________________________  Maiden name _________________________

Date of Birth _________________________  Place of Birth, City & State  _____________________________

Military Spouse:  yes or no, if yes,  what is the SSN  _______________________________

Date of Marriage ________________   Place of Marriage, City & State ________________________________

Complete address if not living with you  _______________________________  City  ___________________

State  ________________  Zipcode  _______________  Telephone  ______________________________

II PART

NAME (FULL) ALL CHILDREN LIVING AT YOUR RESIDENCE

1.  __________________________________ Relationship _______________________ Birthdate __________

2.  __________________________________ Relationship _______________________ Birthdate __________

3.  __________________________________ Relationship _______________________ Birthdate __________

4.  __________________________________ Relationship _______________________ Birthdate __________

NAME (FULL) OF ALL CHILDREN NOT LIVING WITH YOU

1.  ___________________________________ Relationship ______________________  Birthdate __________

Address  __________________________  City  ______________________________  State  ______________

Zipcode  ____________________  Telephone ______________________  Guardian ______________________

Relationship of guardian to you________________________________________

2.  ____________________________________  Relationship _______________________ Birthdate ________

Address __________________________ City ________________________________  State _______________

Zipcode ____________________ Telephone ________________________ Guardian _____________________

Relationship of guardian to you ________________________________________
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PART III

PARENT INFORMATION

Father’s last name  ____________________________________  First name ____________________________

Middle name (Full) __________________________________  Living or deceased ________________________

Address  _______________________________ City ______________________________ State ___________

Zipcode ___________________________  Telephone __________________________

Mother’s last name  ____________________________________  First name ___________________________

Middle name (Full)  __________________________________  Maiden name  ___________________________

Living or deceased  __________________________________  Address _______________________________

City _________________________________  State ____________________________  Zip code ___________

Telephone _____________________

PART IV

RECORD OF EMERGENCY DATA INFORMATION

Notify next of kin if injury is anything less than death:  yes or no ?

Beneficiary for death gratuity:  (if no surviving spouse or child,  must be mother, father , sister, or brother)

Last name _____________________________  First name _____________________________________

 Middle name (full) __________________________  SSN ______________________________

Address ________________________________  City ________________________________________

State _________________________  Zip code ____________________  Telephone __________________

Relationship to you ___________________________  Percentage _____________________

If additional designee’s are elected, use separate sheet of paper for information.   

Beneficiary (ies) for unpaid pay and allowances. (can be designated to anyone desired)

Last name _____________________________  First name _____________________________________

 Middle name (full) __________________________  SSN ______________________________

Address ________________________________  City ________________________________________

State _________________________  Zip code ____________________  Telephone __________________

Relationship to you ___________________________  Percentage _______________________

If additional designee’s are elected, use separate sheet of paper for information. 
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Allotment designee when missing in action  status (subject to Service Secretarial Determination, must be spouse or children)

Last name _____________________________  First name _____________________________________

 Middle name (full) __________________________  SSN ______________________________

Address ________________________________  City ________________________________________

State _________________________  Zip code ____________________  Telephone __________________

Relationship to you ___________________________  Percentage _________________________________

If additional designee’s are elected use a separate sheet of paper for information.

Disposition of remains:  (The person you want responsible for your remains, must be wife, child (18) (step), mother, (step), father, (step), sister, (step), brother, (step), or loco parentis.

Last name _____________________________  First name _____________________________________

 Middle name (full) __________________________  SSN ______________________________

Address ________________________________  City ________________________________________

State _________________________  Zip code ____________________  Telephone __________________

Relationship to you ___________________________   

PART V

SERVICEMEN’S GROUP LIFE INSURANCE INFORMATION

Please indicate the amount of insurance you desire.  The maximum insurance is $200,000.  If  you desire “no”  life insurance please indicate.  

Amount of life insurance (SGLI)  $___________________ ($10,000. Increments)

I do not want insurance at this time ___________________________________ 

I designate the following beneficiary (ies) to receive payment of my insurance proceeds.  I understand that the principle beneficiary (ies) will receive payment upon my death.  If all principal beneficiaries predecease me, the insurance will be paid to the contingent beneficiary (ies).  If beneficiary is a minor and a guardian/trustee has been named in a will forward, name, address, relationship and phone number on a separate sheet of paper.

When deciding the share amount to each beneficiary use a percentage.  For example, if you have 3 beneficiaries you can use the percent 34%, 33%, and 33%.  When deciding the payment option you choose lump sum or 36 equal payments. 
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PRIMARY BENEFICIARY (IES)

Last name _____________________________  First name _____________________________________

 Middle name (full) __________________________  SSN ______________________________

Address ________________________________  City ________________________________________

State _________________________  Zip code ____________________  Telephone __________________

Relationship to you ___________________________   Share of insurance __________________________

Payment option ________________________________

PRIMARY BENEFICIARY (IES)  CONTINUED

Last name _____________________________  First name _____________________________________

 Middle name (full) __________________________  SSN ______________________________

Address ________________________________  City ________________________________________

State _________________________  Zip code ____________________  Telephone __________________

Relationship to you ___________________________   Share of insurance __________________________

Payment option ________________________________

Last name _____________________________  First name _____________________________________

 Middle name (full) __________________________  SSN ______________________________

Address ________________________________  City ________________________________________

State _________________________  Zip code ____________________  Telephone __________________

Relationship to you ___________________________   Share of insurance __________________________

Payment option _________________________

Last name _____________________________  First name _____________________________________

 Middle name (full) __________________________  SSN ______________________________

Address ________________________________  City ________________________________________

State _________________________  Zip code ____________________  Telephone __________________

Relationship to you ___________________________   Share of insurance __________________________

Payment option ________________________________
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CONTINGENT BENEFICIARY (IES)

Last name _____________________________  First name _____________________________________

 Middle name (full) __________________________  SSN ______________________________

Address ________________________________  City ________________________________________

State _________________________  Zip code ____________________  Telephone __________________

Relationship to you ___________________________   Share of insurance __________________________

Payment option ________________________________

Last name ________________________________  First Name _________________________________

 Middle name (full) __________________________  SSN ______________________________

Address ________________________________  City ________________________________________

State _________________________  Zip code ____________________  Telephone __________________

Relationship to you ___________________________   Share of insurance __________________________

Payment option ________________________________

Last name _____________________________  First name _____________________________________

 Middle name (full) __________________________  SSN ______________________________

Address ________________________________  City ________________________________________

State _________________________  Zip code ____________________  Telephone __________________

Relationship to you ___________________________   Share of insurance __________________________

Payment option ________________________________

Last name _____________________________  First name _____________________________________

 Middle name (full) __________________________  SSN ______________________________

Address ________________________________  City ________________________________________

State _________________________  Zip code ____________________  Telephone __________________

Relationship to you ___________________________   Share of insurance __________________________

Payment option ________________________________

 FIGURE 2-2e

CHAPTER 3


REASSIGNMENT PROCESSING PROCEDURES

3‑1.  General                                                  

    a.  The Reassignment Processing Center (RPC) is responsible for verifying eligibility of soldiers for reassignment and ensuring that all required personnel processing actions are completed. 

    b.  Eligibility requirements for enlisted soldiers are found in AR 614‑30 and AR 614‑200; AR 614‑100 list officer require​ments. 

    c.  AR 600‑8‑11 provides guidelines for reassignment process​ing.

3‑2.  Procedures 

    a.  Within three duty days of receiving assignment notifica​tion (CAP III cycle) from Department of the Army the RPC will prepare and mail to the unit POC an initial reassignment packet (LEVY packet).  For short notice assign​ments, soldiers within 120 days of departure, the RPC will provide the LEVY packet via fax and conduct a LEVY briefing with the soldier via telephone.  The LEVY packet will contain the follow​ing documents as applicable:


  (1)  DA Form 4036-R (Medical and Dental Preparation for Overseas Movement).                         


  (2)  DA Form 4787-R (Reassignment Processing) *.


  (3)  DA Form 4991-R (Declination of Continued Service Statement).                         


  (4)  DA Form 5118-R (Reassignment Status and Election Statement).

      (5)  DA Form 5120‑R (TDY Schooling in Conjunction with PCS Option State​ment).                 


  (6)  DA Form 5121-R (Overseas Tour Election Statement) *.
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  (7)  DA Form 5888 (Family Member Deployment Screening Sheet).                                   


  (8)  DA Form 7246-R (Exceptional Family Member Program Screening Questionnaire).

      (9)  HFL Form Letter 1640-1 (1st End, SUBJECT:  Reassign​ment Notifica​tion).

      (10)  HFL Form Letter 2065 (Memorandum, SUBJECT:  Commer​cial Travel in Lieu of MAC Tariff) *.


  (11)  HFL Form Letter 2091 (Memorandum, SUBJECT: Selection of Aerial Port of Embarkation) *.


  (12)  HFL Form Letter 2092 (Memorandum, SUBJECT: Homebase/​Advance Assignment Program (HAAP) Statement) *.


  (13)  AA435 Form, Reassignment Notification must be returned with Commander's certification.

      (14)  DA Form 5117-R, Reassignment Control Sheet.

* Indicates additional forms required for OVERSEAS REASSIGNMENT

   b.  Upon receipt of the LEVY packet the unit POC will ensure that the following actions are completed:


  (1)  Contact the soldier and schedule an initial LEVY briefing.


  (2)  During the LEVY briefing soldiers should be advised not to take any irreversible actions such as selling a home, POV, clearing quarters, shipment of household goods, etc. until all reassignment processing actions have been completed and they have been cleared to PCS.


  (3)  Ensure soldier's commander is advised of the reassign​ment and that HFL Form Letter 1640‑1 is completed and faxed to RPC within three duty days of receipt of the LEVY packet. 


  (4)  Assist soldier with completion of required forms. 


  (5)  Contact RPC for additional assistance/guidance as needed.
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  (6)  Assist soldier in completing request for deletion or deferment.  Request must be submit​ted on DA Form 4187 (Personnel Action), to include supporting documents, and be received at RPC within 14 days follow​ing receipt of the LEVY packet.  NOTE: Deferments will be requested in lieu of deletion if the reason for disquali​fi​cation can be resolved within 120 days of the report month.  See AR 600‑8‑11, Section VII, Tables 2‑9, 10, 12 and 15, and Section X, Table 2‑13.


  (7)  Assist soldier in completing necessary documents to extend their enlistment, or reenlist to obtain PCS retain​ability, if applicable. These actions must be completed not later than 30 days following receipt of the LEVY packet.  


  (8)  Assist soldier in obtaining required security clear​ance, if applicable.  These actions must be completed not later than 21 days of the initial CAP cycle.  


  (9)  Assist soldier in completing required medical screen​ing/clearance requirements.  These actions must be completed within 21 days of the initial CAP cycle.  


  (10)  Ensure all required processing has been completed and return the required documents to RPC within 21 days following receipt of the packet.


  (11)  Upon receipt of the required documents, RPC will prepare the applicable reassignment orders and forward the soldier’s copies to the unit POC for distribution to the soldier. Normal​ly, orders should be available to the soldier 90 to 120 days prior to their departure date.  In the case of short notice assignment processing, soldiers within 120 days of departure, the POC will receive one copy of the PCS order VIA fax and must locally reproduce 25 copies for the sol​dier.


  (12)  To expedite processing for soldiers identified for short notice assignment required actions will be processed via telephone, fax, etc.  The RPC will conduct a LEVY briefing via telephone.


  (13)  Commanders are authorized to direct “NO COST MOVES” to reassign soldiers within their organization/installation.  Soldiers DO NOT receive PCS entitlements, no travel funds, no relocation cost, etc.  If applicable, prepare DA Form 4187 and ensure that the gaining and losing UPC is included.  A copy of the completed DA Form 4187 must be provided to the 22d PSB, SIB to allow update of the SIDPERS (installation, data base).

3-3

    c.  Following guidance will assist in the completion of the 

required forms:


  (1)  DA Form 4036‑R (overseas assignment) is required for soldiers being assigned over​seas; complete the form as follows:


  (a)  Soldier completes items 2 thru 12.

      (b)  Section 13 will be completed by RPC.


  (c)  Items 14 thru 27/E will be completed by the applicable medical authority.


  (2)  DA Form 4787‑R:

      (a)  Soldier completes Part A, items 2 thru 9E and Part B, items 10 thru 17A.

      (b)  RPC completes items 17B and 17C.


  (3)  DA Form 4991‑R.  Enlisted (second term or career) soldiers that decline to extend their enlistment, or reenlist to obtain minimum PCS retainability must complete this form:


  (a)The reenlistment NCO will complete Section A by counseling the soldier and filling in 1a-1d.


  (b)  The soldier will complete Section B.


  (c)  The commander will complete Section C and return the complete form to the reenlistment NCO.


  (d)  The commander will complete Section D and return the complet​ed form to the POC for mailing to RPC.


  (4)  DA Form 5118‑R, (only completed for enlisted sol​diers):


  (a)  RPC will complete Part I, Sections A, B and C.


  (b)  S1 will complete Part II, Sections D and E.


  (c)  Soldier will complete Part III.

      (d)  Part IV is completed only during wartime.
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  (5)  DA Form 5120‑R: 


  (a)  Soldier completes, signs and dates.


  (b)  Unit POC signs as witness.


  (c)  Handout explaining options will be attached to this form.


  (6)  DA Form 5121‑R (overseas assignment):


  (a)  Soldier completes all items and must ensure they have signed and dated the form.


  (b)  Unit POC signs as witness.


  (7)  DA Form 5888: 


  (a)  Soldier completes Part A, items 1a thru 7.


  (b)  RPC will complete item 8a thru 8e.

      (c)  Part B will be completed by the applicable medical staff.


  (8)  DA Form 7246:  

      (a)  Soldier completes entire form, signs and dates. 

      (b)  Ensure applicable medical personnel sign and date.

      (9)  HFL Form Letter 1640 is completed by RPC and advises the commander that the soldier is on assignment and outlines actions the commander must take to ensure soldiers comply with reassignment instructions.

      (10)  HFL Form Letter 1640‑1, is to be com​pleted by the commander, or adjutant and returned to RPC within 3 duty days of receipt.

      (11)  HFL Form 2065 (overseas assignment):


  (a)  Soldier completes the form, signs, and dates. 


  (b)  Unit POC signs as witness. 
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      (12)  HFL Form Letter 2091 (overseas assignment) - soldier completes and signs at c. (include signa​ture on line one, typed NAME, and GRADE on line two, and unit on line three.


  (13)  HFL Form Letter 2092 (overseas assignment):


  (a)  SGT through LTC (minus E8/E9 to include MSG(P)/

1SG(P)) must complete this form and be counseled concerning their options. 


  (b)  The unit POC counsels soldier concerning options and ensures that soldier completes 1st End to include completion of the signature block by signing on line one, printing (or typed) Grade and Name on line two, and unit on line three. 


  (14)  DA Form 5117-R (Reassignment Control Sheet):

      (a)  POC have soldier complete items 1 thru 19 and item 30.

      (b)  RPC will complete all other items.

d.  RPC Staff and POC Information:



Commercial:  Area code (253) 967-XXXX or DSN:  357-XXXX



FAX:  (253) 967-6999 or DSN:  357-6999



Chief
1632



NCOIC
9437



Enlisted Assignments
9494



Officer Assignments
9494



Address:



Commander, I Corps and Fort Lewis



ATTN:  AFZH-AGI-GR



Fort Lewis, WA  98433-5000

POC FOR ENLISTED ASSIGNMENTS:          

  DSN:   357-9494        
    HQ I CORPS & FORT LEWIS

  COMM: (253) 967-9494   
    ATTN:  AFZH-AGI-GR

  FAX NUMBER               
    FORT LEWIS, WA  98433-5000

  DSN:   357-6999

  COMM:  (253) 357-6999

POC FOR OFFICER ASSIGNMENTS:

    

  DSN:  357-9494

    HQ I CORPS & FORT LEWIS

  COMM: (253) 967-9494

    ATTN:  AFZH-AGI-GR

  FAX NUMBER

    FORT LEWIS, WA  98433-5000

  DSN:  357-6999

  COMM:  (253) 967-6999
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EXCEPTIONAL FAMILY MEMBER PROGRAM (EFMP):  Soldiers alerted for overseas movement to areas authorized with dependents tour need to ensure EFMP screening has been requested and accomplished.  Travel authorization will not be issued without medical clearance for family members.  Contact the team that processes your assignments for additional information (DSN 357-1907).  Soldiers alerted for assignments to dependent restricted tours i.e. Korea, Bosnia, etc will not be processed for family travel without prior approval from gaining command verifying sponsor is being assigned to a Command Sponsored Billet.

SERVICE REMAINING REQUIREMENT (SRR) FOR CONUS/OCONUS ASSIGNMENTS:  Once soldiers are alerted for assignment they have 30 days from the EDAS Cap Cycle date to reenlist or extend to meet the service remaining requirements.  Failure to comply with this requirement will result in a Declination of Continued Service Statement (DCSS) being initiated.  Once this is approved all promotions, training and favorable personnel actions are suspended.

PASSPORTS:  When soldiers are notified of an overseas assignment, they must come to their local passport acceptance agent and apply for a no fee passport for their family members if they plan to apply for family travel.  Passports are usually received back for the Department of State 10 days prior to departure date of family.  The normal processing time is 7-8 weeks.  The passports will be released to the sponsor or family members after family travel has been approved.  The passports can either be mailed or picked up.

CONCURRENT TRAVEL:   Family members either travel at the same time as the sponsor or within 60 days of the sponsor’s port call date.   When family member are traveling with the sponsor, the sponsor’s ticket will read, “Rank, sponsor’s name, and _______others”.  A copy of the sponsor’s orders confirming concurrent travel will show family sponsor’s names and must be turned in at the port.  These orders serve as tickets and authorize the family member to board the plane.  On the last day of clearing prior to reporting to their final finance and out-processing appointment, sponsors must report to the transportation office to pick-up tickets.  Prior to leaving the transportation office, sponsor should review all tickets to ensure that the names are correct and match the information on the no-fee passports.  All family members, including infants, must be listed on orders and all must have passports, if required.  If passports have not been received by the time the sponsor departs on leave, the sponsor must provide the port call section and the passports office an address where the family member tickets and passports can be mailed.  If tickets have not been received within two weeks of the scheduled port call date, the sponsor should call the port call office to confirm a port call date; no collect calls will be accepted.

NOTE:  IT TAKES APPROXIMATELY TWO WEEKS MAILING TIME FOR TICKETS AND PASSPORTS TO ARRIVE AT YOUR LEAVE ADDRESS.
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DEFERRED TRAVEL:  If the family is not authorized to travel concurrently with the sponsor and the none of the family members are enrolled in the Exceptional Family Member Program, the sponsors will depart the command to their assignment.  Once travel has been approved by the gaining command by a message sent to the losing reassignments facility authorizing movement of family members, the passport can be either mailed to or picked up by the family members.  The travel authorization sent out by the gaining command is valid for only 120 days.

Military tickets will not be issued by official travel unless the family members have a no fee passport in their possession.  If the family purchases their own tickets through civilian vendors, they will not be reimbursed for that travel. 

Questions concerning passports, visas or travel orders should be referred to Reassignments Processing, at (253) 967-9494 or DSN: 357-9494.

TRANSPORTATION:  Once a firm travel month is determined and required passports have been received, the family member should make arrangements to have household goods shipped, or released and any hold baggage picked-up.  Also, once the date for pickup of household goods/hold baggage is established, the family member should immediately contact the port call office to advise them on the date your are available for travel so that  a port call date can be obtained.  If a family member is seven or more months pregnant or is having any complications, a statement from a doctor verifying travel overseas is safe is required.  If pets are authorized in the overseas country and you intend to ship pets (limited to two dogs or cats only) cost for shipment must be paid for by the sponsor, or family member.  Pets can not be shipped at government expense.

The Fort Lewis port call section is responsible for making flight arrangements for family members residing in Washington, Oregon, Idaho, Montana, and Utah.  Flight arrangements will be made from the current residence location to the nearest port.  Family members travel from the port to the overseas destination on a Military Airlift Command (MAC) or chartered commercial airline.  Remember,  a no-fee passport must be obtained before a port call can be requested.

OPTIONS TO TRAVEL BY COMMERCIAL US FLAG CARRIERS:  Read your travel orders carefully to determine your travel options.  If you are not directed to travel by TR, but are authorized to travel by commercial US flag carriers and claim reimbursement, you may ask the port call section to make flight arrangements for you.  Upon completion of travel you may claim reimbursement for travel cost up to what it would have cost the government for tickets.  Any cost above what it would have cost the government for travel will be incurred by the sponsor.  You must use only US flag carriers, example:  United Air Lines, Northwest, Delta, etc., and reimbursement will be based upon coach class.  If you elect to travel commercial and claim reimbursement you must purchase your tickets through a government contract office  or you will not be reimbursed for your tickets.
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SPACE AVAILABLE TRAVEL ONLY:  If you are traveling space available the Army is not paying for your transportation.  You are responsible for making your own arrangements and will not be reimbursed.  This type of travel is for family members not entitle to travel at government expense.  The only bases that provide space available travel to overseas are McGuire AFB, Dover AFB and McChord AFB.  To travel space available you must purchase tickets to either McGuire, or Dover and stay at the terminal possible one or several days until space on a flight becomes available.  The terminals do not have accommodations for unaccompanied family travelers and you must also be prepared to cover the expense of food and lodging until a flight becomes available.  It is recommended that family members not entitle to travel at government expense purchase commercial flights that fly from your state side destinations to overseas areas where you will join your sponsor.

VERIFYING ACCURACY OF TRAVEL ORDERS:  All family members authorized to travel must be listed on the travel order (message).  If anyone has been left off the order or names are incorrect, contact your S1 and they will contact reassignments immediately.  The only members who will be reflected on the travel authorization are members listed on DD FM 93 and have been medically screened. 

COMPASSIONATE REASSIGNMENTS are now being processed by Reassignment Processing Center.  For more information contact DSN 357-7446 or Commercial (253) 967-7446.
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CHAPTER 4


OUT-PROCESSING PROCEDURES, AR 600‑8‑101

4‑1.  General 


a.  The out-processing activity is responsible for ensuring that soldiers departing their installation on Permanent Change of Station (PCS), or separat​ing from the Army are provided assis​tance to ensure personnel actions are processed with accuracy and within established time periods. 


b.  All support agencies/activities once notified of a soldiers scheduled final outprocessing from the installation must screen their records and identify any debts owed by the departing soldier and if uncollectable provide DD Form 139 to finance.


c.  Remote locations away from support activities identified on DA Form 137-2-R (figure 4-1) may be cleared by their company command​er or executive officer based on telephonic, or facsimile verifica​tion from each activity, that the soldier does, or does not owe a debt. All transiting soldiers must have proof of clearance with a completed DA Form 137-1-R (AR 600-8-101 change 2 dated 1 Apr 97) and DA Form 137-2-R, with other required transi​tion documents when reporting to the servicing Transition Point.

    d.  Soldiers departing from units not located at Fort Lewis will be out-processed at their unit of assignment by the respec​tive POC.  Specific out-processing requirements are provided at paragraph 4-2.

4-2.  Procedures 

   a.  Permanent Change of Station (PCS) Processing.


  (1)The 22nd PSB, Records Section provides the MPRJ to the unit POC 30 days prior to the soldier’s departure date.  If the MPRJ has not been received at the unit by the 15th day prior to departure the POC should call Chief, Officer Records/5-9 Units, at DSN:  358-9192.  Officer Records DSN:  358-9141.


  (2)  The unit POC will issue DA Form 137-2-R (Installation Clearance Record) to each departing soldier and ensure all re​quired actions have been completed and the commander or a desig​nated representative has signed the required clearance
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prior to allowing the soldier to sign out of the unit.  Height and weight statement must be included in the remarks section of the clearance.


  (3)  Outprocessing the following local ICCS agencies will be completed by their company commander, executive officers or other appointed Military official based on telephonic or facsimile verification from each agency that the soldier does or does not have a debt.  These agencies are required to respond to the request expeditiously and in accordance with installation clearance policies.



AAFES



MWR (check control club system)



Army Community Service (ACS)



Army Emergency Relief (AER)



Library



Audio/Visual (TSC)


  (4)  Ensure DA Form 5123-R is attached as the most upper document on the right inside of the MPRJ.  Conduct an audit of the MPRJ and complete the DA Form 5123-R as follows:


  (a)  Item 1.  Review the DA Form 2 with the soldier.  Make needed corrections in red ink and attach the document which validates the change (see AR 600-8-104, Table 5-5, 5-6, and 5-7).


  (b)  Item 2.  Review DA Form 2-1 (Personnel Qualifica​tion Record, Part II) with the soldier (enlisted only).  Annotate desired changes on a separate (work) sheet of paper, reference the item to be corrected and provide the cor​rected data, ensure that the docu​ment which validates the change is attached to the worksheet (DO NOT MAKE CHANGES ON THE DA FORM 2-1).  Place the work sheet with documents attached loosely in the MPRJ.  Advise the soldier to bring these changes to the attention of the inprocessing clerk at the new duty station.


  (c)  Item 3.  Review VA Form SGLV-8286 with the soldier (AR 608-2, paragraph 1-5).  If Correction is needed as a result of a recent marriage, birth, change of address, etc. make changes on the current form and fax to the Chief, Central Clearance, AFZH-AGI-PO, MS 77, Box 339500, Ft Lewis, WA  98433-5000.  A new form will be prepared and mailed to the soldier for signature.  Place the original, signed form in the MPRJ, give copy two to the soldier, and forward copy three to finance.  Ensure requested changes are faxed to reach the Central Clearance office not later than 10 days of the soldier’s scheduled departure.
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  (d)  Item 6.  Review DD Form 93 (Record of Emergency Data) with the soldier (AR 600-8-1, chapter 13).  If incorrect, or if date of preparation is more than five years past, make corrections on the current form and follow instructions in paragraph (4)(c) Item 3 above except mail copy three to Central Clearance.


  (e)  Item 9.  Ensure that the soldier has DA Form 699 (Army Continuing Education System (ACES) Record) in their posses​sion prior to departing the unit.


  (f)  Item 10.  Ensure that the DA Form 873 is in the MPRJ (if applicable).  If the soldier is PCSing to an assignment where a security clearance is required, the soldier must possess the appropriate clearance or the request for clearance must have been initiated.  See PCS order for security clearance require​ment.


  (g)  Item 14.  Ensure that the soldier has DA Form 1315, Reenlist​ment Data Card, in their possession (enlisted SSG and below).


  (h)  Item 15.  The soldier must depart with a copy of their NCOER, or be provided a memorandum stating why no NCOER was prepared.  A copy of the NCOER, or memorandum should be placed loosely in the MPRJ.

      (i)  Item 18.  Take action only if being assigned to a PRP, or CPRP position.

      (j)  Item 24.  Ensure soldier has DA Form 3645 (Organi​zation Clothing and Individual Equipment Record) in their posses​sion.

      (k)  Item 25.  All soldiers PCSing overseas must have DA Form 4036-R completed and signed by a doctor.

      (l)  Item 26.  Review DA Form 4037, (AR 600-8-104, Table 4-1) with the officer.  Annotate needed changes in red ink and attach the document which validates the change.

      (m)  Item 27.  If the soldier is a SPC or SGT selected for promo​tion, ensure that the promotion packet is filed in the MPRJ (this packet should remain sealed until opened by the new inprocessing section).  Ensure that the soldier is provided a copy of the C10 on which their name appears.

      (n)  Item 29.  Ensure that soldiers have in their possession an updated DA Form 3595 (Records Fire Scorecard) and DA Form 705 (Army Physical Fitness Test Score Card).
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(o)  Item 32-38.  Ensure that soldiers have their Health and Dental records in their possession.  For soldiers PCSing to an overseas area ensure that required immunization has been given.


  (p)  Item 39.  Ensure that soldier's DD Form 2A (US Army Forces Identification Card) is accurate and up to date.  If not, ensure a new ID card is prepared (see chapter 8).  

      (q)  Item 40-53.  Self-explanatory, however, ensure that one copy of the PCS order to include amendments is placed in the MPRJ.

    b.  Commanders must ensure that any other clearance require​ment unique to the soldier clearing their installation has been satisfied.  Once the command​er is satisfied the soldier is properly cleared DA Form 137-1-R and DA Form 137-2-R should be signed by the commander, executive officer, or designated representative and a copy placed in the MPRJ.  Completed DA Form 5123-R should be signed by the out-processing soldier and unit POC that processed the soldier.

    c.  Soldiers will not be allowed to depart their unit if:



(1)  They have not completed clearing and the DA Form 137-1-R and DA Form 137-2-R is not signed by the commander, executive officer, or designated representa​tive.

        (2)  All leave scheduled within 45 days of a soldier's

separation, discharge, relief from active duty, or retirement date will be coordinated with the local servicing finance office. Research unit leave records, identify leave scheduled or taken within 45 days of soldier's departure, and annotate information  using DA Form 137-1-R, leave verification, provide copy to servicing finance office prior to soldier clearing finance.

        (3)  All transitioning soldiers must have completed DA Form 137-1-R and DA Form 137-2-R when report​ing for final out processing to the Fort Lewis, Transition Center. Failure to have properly completed leave verification and final pay statement and disposition form when reporting to the transi​tion processing officials can result in 45 percent of their final pay being withheld pending verification of debts and leave.



(4)  Height and weight information is not annotated in the remarks section of the DA Form 137-1-R.  If the soldier exceeds the height/weight standards (AR 600-9) applicable flagging actions will be taken prior to the soldier being allowed to depart the unit.
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(5)  The soldier is PCSing to an overseas area and does not have a properly completed DA Form 4036-R in their possession.

    d.  Prior to the soldier signing out, the unit POC will ensure that the date the soldier (enlisted only) signs out on leave is entered in the effective date column, DA Form 2-1.

    e.  Once all clearing actions have been accomplished the unit POC will ensure that all the records components (MPRJ, medical, dental, education records, etc.) have been merged into one folder, seal the folder and give the folder to the soldier to hand carry to the new installation in-processing section, (excep​tion MPRJ for soldiers under FLAG will be mailed to the new records custodian).

    f.  After the soldier has signed out of the unit, the unit POC must forward the original copy of the DA Form 137-1-R and DA Form 137-2-R with one copy of the PCS order to include amendments to:  Commander, I Corps and Fort Lewis, ATTN:  AFZH-AGI-PO, MS 77, Box 339500, Fort Lewis, Washington 98433.

    g.  POC for Central Clearance Section (out-processing) is:



COMMERCIAL:  (253) 967-2975       DSN:  357-2975



FAX:  (253) 967-2117           or DSN:  357-2117



Chief, In and Out Processing Branch:
 4873



NCOIC, In and Out Processing Branch:  4873



NCOIC, Central Clearance Section:    3080/2975



Mail correspondence to:



Commander, I Corps and Fort Lewis



ATTN:  AFZH-AGI-PO



MS 77, Box 339500



Fort Lewis, WA  98433
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INSTALLATION CLEARANCE RECORD

For use of this form, AR 608-8-101; the proponent agency is ODCSPER

DATA REQUIRED BY THE PRIVACY ACT OF 1974

AUTHORITY:

Section 301, Title 5, USC.

PRINCIPAL PURPOSE:
To ensure personnel readiness prior to PCS.  To complete clearance verification

prior to transition from active duty, separation or retirement.

ROUTINE USES:  
To close out Installation personnel and finance records.  To ensure debt to 

                                
government or government sponsored agencies is identified and action taken to


                                           obtain remittance prior to soldier’s transition from Active duty, separation or 

                                           retirement.  Forms will not be disclosed outside Department of Defense (DoD)




and DoD sponsored agencies.

DISCLOSURE:

Disclosure is voluntary; however, failure to complete these forms may result




in only partial payment of final pay.

INSTRUCTIONS TO SOLDIER:  This out-processing packet is designed to assist you and the installation in completing your final clearance as accurately and expeditiously as possible.  It is your responsibility to properly complete this checklist.  If you are separating or retiring from the Active Army, failure to complete this checklist correctly and entirely will result in you receiving 55 percent of your final pay pending verification by DFAS of any outstanding debts.  Activities marked with an @ require clearance for all personnel separating or retiring from the Active Army, to include AGR personnel.  Activities marked with an (*) require clearance for personnel departing on PCS.  Activities not marked will be cleared per installation instructions.  This checklist must be completed prior to your final finance appointment.

SECTION A. - PERSONAL DATA (To be completed by commander, S1, out-processing control station, or appointment official)

1. NAME _________________________ 2. RANK _________ 3. SSN __________________________

4. ORDERS NO. ___________________ 5. GAINING UNIT _________________________________

6. LOSING UNIT __________________________________ 7. DATE OF ORDERS _______________

8. REASON FOR CLEARING                                                  9. DEPARTURE DATE ______________

    __PCS   __ETS   __RETIREMENT   __OTHER___________________________  

SECTION B. - INSTALLATION STANDARD CLEARANCES

10.  INSTALLATION                          DEBT                 11. TYPED NAME              12. SIGNATURE

       ACTIVITY                      YES    AMOUNT   NO    AND TELEPHONE                                                     

CLUB SYSTEM*                    ___     _________   ___    _____________________    _________________

HOUSING/BILLETING @*   ___     _________   ___   _____________________     _________________

EDUCATION OFFICE @*     ___     _________   ___    _____________________    _________________

CIF @*                                     ___     _________   ___   _____________________     ________________

DENTAL FACILITY @*        ___     _________   ___    _____________________   _________________

MEDICAL FACILITY @*       ___     _________   ___   _____________________    ________________

DEERS/ID CARD/ID TAG@* ___     _________   ___    _____________________  _________________

OER/NCOER                             ___     _________   ___   _____________________   _________________

OFFICIAL TRAVEL                 ___     _________   ___    _____________________   ________________
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10.  INSTALLATION                             DEBT                 11. TYPED NAME              12. SIGNATURE

       ACTIVITY                         YES    AMOUNT   NO    AND TELEPHONE                                                     

PROVOST MARSHALL          ___     _________   ___    _____________________   ________________

RESERVE COMPONENT        ___     _________   ___    _____________________   ________________

TRICARE                                  ___     _________   ___   ______________________   ________________

PERS OFF/PROMOTIONS@* ___     _________   ___    ______________________  ________________

PERS INFORMATION@*       ___     _________   ___    ______________________  ________________

TRANSPORTATION@*          ___     _________   ___    ______________________  ________________

POST EXCHANGE@               ___     _________   ___   ______________________  ________________

AER@                                        ___     _________   ___    ______________________  _______________

COMMISSARY                         ___     _________   ___    ______________________  _______________

ACS                                            ___     _________   ___    ______________________  _______________

LIBRARY                                  ___     _________   ___    ______________________  ________________

MWR                                         ___     _________   ___    ______________________  ________________

COMMERCIAL ACT               ___     _________   ___    ______________________  ________________

13.  GOVERNMENT TRAVEL CARD @

13a. Does the soldier have an account?               13b. TYPED NAME                         13 c. SIGNATURE

        Yes _____          No ______                               AND TELEPHONE NO.                   AND DATE

                                                                 

_________________________        _____________

         Disposition ________________________

14.  Soldier has completed ACAP                        14a. TYPED NAME                         14c. SIGNATURE

       Processing@                                                        AND TELEPHONE NO.                  AND DATE

       Yes _______    No ________                                ________________________          _____________

       If no, remarks: ____________________________

15.  Travel Pay Processing@                                 15a. TYPED NAME                         15c. SIGNATURE

                                                                                    AND TELEPHONE NO.                   AND DATE

                                               


  ________________________         _____________

16.  Separation Pay Processing@                            16a. TYPED NAME                        16c. SIGNATURE

                                                       

    AND TELEPHONE NO.                  AND DATE

                                                                                         ________________________          ____________

                                                                                         ____________________                  ____________
17.  Debt Processing@                                             17a. TYPED NAME                        17c. SIGNATURE 

                                        



      AND TELEPHONE NO.                 AND DATE

18.  Soldier has completed Out-Processing @         18a. TYPED NAME                         18b. SIGNATURE

                                                                                      AND TELEPHONE NO.                   AND DATE

       Yes _____             No _______                                ________________________           ___________

        Remarks:  ________________________________ 
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                            CHAPTER 5


MILITARY PERSONNEL RECORDS MAINTENANCE PROCEDURES

5‑1. General

   a.  The PSB maintains all Military Personnel Files and related documents to include update of the personnel qualification records and entry of applicable data into the SIDPERS database.

   b.  The Chief, Personnel Records, is the PSB point of contact and any changes to established procedures is not authorized without prior approval of the Chief, Records. 

   c.  The PSB supports units geographically separated from Fort Lewis via mail, telephone, fax and/or unit assistance visits. Telephone contacts will be used as much as possible to facilitate expeditious processing of required ac​tions.  Documents may be faxed, but originals must be mailed.

5‑2.  Procedures 

   a.  Maintenance of Military Personnel Files and related documents, are conducted IAW AR 600‑8‑104.

      (1) The supported unit forwards, via DA Form 200 (Transmittal Record), documents required to update the MPRJ.  Documents include but are not limited to: 


  (a)  DA Form 1059.  


  (b)  MOS producing orders. 


  (c)  Advancement/reduction orders. 


  (d)  DA Forms 4187-E reductions as result of Article 15. 


  (e)  Article 15 documents. 


  (f)  Enlistment/Reenlistment/Extension contracts.


  (2)  Based upon documents received the PSB determines applica​ble data to be entered into the SIDPERS database.

b. Information Management. 
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  (1)  The PSB Records Section provides copies of ERB(PQR Part I) and DA Form 2-1 (PQR Part II) for enlisted soldiers upon request from unit’s S1.  ORBs are provided upon request from the unit’s S1 or the individual officer.    


  (2)  The unit’s S1 ensures soldiers annotate any items they think should be changed/updated and attaches the appli​cable documentation that supports the change.  Changes should be annotated on the ERB/ORB using red ink.  

      (3)  Upon receipt of annotated ERB/ORB the PSB verifies changes, updates the SIDPERS database, comments on changes not IAW with AR 600-8-104  and returns corrected ERB/ORB to the S1.  

    c.  Centralized Board Actions. 


  (1)  Upon receipt of DA message the PSB identifies soldiers eligible for HQDA centralized boards based on eligibility  criteria , prepares copies of PQRs/ORBs, and sends the PQRs/ORBs to the supported units with instructions for conducting the audit and processing procedures. 


  (2)  The S1 conducts one‑on‑one audits with the soldier, annotates changes on the ERB/ORB, ensures supporting documents is attached to the ERB/ORB, and returns the completed promotion packet to the PSB by the established suspense date. 


  (3)  Upon receipt of the completed documents the PSB updates the SIDPERS database and personnel file and forwards updated copies of the PQR/ORB to HQDA. 

    d.  Process Good Conduct Medals (GCMDL) (Enlisted soldiers). 


  (1)  The Good Conduct Medal Section provides a monthly roster identifying soldiers who are eligible within 90 days for the GCMDL.


  (2)  Upon receipt of the Commander confirms if the soldier is eligible for the GCMDL and returns annotated roster to the PSB.  If the soldier is no longer eligible the commander provides the PSB (GCMDL Section) with a copy of the denial

statement IAW AR 600-8-22, para 4-8.  A copy of the denial  document is forwarded to the soldier's Official Military Personnel File (OMPF) IAW AR 600-8-22, para 4-8.
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      (3)  The PSB publishes applicable orders and provides a copy to the following:



   a.  Soldier - one copy



   b.  S1 - one copy

           c.  Military Personnel File - one copy



   d.  OMPF - one copy


  (4)  PSB (GCMDLS) updates the Military Personnel File and updates SIDPERS database.

    e.  Processing Records Related Applications. 


  (1)  The PSB processes requests for name change, correc​tion of Social Security Number and/or date of birth, and DD Form 295 (Application for Evaluation of Educational Experiences During Military Service) within 72 hours of receipt of the request from 

the S1.  Request for name change, SSN, or date of birth should be prepared on DA Form 4187-E with supporting docu​mentation. 


  (2)  To allow for accountability and expeditious processing the unit’s S1 ensures requests are forwarded to the PSB using a DA Form 200, or locally developed transmittal letter.  

    f.  Suspension of Favorable Personnel Actions, IAW AR 600‑8‑2. The S1 prepares DA Forms 268 to initiate, transfer or remove a FLAG action IAW AR 600‑8‑2.  Effective date of an initial flag is the same date the incident occurred that caused the action.  Forward copies of DA Forms 268 to the PSB.  The S1 ensures accurate and timely submission SIDPERS transactions.


g.  Officer/Enlisted Evaluations Processing. 


  (1)  References: 


      (a)  AR 623‑105, Officer Evaluation Reporting System, dated 1 October 1997. 


      (b)  AR 623‑205, Enlisted Evaluation Reporting System 


  (2)  Officer Evaluation Report, DA Form 67-9, dated Oct 97. Approximately the 10th day of each month; the PSB provides each unit with a roster identifying the date the last OER processed at PERSCOM.  Upon receipt of the roster the unit POC must initiate an OER shell and suspense to rating officials.  Mail completed reports to arrive at the PSB NLT 45 days following the thru date of the report for accuracy and review.  The PSB will return 

original reports within seven working days and retain a certified
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true copy on file for one year.  Reports with an error that cannot be fixed telephonically will be returned to the unit for correction.  The unit should return the corrected report within three working days.  Senior Raters are responsible for ensuring the rated officers receives a completed copy of the report and forwarding the original report to HQDA to arrive NLT 90 days following the thru date of the report.  The PSB will review report within three working days and return report to the unit.  

All late reports received must be accompa​nied by a letter explaining the reason why report was mailed late and the letter must be signed by the MSC Com​mander explaining the reason for lateness. Unit S1's are responsible for identifying and preparing other than annual reports (i.e. CR, CD, PCS).

      (3)  NCO Evaluation Report, DA Form 2166-7, Sep 87. All NCOERs are due to the PSB NLT close of business on the last duty day of the month following the 

thru month of the report.  All late reports must be accompanied by a letter, signed by the MSC Commander; explaining the reason for lateness.  The PSB reviews, verifies and forwards completed report to USAEREC.  The PSB will also forward soldier's copy of the completed report the S1 for distribu​tion to the soldier.


  (4)  Mail completed reports to Commander, B Det, 22nd PSB, ATTN:  AFZH‑PGF-C, (OER section/NCO-ER section), Fort Lewis, Washington 98433-9518. 


  (5)  The PSB takes the following actions: 


  (a)  Monitors suspenses. 


  (b)  Advises the unit of potential problem cases. 


  (c)  Quality edits completed reports. 


  (d)  Mails NCOERs to USAEREC/forwards verified OER to SR for distribution. 

      (e)  Prepares required statistical reports. 


  (f)  Provides Performance statistics to Unit Commander.


  (g)  Updates applicable records data.

      (h)  Provides monthly roster of all overdue reports.
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h.  POC for Personnel Records Section: 

          Commander

          B Det, 22nd PSB

          ATTN:  AFZH-PGF-C

          FORT LEWIS, WASHINGTON 98433

          COMM (253) 967-7255 or DSN 343-7255  


i.  Record Mailing.

PSB mails Military Personnel Files 30 days prior to movement orders for purpose of PCS, ETS, approved Retirement, etc.


j.  DFR Processing.

See B Det, 22nd PSB Memorandum of Instructions (MOI) 98-10, Absent Without Leave (AWOL) Dropped from the Rolls (DFR)dated, 1 November 1998 and appendix D of this handbook.
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CHAPTER 6

PROMOTIONS AND SOLDIER ACTIONS

6‑1.  General


a.  Charlie Detachment (C Det), 22d Personnel Services Battalion (PSB), will provide soldier actions and promotion support to include managing the officer/enlisted promotion programs, Married Army Couples Pro​gram, request for OCONUS regular and emergency leaves, OCONUS leaves, OCS and Warrant Officer application, and atten​dance at service schools.

    
b.  Support for units not collocated on Fort Lewis will be conducted by mail.  Telephone contacts will be used as needed to facilitate expeditious processing of required actions.  Additionally, documents may be faxed, but originals must be mailed.

6‑2.  Procedures 

    
a.  Enlisted Promotions, AR 600‑8‑19 and Interim Change No. 101 dated 8 April 1994. 


     (1)  C Det, 22d PSB maintains and manages all applicable promotion docu​ments (DA Form 3355, all supporting documents), and updates the AAC-10 (Promotion Standing List).  A copy of the current AAC-10 is faxed to the battalion S1 approximately the 10th of each month. 


     (2)  All requests for initial promotion board appearances, promotion point adjust​ments, reevalua​tions, or removal actions must be accompanied by the applicable support​ing documents.  A DA Form 200 must be used to mail documents to C Det, 22d PSB.  

  (3)  Timeline.

  (a)  NLT the 10th day of the month preceding promotion board.  The promotion authority will forward the approved Promotion Point Worksheet (DA Form 3355) and all supporting documentation to be considered for award of promotion points to C Det, 22d PSB.  
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  (b)  NLT the 20th day of the month preceding promotion board.  After reviewing supporting documentation and determining if a soldier has a minimum of 250 Administrative Points, a SSG or above from C Det, 22d PSB, will authenticate Section B of the worksheet and return it to the promotion authority. 

       (c)  Between the 1st and 15th day of promotion board month.  The promotion board will be conducted.  The board proceedings must be approved/ disapproved by the promotion authority within three working days after the promotion board adjourns.

  (d)  NLT the 20th day of promotion board month.  The promotion authority must return the approved proceedings to C Det, 22d PSB.  C Det, 22d PSB will integrate the soldiers onto the promotion standing list through EDAS processing before the end of the board month.

  (e)  Promotion points are effective on the first day of the second month following the board month.  For example, promotion points for a soldier selected by a board in Apr 00 will become effective on 1 Jun 00. 


   (4)  The unit POC must ensure that the annotated C01, (PV2 ‑ SPC Promotion Roster) with the applicable DA Form 4187, waiver allocation worksheet, and transaction register are attached and forwarded to C Det, 22d PSB to arrive not later than the 20th of each month.

 (5)  Upon publication of promotion orders to Sergeant and Staff Sergeant, the C Det, 22d PSB will fax them to the battalion S1 for distribution. 


   (6)  Senior Enlisted promotion orders will be faxed to the battalion S1 within 3 working days before the effective date of promotion.  The battalion S1 will generate all enlisted promotion certificates.


b.  Officer Promotions, AR 600-8-29 


   (1)  C Det, 22d PSB maintains an internal suspense system that identifies 2LTs and WO1s who are eligible for promotion.  S1s must ensure that completed DA Forms 78-Es are mailed to arrive the C Det, 22d PSB not later than 45 days before the effective date of promotion.  The DA Form 78-Es will be authenticated and returned with sufficient time to be distributed to the soldier before the effective date of promo​tion.  
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       (2)  Within five duty days of receipt of the DASO from HQDA, promotion orders for CPTs and above will be mailed or fa​xed to the battalion S1.


   (3)  Promotion certificates for both commissioned and warrant officers will be prepared by C Det, 22d PSB and mailed to the battalion S1 for distribution to the soldier.  


c.  Soldier Actions


   (1)  All requests for Drill Sergeant School, Recruiting Duty, and Airborne Duty, ROTC Duty, Married Army Couples Program, and regimental affiliations must be mailed to arrive at the C Det, 22d PSB not later than five duty days from the date the final request was processed by the battalion S1.  Upon processing by C Det, 22d PSB, copies will be provided to the battalion S1. 

       (2)  To expedite the processing of requests for emergency leave, the DA Form 31 (Request and Authority for Leave) must be faxed to C Det, 22d PSB, DSN: 357‑0408 or commercial (253) 967-0408.  The authenticated emergency leave will be returned via fax to the battalion S1 for distribu​tion to the soldier.


   (3)  Upon receipt of a HQDA message announcing a pending OCS board, the C Det, 22d PSB will provide instruc​tions for processing applications to the battalion S1.  Requests for consideration for attendance at OCS board, must be mailed to arrive at C Det, 22d PSB, NLT ten working days before the convening date of the local board conducted at Fort Lewis.  OCS boards convene in accordance with HQDA guidance.  Warrant Officer applica​tions are processed at any time.  A DA Form 200 must be used to mail all requests to include supporting documen​tation to C Det, 22d PSB.


d.  POC for Soldier Actions and Promotions are as follows: 



Charlie Detachment, 22d Personnel Services Battalion



ATTN:  AFZH-PGF-B



Box 339518



Fort Lewis, WA  98433-9518



PHONE DSN 357-0635/0984



      COMMERCIAL (253) 967-0635/0984



FAX   DSN 357-0408



      COMMERCIAL (253) 967-0408
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PROMOTION BOARD MONTH:  _____________  UNIT:  ___________________

SOLDIER’S NAME:  ______________________________

SSN:  ____________________

PMOS:  ___________________

________________________________________________________________

SOLDIER’S NAME:  ______________________________

SSN:  ____________________

PMOS:  ___________________

________________________________________________________________

SOLDIER’S NAME:  ______________________________

SSN:  ____________________

PMOS:  ___________________

________________________________________________________________

SOLDIER’S NAME:  ______________________________

SSN:  ____________________

PMOS:  ___________________

________________________________________________________________

SOLDIER’S NAME:  ______________________________

SSN:  ____________________

PMOS:  ___________________

________________________________________________________________

SOLDIER’S NAME:  ______________________________

SSN:  ____________________

PMOS:  ___________________

________________________________________________________________

SOLDIER’S NAME:  ______________________________

SSN:  ____________________

PMOS:  ___________________

________________________________________________________________

SOLDIER’S NAME:  ______________________________

SSN:  ____________________

PMOS:  ___________________

________________________________________________________________

SOLDIER’S NAME:  ______________________________

SSN:  ____________________

PMOS:  ___________________

________________________________________________________________

** Please complete this sheet at least 45 days prior to the promotion board.  We will complete section B of the DA Form 3355 and fax back to you NLT 30 days prior to the date of the board.
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CHAPTER 7


SIDPERS-3 PROCEDURES

7‑1.  GENERAL

      a.  SIDPERS-3 (Standard Installation/Division Personnel System Version 3) is a standard Army management information system which was designed to improve the timeliness and accuracy of personnel data.  It consists of hardware, software, communications, and training on software applications.  The SIDPERS-3 relational database contains organizational information that commanders and staff officers can use to properly manage the Army Active force and maintain filed personnel data in an automated form.  SIDPERS-3 provides decision makers at all levels the capability to manage personnel assets in combat, meet mobilization contingencies, and achieve peace and wartime readiness goals.  SIDPERS-3 interfaces directly with TAPDB, DJMS, TAADS-R, RECBASS, ISM, and TAMMIS.  It interfaces indirectly with a host of other systems such as EDAS and OMIS through TAPDB.

      b.  The architecture of SIDPERS-3 is based on an MPD/PSC workcenter concept.  Each workcenter consists of a Host Terminal Data Server (HTDS) in which the SIDPERS-3 application software and database resides, and up to four workstations (desktop or notebook computers) that function as smart terminals.  Connection is made through Local Area Network (LAN), Wide Area Network (WAN), or modem.

      c.  The 22d Personnel Services Battalion, Personnel Automation Section (PAS) is responsible for all geographically separated units to ensure their SIDPERS data entry is processed in an accurate and timely manner.  Units that do not have SIDPERS-3 servers will provide the PAS documentation through fax or E-mail.  The Team supporting geographically separated units will input necessary transactions to SIDPERS-3.

7‑2.  REFERENCES


  a.  AR 600-8-6, 20 May 94, Personnel Accounting and Strength Reporting with Change 1 dtd 29 Aug 95


  b.  AR 600-8-23, 1 Mar 92, SIDPERS Database Management
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c.  AR 680-29, 1 Mar 89, Military Personnel, Organization, and Type Transaction Codes with Change 1 dtd 29 Apr 96


  d.  DA PAM 600-8-1, 1 Aug 86, SIDPERS Battalion S1 Level Procedures with Change 2 dtd 1 Mar 89


  e.  DA PAM 600-8-2, 1 Aug 86, SIDPERS Personnel Service Center Level Procedures with Change 2 dtd 1 Mar 89

      f.  DA Pam 600-8-30, 24 Aug 98, SIDPERS Personnel Systems Section (PSS) Level Procedures

      g.  DA Pam 600-8-31, SIDPERS Brigade/Battalion (Bde/Bn) S1 Level Procedures (Draft)


  h.  PAS MOIs 00-01 through 00-13, May 00

7-3.  PROCEDURES


  a.  Responsibilities of Unit S1s:

          (1)  Process transactions daily.  Units with SIDPERS-3 servers must push/pull transactions every day to prevent degradation of the database (loss of synchronization).  SIDPERS-3 change packets must be loaded upon receipt.  Once change packages are loaded, system configuration reports (AAA-996) and a complete MITCUT must be sent to the PAS.  

          (2)  All units must maintain close coordination with their PAS analyst to ensure that strength related transactions are submitted within 24 hours of the event that caused the change (ARR, DPRT, ATCH, ect.).  Immediately request assistance from the PAS when experiencing the inability to submit transactions due to software or network problems. 

          (3)  Ensure supporting documentation (PCS, Retirement, and ETS Orders) are sent by fax or mail.



  (4)  Ensure Commander signs the end of month AAA-162 (Unit Personnel Accountability Report), and fax to PAS within 15 days of receipt, not later than the 20th of each month.



  (5)  Review reports received through mail and fax DA Form 200 to PAS verifying receipt of reports (AAA-095, AAA-161, AAA-162, AAA-227, AAA-242, and AAA-342).
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  (6)  Monitor the AAA-161 (Unit Manning Report) and ensure that all authorizations are current and each assigned soldier is properly slotted.

          (7)  Report any unit reorganization, activation or inactivation to the PAS and installation Data Accuracy/Error Resolution Section.

          (8)  It is beneficial for all personnel working with SIDPERS-3 to attend training provided by the PAS.

      b.  Responsibilities of the PAS unit analyst:

          (1)  Process transactions from connected sites.  



  (2)  Maintain SIDPERS reports in accordance with established guidelines.  The analysts will review daily transactions submitted by units to ensure accuracy and timeliness.

          (3)  Monitor error reports for unprocessed transactions.  

          (4)  Assist units with transactions that they are unable to do.  Troubleshoot the system.

          (5)  Prepare and distribute SIDPERS output reports.  Verify receipt of reports by unit.

          (6)  Prepare and distribute change packets and load instructions.

(7) Provide sustainment training.

7-4 PERnet Access:  PERnet access may be coordinated through your unit TASO.
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7-5 POINTS OF CONTACT

    a.  5-9 PAS Analysts/Team 3:

(1) Telephone:

             Commercial 
(253) 968-9055/9057


         DSN              
      782-9055/9057



     FAX Commercial 
(253) 968-9027



     FAX DSN          

 782-9027



     E-Mail:  a22da59@lewis.army.mil



(2)  Mailing Address:  Commander, A Det 22d PSB



                       ATTN:  AFZH-PGF-D (PAS)



                       Box 339518



                       Fort Lewis, WA  98433-9518

      b.  PAS Chief:  



  Telephone:   

          Commercial 
(253) 968-9189

   
      DSN       
      782-9189

          E-Mail:  

      c.  Chief Data Accuracy/Error Resolution:

          Telephone:  


          Commercial
(253) 968-9308

          DSN

 782-9308



  FAX Commercial
(253) 968-9309

          FAX DSN
      782-9309

          E-Mail:  
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 ASIMS REQUEST FORM

__NEW ASIMS   __NEWTAPS   __UPDATE   __DELETE   __DELETE ACCESS

__PASSTHRU   __AIPCC   __AIPCH   __AIPCS   __AIPCRM   __AIPCRL   __AIPCD

USER ID:  ____________________
USER’S NAME:  ______________________

ORGANIZATION:  _______________
PHONE COMMERCIAL:  _________________

SYSTEM DEVELOPER?  ___ (Y OR N)
PHONE AUTOVON:  ____________________

STAMIS ID’S

______   ______   ______   ______   ______   ______   ______   ______   ______

______   ______   ______   ______   ______   ______   ______   ______   ______

______   ______   ______   ______   ______   ______   ______   ______   ______

ACCESS NEEDED OR DELETED (PLACE “X” IN APPROPRIATE BOX)

_____SCIPMIS

_____ACLS

_____CICS PROD

_____DQ PROD

_____VICTOR

_____DQ TEST

_____VASS

REGION: ____  ____  ____  ____  ____

_____ROSCOE


_____CPF

_____DEII PROD

_____DEII TEST

_____TSO





REGION: ____  ____  ____  ____  ____

_____TAPS

_____TLSS

_____SRD1

_____OTHER

TAPS ID:  _____    _____    _____    _____    _____

TAPS LEVEL:  (SIDPERS)      _____MILPO     _____UNIT     _____SIB

TAPS TERMINALS

______   ______   ______   ______   ______   ______   ______   ______   ______

______   ______   ______   ______   ______   ______   ______   ______   ______

______   ______   ______   ______   ______   ______   ______   ______   ______

DATA ENTRY SIC’S

______   ______   ______   ______   ______   ______   ______   ______   ______

DATA QUERY SIC’S

______   ______   ______   ______   ______   ______   ______   ______   ______

SIGNATURES AND DATE

     DATA OWNER
           TASO
          ISSO

____________________
   ____________________
    ____________________
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MEMORANDUM OF AGREEMENT

BETWEEN

SIDPERS INTERFACE DIVISION (SID), A DET 22D PSB

AND

___________________________________________

SUBJECT:  Responsibilities of ASIMS Users on the Fort Lewis Database

1.  Signature below indicates that ASIMS user understands the responsibility for the input of timely and accurate data.  ASIMS access will be terminated immediately if it is determined that these guidelines are not followed and database integrity is in jeopardy.

2.  ASIMS user will print and maintain a transaction log daily prior to 1400 (Fort Lewis time) and contact SID to verify transaction logs a minimum of twice a week.

3.  Alternate ASIMS users must be trained, have their own password, and have signed this agreement.  This is significant when primary user is unavailable.

_______________________________________
____________________________________

_______________________________________
     SANDRA L. BROWN, GS11

_______________________________________
     Chief, SIDPERS Interface 


_______________________________________
       Division

              ASIMS USER

_______________________________________
____________________________________

                 Date
               Date
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PERnet SYSTEM ACCESS REGISTRATION (ASQL FORM 8-R)

==( PART A - USER/TASO INFORMATION

1.  USER NAME (LAST, FIRST MI):  _____________________________________________

2.  GRADE:  _____  3.  EMPLOYEE: ( ) GOV’T ( ) CONTRACTOR  EXP DATE:  ________

4.  a.  ORGANIZATION:  _____________________________  b.  MACOM: _____________

5.  OFFICE SYMBOL:  _________________  6.  STREET:  __________________________

7.  CITY/STATE:  ________________________  8.  ZIP CODE (9D):  _______________

9.  USER TELEPHONE NUMBER:  DSN  ________________  COM:  (    )_______________

10. POSITION TITLE:  _________________________________________________________

11. TYPE OF REQUEST:   (  ) NEW    (  ) UPDATE    (  ) TRANSFER    (  ) DELETE

12. ACCESS REQUESTED:  _______________________________________________________

______________________________________________________________________________

13. PRE-REGISTRATION:  (  ) YES   (  ) NO   14. ARRIVAL DATE:  _______________

15. TASO NAME (Printed/typed):  ______________________________________________

16. TASO PHONE NO.:  DSN  __________  COM:  (    )__________  FAX:  __________

17. TASO SIGNATURE:  _____________________________  DATE:  ___________________

18. ACCOUNT NUMBER (If known):  ______________  19.  PERnet USERID:  _________

20. REMARKS:  ________________________________________________________________

______________________________________________________________________________

==( PART B - SECURITY INVESTIGATION STATUS (New Users Only)


(To be completed by the Security Manager (SM))

21. TYPE OF INVESTIGATION:  __________________________________________________

22. INVESTIGATION STATUS:  ___________________________________________________

23. COMPLETION DATE (If applicable):  ________________________________________

24. SM NAME (Printed /typed):  _______________________________________________

25. SM SIGNATURE:  ___________________________________________________________

26. SM PHONE NO.  DSN  __________________  COM  (    )________________________

==( PART C - TASO CERTIFICATION

27.  I, ______________________________________________ have briefed/will brief

_________________________________________ on the PERnet Security Awareness 

Briefing and will maintain the signed copy on file along with access 

information.
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PERnet SECURITY AWARENESS BRIEFING

1.  You have been assigned duties involving the use of the PERnet computer system which processes sensitive defense information at the unclassified sensitive two (US2) level, IAW paragraph 1-5c(2) of the Army Regulation (AR) 380-19, 1 Aug 90 and is defined as follows:


US2 is unclassified information in which primarily must be protected to ensure its availability, integrity and confidentiality.  Such information may include logistics, medial care, personnel management, privacy act data, contractual data, and “FOR OFFICIAL USE ONLY” (FOUO) information.

2.  All persons accessing an automated information system (AIS) will be part of a security training and awareness program IAW paragraph 2-31(3) and paragraph 2-16, AR 380-19.  The program will ensure that all persons responsible for managing AIS resources or who access AIS are aware of proper operational and security-related procedures and risks.  Your Terminal Area Security Officer (TASO) is required to have you read and sign this statement, and maintain it on file along with your access request.

3.  Your job assignment requires your receipt of a logon-id and password that permits access to a computer system processing sensitive information.  You must bear in mind that paragraph 2-15, AR 380-19 requires all such passwords to be controlled at least at the highest level of sensitive information in the system.

4.  I (supervisor) am required to impress upon you the extreme need for caution and discretion in any contracts, either personal or professional.  As in any interesting activity, the temptation is great to refer to your professional accomplishments.  You are cautioned to avoid any conversation that could result in a disclosure of sensitive information received from PERnet systems to unauthorized personnel.

5.  Personnel failing to comply with the rules and procedures of this activity will have their access revoked.


I have been briefed and understand my responsibilities.

______________________________________
____________________________________

          User’s Signature
       Supervisor’s Signature

______________________________________
____________________________________

              Date
              Date
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CHAPTER 8

               ID CARD/DEERS ENROLLMENT PROCEDURES 

8‑1.  General 


a.  Fort Lewis installation ID Card Facility operating hours are Monday - Friday from 0900 - 1130 and 1300 - 1630.  The facility is located in building 2140, Room 101, Waller Hall.  Closed on all Federal and Training Holidays.


b.  The Fort Lewis installation ID Card Facility is responsi​ble to verify eligibility of all individuals for ID card privileges and DEERS entitlement prior to issuing an ID card or enrolling the individual into the Defense Eligibility Enrollment Reporting System (DEERS) program.  Air Force Directive 36-3026 (I) (ID cards for members of the Uniformed Services, their family members, and other eligible personnel) and the Real Time Automation Processing ID Card System Manual (RAPIDS) are the directives which detail policy and procedures for issuing ID cards and administration of the DEERS Program. 


c.  Soldiers requesting an ID card based upon marriage, remarriage, birth of a child, adoption, etc.  should ensure that their DD Form 93 and SGLV are updated in their personnel records. Family member’s enrollment for TRICARE should be completed at MAMC, Medial Mall second floor.  Dental enrollment procedures are processed through the individual’s PAC.          

8‑2. Procedures 


a.  Active duty and retired soldiers should have the capabil​ity of obtaining ID cards or DEERS enrollment for family members by visiting any Department of Defense (DOD)  installation within commuting distance of their installation of assignment that provides ID card service.  At Figure 8‑1 is a list of RAPIDS ID sites in Washington, Oregon, and north​ern California.  At Figure 8‑2 is a list of RAPIDS ID sites in southern California.  Active duty Army soldiers must visit an ID card facility that normally provides ID card service to Department of the Army soldiers, or have their request for an ID card preappro​ved by an Army ID facility. 


b.  Fort Lewis does provide a mail out service for family members that are unable to visit an ID Card (RAPIDS) Facility because of medical problems or commuting distance more than 100 miles.  All the sponsor has to do is:



(1)  Call the Fort Lewis ID Card Facility and request a copy of DD Form 1172, provide a correct mailing address and state reason for the mail out.
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(2)Upon receipt of the DD Form 1172 and instruction sheet, the sponsor will provide Fort Lewis with a photo (5”8” FULL FACE) of the family member along with the completed and 

notarized DD 1172 and signed blank notarized ID Card.  Mail out 

service is available from 0900 to 1600, Monday through 

Friday (Except Thursdays, Holidays and Training Holidays).  COLLECT CALLS ARE NOT ACCEPTED.  Prior to calling please have the sponsors SSN available as the clerk will access the DEERS computer using this data.  The application, requested ID Card, and instruction sheet will be mailed to the requester within three duty days of receiving the call.  Total processing time is approximately ten duty days.


(c)  Dependency Determinations.  



(1)  Eligibility for privileges depends on the status of the sponsor, separation date of the sponsor, relationship of family member to the sponsor, and the date dependency changes. 



(2)  For spouse, legitimate children, legitimate step​children, and adopted children under age 21 and unmarried, no degree of dependency is required to establish eligibility for medical care.  The mere existence of the relationship establishes eligibility for these family members. 



(3) AR 600‑8‑14, Paragraph 6‑12, 13 and Table 6-4 lists information pertinent to obtaining an ID card for family members that require a dependency determination.  Soldier's who desire to process a request for dependency determi​nation should visit their local ID card facility to obtain required forms (DD Form 137-3) and needed assistance.  DO NOT MAIL FORMS to the Defense Finance and Ac​counting Office (DFAS).  Your servicing ID facility staff must review all request for completeness and mail the forms to DFAS.  Soldiers who are serviced by Fort Lewis but not as​signed to Fort Lewis may complete the applicable request and mail their request to:  Commander, I Corps & FL, ATTN: AFZH‑AGI‑GI, Fort Lewis, WA 98433‑5000.  Ensure applicable, required documents listed at Figure 8‑3 are attached to the request.  Renewal cards may be requested 90 days prior to expira​tion and a temporary card may be issued pending approval action. Total processing time for initial request is approximately three (3) months from date of request. 

8‑3.  POC telephone and address: 


(a)  ID Facility Supervisor:  (253) 967‑5065




DSN: 357‑5065 
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(b)  Mail Outs and Determinations: (253) 967-2273




     DSN: 357-2273


(c)  Mail Address:  Commander, I Corps & FL 

                        ATTN: AFZH‑AGI‑GI



                MS 77, Box 339500

                        Fort Lewis, WA 98433‑5000

8.4 VEHICLE REGISTRATION

    a. The Vehicle Registration Section is responsible for issuing all eligible individuals post vehicle decals, registration of privately owned firearms and bicycle registration.  Vehicle Registration Section is located in the ID Card Facility, Bldg 2140, room 101, Waller Hall.  Hours of operation are Monday through Friday, 0900-1130 and 1300-1630.

    b. Individuals requesting Post Vehicle Decal Registration should have the following documents for registration. 

       (1) ID Card

       (2) Drivers license

       (3) Vehicle registration

       (4) Proof of card insurance 

       (5) Emission test if required

    c. Individuals requesting registration of privately owned firearms are required to complete a HFL Form 816, firearm registration.  The proceed takes approximately 10 working days for the PMO to run security checks on the weapon.  
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 NORTHERN CALIFORNIA/OREGON/WASHINGTON ID CARD/RAPIDS SITES 


LOCATION                            TELEPHONE 


MC CLELLEN AFB (CA)                 DSN: 633‑5427 


OAKLAND ARMY BASE (CA)              DSN: 859‑2195 


USCG PETALUMA (CA)                  (707) 765‑7345 


PORTLAND RES CTR, (OR)

DSN: 638-4586


NAVY MARINE RES CTR (WA)            (253) 383-3577


DPCA YAKIMA TRAINING CTR (WA)       (509) 577-3207


YAKIMA NAVY MARINE CTR (WA)         (509) 575-6935

FIGURE 8-1 

SOUTHERN CALIFORNIA ID CARD/RAPIDS SITES LOCATION

CAMP PENDLETON PMO (SCHEDULED FOR JUNE 1994) 

PSD NAVAL HOSPITAL, SAN DIEGO

MARCH AIR FORCE BASE  

EDWARDS AFB

PSD PORT HUENEME

PSD PT MUGU

VANDENBERG AFB

EL TORO MCAS 

LOS ANGELES AFS

MCRD SAN DIEGO - PMO HQ, AND RECRUIT REGIMENT

FORT ERWIN

PSD NAB CORONDAO

PSD NAS NORTH ISLAND

PSD NAVAL STATION SAN DIEGO

PSD NAVAL TRAINING CENTER SAN DIEGO

PSD FLTASWCTR SAN DIEGO

PSD PT LOMA

PSD SUB-BASE PT LOMA

PSD NAVSTA LONG BEACH

PSD EL CENTRO

AR 63RD ARCOM LOS ALAMITOS

311TH COSCOM LOS ANGELES

MCLB BARSTOW

11TH CG DISTRICT SAN PEDRO

NAS MIRAMAR 

MCRD SAN DIEGO
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               DEPENDENCY DETERMINATION CHECKLIST 

INSTRUCTIONS: Active duty and retired soldiers must complete the request form (DD FORM 137-3).  If after completion of the form there is a change of address, telephone number or the family members status changes the sponsor must notify the servicing ID facility as soon as possible.  All documents prepared must be clearly legible.  DO NOT submit original copies of supporting documents, however, copies must be notarized as true copies of the original.  Also, any documents not completed in English must be translated into English prior to submission.  

     FOLLOWING DOCUMENTS MUST BE ATTACHED TO THE REQUEST 

_____ PARENT'S DEPENDENCY AFFIDAVIT (DD FORM 137‑3) 

_____ DEPENDENCY STATEMENT, CHILD OVER 21 (DA FORM 5639‑R 

_____ BIRTH CERTIFICATE (SPONSOR ‑ SPOUSE ‑ CHILD) 

_____ MARRIAGE CERTIFICATE (SPONSOR ‑ PARENT) 

_____ RETIREMENT ORDER (IF ORDER NOT AVAILABLE DD FORM 214 MAY BE 

USED)  

_____ MEDICAL STATEMENT (MUST BE WITHIN SIX MONTHS OF REQUEST) 

_____ DEATH CERTIFICATE/CASUALTY REPORT (IF DEPENDENCY BASED UPON 

DEATH OF PRIMARY CARETAKER) 

_____ DIVORCE DECREE (IF SPONSOR IS DIVORCED FROM CHILD’S MOTHER) 

_____ FAMILY REGISTER (MAY BE USED TO PROVE RELATIONSHIP, DATE OF 

BIRTH, ETC. IN LIEU OF BIRTH CERTIFICATE) 

_____ IF REQUESTED ACTION IS TO RENEW A PREVIOUSLY APPROVED ID CARD USAFAC FORM 27‑88 OR DD FORM 1172 WITH APPROVAL STAMP MUST BE ATTACHED TO THE NEW REQUEST FORM. 

_____ PATERNITY DECLARATION (MUST BE A COURT ORDER SIGNED BY A 

JUDGE) 

_____ AFFIDAVIT OF CHILD'S CUSTODIAN (DA FORM 5638‑R) 

_____ OTHER 
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CHAPTER 9

                 TRANSITION PROCESSING PROCEDURES 

9‑1.  General. 

    a.  The Fort Lewis installation, Transition Point (TP) is respon​sible for verifying eligibility of soldiers for separation and ensuring that all required personnel processing actions are completed with accuracy and in a timely manner. 

    b.  Actions processed at the TP include providing Pre-​transi​t​ion briefings, publication of separation orders, review and update of the military personnel records, preparation of applicable separation documents, processing request for retirement, and final audit and disposition of the consolidated military personnel records. 

    c.  References:  

        (1)  AR 635‑10, Processing Personnel for Separation.

        (2)  DA PAM 600‑8‑11, Military Personnel Office                       Separation Processing Procedures, March 1982                     (Procedure 2‑1).      

        (3)  AR 600-8-24, Officer Transfers and Discharges.             

        (4)  AR 635‑200, Personnel Separations ‑ Enlisted                     Personnel. 

9‑2.  Procedures. 


a.  General.
 

        (1)  At the US Army transition Point, Fort Lewis our goal is to outprocess transitioning personnel as quickly and effi​ciently as possible.  To achieve this objective it takes the combined coordination and efforts of the POC, the sol​dier, and the Fort Lewis staff.

        (2)  STATUS WHILE AT THE TRANSITION POINT:  Soldiers are assigned to the transition point for the purpose of separation from active duty.  The Commander, 525th Replacement Company exercises Uniform Code of Military Justice authority, pro​vides billeting for single or unaccompanied married soldiers, and meals which are available at the 525th Replacement Company dining facility.
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(3)  Soldiers are responsible for their own travel from and to the SEATAC, International Airport, Seattle, Washington to Fort Lewis and should be financially prepared to defray that expense.  The cost is approximately $11 per person (cost subject to change and this expense is reimbursable when the soldier processes their final travel claims).  Upon arriving at SEATAC the soldier should go to the USO for further transporta​tion information.

        (4)  Soldiers should arrive at Fort Lewis Sunday through Thursday and not arrive more than two days prior to the separation date or beginning of their transition leave; early reporting is not authorized.  Soldiers arriving at Fort Lewis prior to 1500 will report to the Transition Point, building 5164. Soldiers arriving after 1500 report to the Welcome Center, building 5227.

        (5)  Soldiers are reassigned from the losing installation to Fort Lewis for the purpose of separation processing and all cost (travel, etc.) is paid for out of an Army open allotment account.  These expenses are not taken out of the losing commanders budget.

        (6)  Soldiers who bring their families with them may reside at the Fort Lewis Lodge (if rooms are available) or at off post motels.  Soldiers must pay the lodge fees at the time they register.  Off post motels require cash payment or a major credit card.  Motels in the Fort Lewis area are expen​sive, so are taxi fares to and from the motels.  The recommended place to stay is the Fort Lewis Lodge.  Reservations can be made 30 days prior to arrival by calling DSN 357-2815, or commercial (253) 967-5051.

        (7)  To avoid unnecessary hardships on families, soldiers are strongly encouraged to send their families to their final destination prior to reporting to the Transition Point.  The government will reimburse soldiers only for expenses normally incurred for direct travel from the losing installation to the authorized final destination.

        (8)  The losing installation is responsible for all separation pre-processing to include medical treatment, dental care, legal assistance, installation clearance requirements, resolution of pay problems, or other personal obligations.  Preexisting problems should be resolved prior to soldiers departing the losing installation.
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        (9)  Soldiers should have attended a Army Career Alumni Program (ACAP) briefing prior to arriving at Fort Lewis (see chapter 11 of this booklet).  Also, even though soldiers no longer attend a Pre-transition Services Program (PTSP) briefing 90 days prior to separation, Appen​dix A provides the majority of information that was provided at the PTSP brief​ing.  POCs should review this appendix with the soldier and any questions needing answers beyond those provided in the appendix should be referred to the applicable POC at Fort Lewis.

       (10)  Public Law 101-510 and Department of the Army Policy mandates that all soldiers and their family members transitioning from active duty will be provided transition assistance.  Specifically, eligible personnel will be counseled on the items listed on the Transition Counseling Referral and Acknowledgment Check​list.  Completion of the checklist is mandatory for all ranks and all types of separation to include ETS, resignation, retirement, and administrative discharge.  The checklist must be issued and completed at the losing installation prior to departure and be turned in at Fort Lewis for final outprocessing.  

       (11)  Soldiers should plan to have adequate cash to pay for lodging, meals, and local transportation while at the Transition Point and enroute to their home destination.  Although final pay, leave and travel will be computed during processing, some soldiers will not receive cash payments at time of separa​tion.  Soldiers taking transition leave will not receive final pay and allowances, including SSB, VSI, and severance pay until after the last day of their transition leave.

       (12)  If soldiers desire personal copies of any documents from their health records they must have them reproduced at the losing installation.

       (13)  Soldiers not taking transition leave will turn in both the sponsor and family member ID Cards during final outproc​essing.  Soldiers taking transition leave will mail their ID card and their family member ID Cards to Finance on the last day of their transition leave.

       (14)  Soldiers should not make any prior travel arrange​ments from Fort Lewis to final destination, they will be made by the Transition Point when they outprocess.
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       (15)  Most soldiers may elect homeward travel by plane, train, bus, or advance travel payment, subject to the availability of carriers serving the destination, or the distance to be traveled.  Some soldiers will be limited to bus tickets only (or the cash value of the bus ticket in advance), depending on the type of separation, character of service, whether 90 percent of the enlistment is completed and other criteria.

       (16)  Soldiers who travel to their home of record, or place of entry by privately owned vehicle will receive mileage rates only at time of separation.  Food and lodging expenses will not be paid in advance of completing travel.

       (17)  Soldiers will outprocess in military uniform.  For soldiers billeted at the 525th Replacement Company bedding and linens are provided.  Towels are not available.  Soldiers should bring a lock to secure their belongings.

       (18)  Since the average stay at the Transition Point is less than 48 hours soldiers should not use this unit as a mailing or shipping address.  Soldiers must make arrangements for household goods or hold baggage to be moved directly to the city and state in which they plan to reside.

       (19)  Upon arrival at Fort Lewis soldiers should have the following in their possession:

       (a)  Medical and dental records.

       (b)  25 copies of separation orders.

       (c)  Approved retirement packet (if applicable).

       (d)  Approved Chapter packet (if applicable).

       (e)  Transition Counseling Referral and Acknowledgment​                checklist.

       (f)  DA Form 31 (signed by losing commander).

       (g)  Approved early separation documents (if applicable).

       (h)  Installation Clearance (completed).

       (i)  Sponsor and family member ID Cards.

       (j)  Promotion or demotion documents.

       (k)  Awards documents.

       (l)  Completed ACAP checklist (see chapter 11).


   (m)  Completed DA Form 137-3-R, Installation



    Clearance Form*.


   (n)  Completed DA Form 137-2-R, Leave Form*.

* Forms should be locally duplicated as needed
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    b.  Specific Processing Procedures.

        (1)  Approximately 120 days prior to the projected separation date (ETS, discharge, or retirement) the unit POC will receive a loss roster.  Upon receipt of the roster the unit POC must review it with the soldier to ensure data reflected is correct, e.g. NAME, SSN, GRADE, DATE OF SEPARATION, etc..  Changes should be annotated in "red" ink as follows:

        (a)  Soldier reenlisted or extended and date action took place.

        (b)  Soldier retired, discharged, or separated prior to receipt of the roster and date action took place, or separation date changed (include reason for change and new separation date).  

        (c)  For soldiers electing to take transition leave or permissive TDY the start date of leave and number of days leave should be shown in the remarks column of the roster.  To permit timely publication of separation orders units must ensure that the annotated roster and request for orders is returned to arrive at the Transition Point, Fort Lewis by the established suspense date.

        (d)  A request for orders (RFO) will be enclosed with the loss roster.  For those confirmed to separate the RFO must be completed and returned with the loss roster.

        (e)  DA PAM 600-8-11 states that soldiers assigned for duty at a location without an established transition point and whose unit is not serviced by a transition activity will be assigned to the authorized transition point nearest their duty station that will result in the lowest overall travel cost.  Overall travel cost includes travel from the duty station to the transition point and from there to home of record.  Soldiers will not be entitled to any greater or additional monetary or other benefits than would have accrued had they gone to the nearest transition point.

        (2)  The POC should issue the installation clearance to the soldier not later than 10 days prior to depar​ture and ensure all required clearing has been completed in time for the soldier to arrive Fort Lewis not earlier than two days prior to the separation date, or second day prior to departing on transition leave.
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        (3)  The soldier is responsible for coordinating with the local transportation office for the movement of household goods and hold-baggage and for obtaining transportation from the losing installation to Fort Lewis.

        (4)  Soldiers separating on their normal ETS may elect to outprocess the Fort Lewis Transition Point and Finance via FAX and mail with no travel to Fort Lewis.  The Separation documents for those soldiers who elect the no travel option, will be annotated “soldier unavailable for signature” in place of signatures.  Soldiers will be given the opportunity to review these documents (via FAX) prior to their preparation in final form.  Clearance papers to include medical, dental, education records, and ACAP checklist must be received at the Transition Point prior to release of Separation Documents.

    c.  Action Taken by the Transition Point.

        (1)  Upon receipt of the annotated loss roster or an approved request for separation the transition point will confirm the soldier’s eligibility to separate and publish the applicable orders.  Not later than 60 days prior to the separation date or first day of transition leave the soldiers copies of the orders are forwarded to the unit POC for distribu​tion.

        (2)  The military personnel records for soldiers not assigned to Fort Lewis who elect to separate at another transi​tion point will be mailed to the servicing PSB or to the soldier if enough time is given for mail out.  However, the soldier must handcarry their medical, dental, and other records.

    d.  Special Considerations.

        (1)  Upon receipt of an approved administrative discharge (chapter action), short notice retirement action, short fuse officer separation action or any other time sensitive separation action the Fort Lewis staff and the unit POC must expedite all processing.  Under these circumstances, to the maximum extent possible, needed communication and processing of required documents should be accomplished by utilizing the tele​phone, fax, or express mail.  (NOTE:  Short notice is where a soldier is departing the unit less than 30 days prior to the established separation date, or first day of terminal leave.)
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        (2)  Normally processing time for short fuse actions will not accom​modate the soldier taking full advantage of the ACAP program assistance and the POC should conduct a modified 90 day PTSP briefing.  Even though time is limited the POC must ensure that all required installation clear​ance actions have been completed prior to allowing the soldier to depart the installation.

        (3)  The unit POC will be provided one copy of the applicable separation order for soldiers transitioning on short notice and must make 24 additional copies for the soldier.  Since short notice separation actions are few in number the POC or liaison should not experience an unreasonable increase in their workload or duplication expense.

    e.  POC phone number are:

         Commercial:  (253) 967-4124    DSN:  357-4124

         FAX:  967-8000 or 357-8000

         Orders section: (253) 967-4316

         NCOIC:  (253) 967-3620

    f.  Mailing Address:  Commander, 

                          I Corps and Fort Lewis

                          ATTN:  AFZH-AGI-PT

                          Fort Lewis, WA  98433-9500
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CHAPTER   10

RETIREMENT PROCESSING PROCEDURES

General

The Fort Lewis installation, Transition Center in conjunction with the Retirement Services Officer (RSO) establishes Procedures for nits not located in the Fort Lewis area to follow for obtaining officer and enlisted retirement orders, and for Retirement transition processing,  (AR 635-10).

The success in processing officer and enlisted retirement actions for soldiers assigned to units outside the immediate Fort Lewis area will require direct telephonic communication between the soldier and the Transition Center, Retirement Processing Clerk, the Retirement Services Officer (RSO), and the full cooperative support from the soldier’s unit POC.  The timely submission of applications for retirement will result in timely publication of orders and related documents.

Procedures

Officer Retirement Procedures (AR 635-100).

The officer initiates request for retirement through applicable command channels, to Commander, I Corps and Fort Lewis, ATTN:  AFZH-AGI-O.

The Retirement Services Section, coordinates with PERSCOM, DA

through TOPMIS for approval, unless a waiver or exception to policy is required, in which case the application is forwarded to PERSCOM.

Upon approval, PERSCOM provides a retirement control number to

the Fort Lewis Transfer Point.  The Transition Center then publishes retirement orders and assigns the officer to the Transition Center for retirement processing.

Follow processing procedures outlined at c (1) through (8) below.
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Enlisted Retirement Procedures (AR 635-200)

Soldiers must call the Fort Lewis Transition Center, Retirement

Processing Clerk, not earlier than 1 year and not later than 90 days from desired retirement date to request retirement application and assistance in service computation.

Upon request from the soldier to process a retirement application RSD obtains the soldier’s MPRJ from the PSB, Records Section, completes the DA Form 2339 (Application for Voluntary Retirement) and sends the completed application to the soldier with instructions to review, sign and return the application within five duty days of receipt.

Upon receipt of a signed application from soldiers in the rank of MSG and below, (except for request for early retirement, and waivers) the RSO approves the request, publishes the retirement orders, sends the soldiers copies to the unit POC for distribution to the soldier, updates the SIDPERS, forwards a copy of the order for posting into the MPRJ by the PSB.

Signed request for retirement received from soldiers in the rank of SGM and above (include MSG selected for promotion to SGM), and soldiers who are applying under the early retirement program, are reviewed by the Transition Center and forwarded to DA, Retirement Branch for approval.  Upon receipt of approved applications the retirement order is published and the soldier’s copies are mailed to the unit POC for distribution to the soldier.

Follow processing procedures outlined at c (1) through (8) below.

Retirement Processing Procedures for both Officer and Enlisted Soldiers:

Upon notification of retirement approval, obtain a mandatory Pre

Retirement Orientation/Briefing through the closest military installation, Retirement Services Officer/Retirement Affairs.  Pre-Retirement Briefings are conducted by the Fort Lewis WA and CA/NV RSO’s and may be scheduled by calling the numbers at subparagraph (3) below.

A mandatory retirement physical must be taken within 120 days prior to retirement date, or the start of transition leave/permissive TDY which ever is earlier.
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Not later than 120 days prior to the approved retirement date, contact either the Fort Lewis, RSO commercial: (253) 968-9217/9215 or DSN: 782-9217/9215, the CA/NV RSO based at Concord Ca (for soldiers stationed in (CA/NV) at commercial: 1-800-213-4354/ (510) 691-9648, or an RSO nearest to your duty station, to obtain an appointment for completion of DD Form 2656.  This form contains the members Survivor Benefit Plan (SBP) election information is necessary to start the retired pay.  DD Forms 2656 completed by CA/NV RSO or RSO’s at other locations should be faxed to the Fort Lewis RSO or the appropriate Transition Center with a copy of the retirement order attached prior to the soldiers scheduled appointment for retirement processing.

Approximately 30 days prior to departure for transition leave or date of retirement, whichever comes first soldiers who elect transition processing at Fort Lewis must call the Transition Center, Retirement Processing Clerk, Fort Lewis, Commercial: (253) 967-5531/4124 or DSN: 357-5531/4124 to obtain an out-processing appointment.

On date of appointment soldier reports to the Transition Center, Bldg. 2140 room 313, with 15 copies of orders, Health and Dental Records, Retirement Physical, DD Form 2656 (when applicable), and SF 1199A (Direct Deposit Form) to accomplish transition processing.

An Army Career and alumni Program (ACAP) checklist (HFL Form

1244) is at Figure 10-2.  Completion of this checklist is mandatory.  In those cases where counseling is desired, the soldier should call the ACAP activity if they cannot physically visit the activity.

         (7)     Soldiers serviced by Fort Lewis who elect transition processing at an installation other than Fort Lewis must submit their initial request for retirement to the Transition Center at Fort Lewis.  Procedures governing the initiation of a request for retirement, application processing, approval and publication of orders will be accomplished as outlined above.  Upon publication of orders, the Fort Lewis Transition Center will provide copies to the out-processing transition center.  The Fort Lewis Transition Center in coordination with PSB Records Branch will make arrangements to have the MPRJ, and other required documents forwarded to the out-processing Transition Center.  Separating soldiers are encouraged to, not later that 45 days prior to transition leave, or retirement date whichever comes first, contact the transition center where they will final out-process to ensure that their MPRJ and other required documents have been received by the transition center.  Normally, medical and dental records will be hand carried by the soldier.
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POC and mailing address for Fort Lewis Transition Center and Retirements Services Officer (RSO):

Chief, Transition Center:

COMMERCIAL:  (253) 967-4124    DSN:  357-4124

Retirement Services Officer (RSO)

COMMERCIAL:  (253) 968-9217/9215   DSN: 782-9217/9215

             Mail:    Commander, I CORPS & Fort Lewis

                          ATTN:  AFZH-AGI-O     (RSO)

                          Fort Lewis, WA 98433-5000                  
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         STATION OF CHOICE TRANSITION PROCESSING CENTERS

     Eligible soldiers, separating and retiring, may select one of the following 29 installations as their station of choice for the purpose of final transition processing.  If the soldier elects a station of choice processing center which is not the authorized transition center, then such a move to that station of choice transition center is on a permissive travel basis.

    Fort Belvoir, VA               Fort Lee, VA  

    Fort Benning, GA               Fort Leonard Wood, MO 

    Fort Bliss, TX                 Fort Lewis, WA

    Fort Bragg, NC                 Fort McPherson, GA

    Fort Campbell, KY              Fort Meade, MD

    Fort Carson, CO                Fort Monmouth, NJ

    Fort Eustis, VA                Fort Myer, VA

    Fort Gordon, GA                Fort Polk, LA

    Fort Hood, TX                  Redstone Arsenal, AL

    Fort Sam Houston, TX           Fort Richardson, AK

    Fort Huachuca, AZ              Fort Riley, KS

    Fort Jackson, SC               Fort Rucker, AL

    Fort Knox, KY                  Fort Shafter, HI

    Fort Leavenworth, KS           Fort Sill, OK

                                   Fort Stewart, GA 

Figure 10-1


CHAPTER 11


ARMY CAREER AND ALUMNI PROGRAM 

11-1.  General


a.  The Army Career and Alumni Program (ACAP) provides eligible military personnel, Department of the Army civilians (DACs), and their authorized family members comprehensive transition assistance and job search counseling, as well as, access to an extensive array of job search resources.  


b. The Fort Lewis ACAP office provides regional transition support services to the states of: California, Idaho, Montana, Nevada, Oregon, Utah, and Washington. Regional support services include: 



(1) Regional Outreach visits to selected “Hub” locations.  



(2) Coordination of transitioner visits to other military service transition support locations.  



(3) Coordination of remote transitioner TDY visits to the Fort Lewis ACAP Center and selected service providers. 


c.  Public Law, Department of Defense Directives, and Department of Army Policy require that transition benefits counseling and job assistance services be made available to eligible soldiers, DACs, and their families beginning at least 180 days before they depart the service. Retirees are encouraged to begin that process one year prior to separation and all other separatees the last 180 days preceding separation.  In the case of involuntary separation, referral to ACAP will be accomplished with initiation of the separation action.


d.  Sections 1142 and 1143, Title X, U.S. Code specifically requires each soldier receive transition counseling not less than 90 days prior to leaving active duty.  The ACAP Center counselor staff will assist the unit and transitioning soldier in documenting this counseling by executing the Preseparation Counseling Checklist (DD Form 2648)upon entry to the ACAP program. A copy of the completed DD Form 2648 must be placed in the departing soldiers personnel file before he/she is allowed to leave active duty.


e. Preseparation Counseling for Remote transitioners. DoD Instruction 1332.36, Preseparation Counseling For Military Personnel, states:  “The military Services shall insure 

separating Service members assigned to remote locations, or other sites where it is not possible to obtain face-to-face
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preseparation counseling, are allowed access to Transition Assistance Program Counselors, regardless of service  affiliation, through Service-funded TDY/TAD of the Service member or Counselor, whenever possible.”  


f. The Early Retirement Authority (TERA). Soldiers applying for Early Retirement under the Temporary Early Retirement 

Authority (TERA) must, as a condition of early retirement, 

register in the Public and Community Services Registry (PAC's) system. By DA policy a soldier's early retirement orders will not be released until verification of PAC's registry is confirmed. Early retiree's need to contact the Fort Lewis ACAP office immediately for assistance in completing the PACS registration process 

11-2.  Procedures


a. ACAP Referral. The Commander identifies and refers the transitioning soldier to ACAP.  This referral takes place no later than 180 days before his/her normal ETS or mandatory retirement date.  Individuals who will be departing active duty, involuntarily or prior to their normal separation date (i.e. submission of normal or early retirement request, initiation of chapter discharge procedures, SSB/VSI, or any voluntary or involuntary early release program) must be referred to ACAP as a part of the initiation of separation action. 


b. Arrange ACAP Services. The unit or individual contacts the nearest ACAP office or the Regional ACAP office at Fort Lewis to coordinate initiation of transition services.  Unit representatives or the departing individuals are encouraged to contact the Fort Lewis ACAP if they are unable to identify the appropriate transition assistance provider or if they have questions regarding how services can be obtained.  Generally transition services may be obtained in one of the following ways



(1) Receive Services at Fort Lewis. Individuals who 

will be physically outprocessing at Fort Lewis, or will be receiving transition services at a distant location, may wish to 

arrange a TDY visit to their servicing ACAP approximately 180 days, plus the number of days of transition leave requested, 

prior to their outprocessing date.  When properly coordinated, a five (5) day TDY visit allows the departing soldier to complete preseparation counseling, the Job Search and Veteran Benefits Training Workshop and other services necessary to the transition preparation process.  By visiting Fort Lewis the
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transitioner also establishes direct communications links with the ACAP Center that can be used to receive follow-on services for the remainder of the transition period.



(2) Receive Service through another Branch of Service. Units or individuals assigned to or near the installation of another service may be able to receive Preseparation Counseling and the Transition Assistance Program (TAP) Workshop at that installation.  Units or individuals are requested to contact the ACAP Regional Support Team for assistance in coordinating the transitioners visit to another services site to ensure that all Army transitioning requirements can be met. 



(3) Receive Services through an Outreach visit. The Fort Lewis ACAP office conducts Regional Outreach visits to several “Hub” locations in their seven state region.  Outreach visits provide mandatory preseparation counseling, a condensed job search training workshop, briefings on veterans benefits and retirement services plus allow the transitioner to work directly with ACAP counselors both during and following the Outreach visit period. Units or individuals may contact the Fort Lewis ACAP Outreach Team to identify the locations and dates of those visits.



(4) Unit Coordinate an ACAP Regional Outreach Visit.  The Fort Lewis ACAP office has the capability to visit locations outside of it normal “Hub” sites providing certain minimum attendance and support requirements are met.  Sites that would like to host an ACAP visit need to contact the Fort Lewis Regional Outreach Office at least 120 days prior to any desired visit date.


c. Attend Preseparation Counseling/Job Search and Veterans Benefits Workshop. Soldier attends appropriate Preseparation Counseling and receives DD Form 2648, Preseparation Counseling Checklist.  By DOD Directive all service members are also authorized to attend the Transition Assistance Program (TAP) 3-day job search training workshop prior to separation. 


d. Action at Outprocessing. Soldier delivers DD Form 2648, Preseparation Counseling Checklist to the appropriate Transition Point/Center during final outprocessing. 


e. Continuation of ACAP Services. Transitioners may continue to use ACAP transition services for a minimum of 90 days after separation.  Services beyond the 90 day DoD guarantee are at the discretion of the Transition Services Manager at each location.
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11-3.  Point of Contact Information


CDR, I Corps & Fort Lewis


Army Career & Alumni Program


ATTN:  AFZH-PAT/MS 27


Box 339500


Fort Lewis, WA 98433-5000 

   
 Commercial Voice:   (253) 967-3250
DSN: 357-3250 


 Commerical FAX:     (253) 967-2072
DSN: 357-2072


 Office Email:  acap@lewis.army.mil 


 Transition Services Manager E-Mail: 
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                            CHAPTER 12 

                 POC/AG LIAISON RESPONSIBILITIES 

12‑1.  General 


a.  Each unit or activity not located on Fort Lewis, Washing​ton is responsible to appoint a single point of contact (POC) who will provide local installation Personnel Service Support to soldiers not assigned to Fort Lewis. 


b.  The POC will also serve as the single point of contact between the soldier, the unit and the Fort Lewis, Adjutant General staff.  

12‑2.  Procedures 


a.  The unit POC should provide their name, telephone numbers and mailing address to the Chief, Military Personnel Division, ATTN: AFZH‑AGI‑G, Fort Lewis, WA 98433‑5000. The Chief, Military Personnel Division (MPD) will ensure all AG staff on Fort Lewis are provided the POC information.


b.  A current Adjutant General telephone directory is provid​ed at Appendix D and as changes occur a new listing will be provided to each POC. 


c.  Each POC needs to retain a copy of this handbook on file.  Provide a copy to replacement POC.  Inform all assigned personnel of service support procedures for conducting military personnel geographical support between the soldier, the unit and the Fort Lewis AG staff. 


d.  POCs must ensure that effective methods are in place to monitor strength accountability, to ensure timely input of arrival and departure data, that personnel actions are processed in a timely manner and that effective suspense controls are in place.  Faulty processing of any of these actions can have an adverse impact upon the soldier, delay replacement actions to the unit, and could affect the unit commander's readiness status.

    e.  POCs are requested to provide comments or recommenda​tions for improvement to this handbook to the Chief, MPD at address in para 12-2a.
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APPENDIX A

PRE TRANSITIONAL INFORMATION

Reserve Component Transition Information

1.  All separating soldiers (except those under administrative separation and retiring) must be cleared by the Reserve Component Career Counselor (RCCC) office prior to departing their assigned unit. 

2.  Those required to clear the RCCC office must ensure that their reenlist​ment NCO/Career Counselor has confirmed an appointment with the RCCC office within 90-120 days prior to the first day of transition leave or their separation date.

3.  Soldiers interested in affiliating with the reserve compo​nents should bring the following documents to their appointment (See AR 601-280):


(a)  Completed DA Form 1315 (reenlistment data card).


(b)  DA Form 2-1 (Military Personnel Qualification Record).


(c)  Current physical (must be within 5 years from transition date).


(d)  HIV results (must be within 24 months from transition date).


(e)  Copy of Tape Test, if required.

4.  Soldiers must keep their RCCC appointment whether or not they are interested in joining the reserves.

5.  The RCCC office at Fort Lewis is located in Waller Hall, Room 102, and the phone number is: (253) 966-1501, or DSN: 357-1501.  Soldiers not assigned to Fort Lewis should contact their local RCCC office or they may contact the Fort Lewis office for information.

6.  Reserve component enlisted benefits are listed on the reverse.
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BENEFITS OF BELONGING TO THE

ARMY NATIONAL GUARD OR THE UNITED STATES ARMY RESERVE

· UNIFORMS - Guard and Reserve members are entitled to direct exchange for worn out uniforms. Additional uniforms can be purchased at the Military Clothing Store or from the AAFES Catalog using the Deferred payment Plan.

· MILITARY EDUCATION - Career and professional development can be accomplished using correspondence courses. NCO education (PLDC, BNCOC, and ANCOC) is accomplished by attending ARNG and USAR NCO Academies. Becoming a Drill Sergeant, attending Reserve Officer Training or completing the Sergeants Major Academy is also possible.

· CIVILIAN EDUCATION - Educational benefits include the Reserve Montgomery GI Bill, Student Loan Repayment and Tuition Assistance. Your military training can be converted to college credit. Some states offer additional educational assistance through membership in the Army National Guard.

· POST EXCHANGE and COMMISSARY - Reservists are authorized UNLIMITED shopping at the PX. Reservists can shop at local exchanges or from the AAFES Catalogs using the deferred Payment Plan. You and your spouse can use the commissary any 24 DAYS during the year plus the 14 DAYS you are on your 2 weeks of annual training.

· OTHER POST FACILITIES - You can use the post facilities. They include the post theater, recreation center, enlisted clubs, bowling alley, golf course, and limited legal services. Check local installation policy.

· SPACE AVAILABLE TRAVEL - Drilling reservists can fly to Alaska, Hawaii, Guam, Puerto Rico, the Virgin Islands and anywhere in the continental United States on military aircraft. Retired soldiers are authorized to travel outside the CONUS with their dependents.

· DENTAL CARE - Reservists currently pay less than $5.00 a month for coverage that includes diagnostic, preventive, and limited restorative, oral surgery, and emergency services.

· SERVICEMAN'S GROUP LIFE INSURANCE - Reservists can continue 24-hour coverage of $200,000 of life insurance at the same cost to active duty soldiers.

· RETIREMENT - Reserve Component retirement pay begins at age 60. The actual amount received is based on retirement points earned during your career. Your counselor can give you additional information.

· AFFILIATION BONUS - If you have a REMAINING MILITARY SERVICE OBLIGATION you are entitled to $50.00 a month for each month of obligation that you serve as a reservist in your PMOS, SMOS or AMOS.

MSO __________________________

ETS DATE (-) __________________________

REMAINING MSO __________________________
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WEEKEND and ANNUAL TRAINING PAY - You are entitled to receive the following pay for performing duty with the Army National Guard or Army Reserve. Soldiers participate in the Reserve Components for 39 days a year, NORMALLY 1 weekend a month and 2 WEEKS annual training.

DRILL PAY

Effective 1 January 2000

PAY GRADE
YEARS
PER
ANNUAL



SERVICE
WEEKEND
TRAINING 

PFC (E-3)
2
$164.76
$617.85


SPC/CPL
2
$175.04
$656.40


(E-4)
3
$185.36
$695.10



4
$199.64
$748.65



6
$207.56
$778.35


SGT
3
$202.80
$760.50


(E-5)
4
$211.64
$793.65



6
$225.56
$845.85



8
$234.80
$880.50



10
$244.00
$915.00



12
$253.08
$949.05


SSG
4
$239.68
$898.80


(E-6)
6
$248.72
$932.70



8
$257.68
$966.70



10
$267.12
$1,001.70



12
$280.88
$1,053.30


SFC
6
$282.08
$1,057.80


(E-7)
8
$291.04
$1,091.40



10
$300.36
$1,126.35



12
$309.76
$1,161.60
NOTE: One weekend is 4 days' base pay. During Annual Training, you could receive 15 days' Housing Allowance.

RESERVE COMPONENTS CAREER COUNSELOR
966-1501
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JOINT PERSONAL PROPERTY SHIPPING OFFICE (JPPSO)




SEPERATION  INFORMATION HIGHLIGHTS

1. For a list of weight allowances see paragraph 8 of this handout.  Professional books, paper and equipment required to perform MOS duties are not chargeable to weight restrictions. If the shipment exceeds weight allowances the soldier will incur excess cost which must be paid prior to release of shipment.

2. Separatees are authorized to ship from last permanent duty station. Place of storage, or designated locations.

3. Regular separatees are authorized to ship to their home of record, or place they entered active duty.  Members residing in government quarters are entitled to a courtesy move to the local area.  Time limit for shipping is 180 days from separation date. (Exception to this must be requested, in writing, through the JPPSO Office, for submission to FORSCOM). Property may be stored at origin or destination for up to 180 days.   If property is stored at origin, No storage will be authorized at destination.  If property is shipped further than authorized, the member may incur possible excess costs.  These excess costs must be paid prior to onward movement of shipment.

4. VSI, SSb separatees with over eight years of continuous service, are authorized to ship  to home of selection in the United States (included Alaska and Hawaii).  VSI, SSB separatees residing in government quarters are entitled to a courtesy move to the local area.  Time limit for shipping is one year from separation date.  (Exception to this must be requested, in writing, through JPPSO Office for submission to FORSCOM).  One year of storage, at origin,  is authorized.  180 days of temporary storage is authorized at destination.  If property is stored at origin, NO storage will be authorized at destination.

5. Do-It-Yourself Move Program (DITY).  Approval from JPPSO is required prior to beginning a DITY move.  DITY briefings are conducted by JPSO-Lewis, in a group session, lasting approximately 1 to 1-1/2 hours.  Appointments for the DITY briefings must be made in person so as o complete a Pre-Counseling Information Sheet.  This information is required prior to scheduling an appointment.  Service members are paid 95% of what the government would have paid to ship their household goods.  The DITY incentive is considered taxable
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income and will be taxed; 28% federal, and applicable state tax. Privately Owned vehicles or Rental equipment are acceptable means of conveyance in performing a DITY.  An advance of 60% is authorized for members utilizing a rental truck of trailer.  Members must obtain empty and full weight tickets at origin.

6. Service members must have their orders to schedule an appointment with JPPSO.  Members may appoint an agent to arrange shipment/storage of their household goods, by completing an informal letter of authorization, Power of Attorney, or notarized letter.  Separation briefings are conducted by JPPSO-Lewis, in a group session, lasting from 1-1/2 to 2 hours.  Due to limited space, no children are allowed.  Members not services by Fort Lewis JPPSO, must coordinate their move with their local JPPSO.

7. JPPSO-Lewis is located in Bldg 2140, Waller Hall. Phone number is 253.967.5293 for appointment desk and for Outbound household goods counselors; the DSN prefix is 357.

8. Authorized weight allowances:

GRADE              WITH DEPENDENTS                WITHOUT DEPENDENTS

0-10 to 0-6   18,000



18,000

0-05

    17,500



16,000

0/W-4
    17,000



14,000

0/W-3
    14,500



13,000

0/W-2
    13,500



12,500

0/W-1
    12,000



10,000

E-9

    14,500



12,000

E-8

    13,500



11,000

E-7

    12,500



10,500

E-6

    11,000



 8,000

E-5

     9,000



 7,000

E-4

     8,000



 7,000 (under 2 yrs svc)

E-4

     7,000



 3,500 (under 2 yrs svc)

E-3

     5,000



 2,000

E-2

     5,000



 1,500

E-1

     5,000



 1,500

9. Separatees are authorized to ship from last permanent duty station, place of storage or designated location.
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10.  Separatees MUST ship their household goods within 180 days of their separation date.  Exception to this must be requested in writing through JPPSO for submission to FORSCOM.
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FINANCE HANDOUT

90 DAY PRETRANSITION BRIEFING

PAY
How will you be paid for these final months?  You will continue receiving end-of-month Electronic Funds Transfer (EFT) deposits through the month prior to the month of your ETS.  For example, if your ETS is in Sep, your regular pay would be made by the computerized system through Aug.  If you receive a mid-month and your ETS date is after the 15th of the month, you will still receive your regular mid-month for that month.  No allotment checks would be issued the month of your ETS.  Your final pay will be computed by your servicing Defense Military Pay Office (DMPO).


a.  Do not close you bank account because all payments are made by EFT.  In order to prevent any problems, do not change your bank account within 90 days of your ETS or retirement.


b.  You will receive your final pay by EFT 5-7 days after your ETS.  If your ETS falls on a weekend or holiday, we will release your payment on the last working day before your ETS.  REMINDER:  You must allow 5-7 days for the payment to reach your account and you must check your account prior to writing checks.   You should receive your final pay voucher approximately two weeks after your discharge at the address you provide us with during your outprocessing brief.

TRAVEL PAY


a.  You have five options regarding advance travel pay:


     (1)  Advance travel pay based on mileage for you and your family members traveling with you.


     (2)  Receive a Government issued ticket (TR) for you and your family members traveling with you.


     (3)  You can buy a commercial ticket through an official travel office for you or your family members traveling with you and receive an advance by EFT.  You will be reimbursed only for a less than first class ticket, not to exceed the Government’s cost of a ticket.


      (4)  A combination of (1) and (2) if going OCONUS and shipping a car.   
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      (5)  No advance pay if you are not sure where you will establish residency.


b.  You can choose your own destination at separation, but the Government will pay only to your destination not to exceed the further of your home of record (HOR) or place of entry on active duty (PLEAD).


Example 1:  You are going to Denver, Colorado (1331 mi).  Your HOR is Miami, Florida (3324 mi); Your PLEAD is New York, New York (2835 mi).  You can travel at Government expense to Denver.


Example 2:  You are going to Miami, Florida (3324 mi).  Your HOR is Denver, Colorado (1331 mi); your PLEAD is New York, New York (2835 mi).  You can travel at Government expense not to exceed 2835 miles.  You must absorb any additional expenses for the difference in mileage/ticket cost.


c.  Per diem allowance will be based on mode of travel.


d.  If you are requesting a travel advance, you can receive 100% mileage or ticket cost for yourself and 100% mileage or ticket cost for your family members traveling with you.  After you complete your travel, you will receive per diem allowance for yourself and each of your dependents.  This payment will be by EFT.


e.  You must complete your travel within 180 days after your ETS.  If you get an advance but do not establish a residence within the 180 days after your discharge, you will have to pay the advance back to the government.


f.  An exception to the above is if your orders authorize you home selection.  In this case, you are not limited to HOR/PLEAD and will have a year to complete your move.


g.  If you intend to drive or buy an airline ticket with the money, you may be over advanced.  Please be sure how you are traveling when you fill out your paperwork on 30-day pretransition brief.  Soldiers not serviced by Fort Lewis must contact their servicing finance office to schedule a pretransition briefing.


h.  You will receive your advance travel pay approximately 5-10 days prior to signing out on transition leave or on your ETS or early release date if no terminal leave is being taken.  All payments are by EFT.
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I.  No travel advance will be paid for $50.00 or less (mileage less than 350 miles).

TRANSITION LEAVE


a.  You will earn leave through your ETS date or early release date, whichever applies to you situation.


b.  You can cash up to 60 days accrued leave in your military career after February 1976.  You will receive only basic pay for the days you cash in.  No BAQ or separate rations will be paid for cashed-in leave.


c.  You can take transition leave if your chain-of-command approves it.  “Transition Leave” means you will sign out of your unit and will not be required to sign back in.  Transition leave can exceed 60 days if your Leave and Earnings Statement (LES) indicates you have earned that much leave through your ETS/early release date and your chain-of-command approves it.


d.  You can take transition leave and still cash in any remaining leave balance provided the leave you are cashing in does not exceed 60 days (see b above).  The combination transition leave taken plus allowable cashed in leave can exceed 60 days total.  For example, transition leave equals 45 days and cashed in leave equals 30 days.


e.  You can not take more leave than you have earned through your ETS or early release date.  If you do take more leave than you have earned, you will lose all base pay and allowances for the excess leave days plus a penalty for going into an excess leave status.  Your PAC will assist you in computing leave earned and leave dates.  Remember, leave is charged for the first day through your discharge date.  For example, if you are on leave on 1 May through 16 June, you will be charged 31 days in May plus 16 days in June.

FINAL PROCESSING


About 30 days before you start your transition leave, or if you are not taking transition leave, 30 workdays before your ETS/early release date, you must attend another out-processing  brief in Waller Hall at 0900 hours.  No appointment is necessary.  Bring 15 copies of your orders, the last LES you received, a copy of your DA Form 31 (transition leave for) if applicable, and be prepared to answer the following: 
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a.  Permanent mailing address for your final pay voucher and final W-2.  This address must be good for at least six months after your discharge.  Remember to include your zip code.  


b.  Where you are traveling to establish residency.


c.   How you are traveling (arrangement for tickets will be taken care of at the briefing)


d.  Who will be traveling with you.


e.  Date of marriage.


f.   Date of birth for each child who is going from the Fort Lewis area to your destination.  NOTE:  Only a soldier’s dependents can travel at the Government’s expense.

POC

Finance Outprocessing, located in Waller Hall

Phone numbers:   Commercial  (253)  967-4098/7764/3543 



DSN 357-4098/7764/3543

A-10

 TRANSITION POINT 


GUIDELINES FOR TRANSITIONING AT FORT LEWIS 

1.  Soldiers not assigned to Fort Lewis who will transition from 

the Army at Fort Lewis should read and comply with the guidelines provided.

2.  General Information:

    a.  Upon receipt of separation orders it is the soldier's re-sponsibility to review the orders to ensure information provid​ed is complete and accurate.  If errors are noted the soldier should request that their POC contact the transition point at Fort Lewis to publish corrected copies.

    b.  Normally soldiers will be separated prior to 1630 on the established separation date.  If the established ETS date falls on a weekend or holiday soldiers have the option of separating on the last working day prior to that weekend or holiday and the ETS date is changed to agree with the new established separation date.  If a soldier declines to separate early the ETS date is not changed and the soldier would separate on the last duty day preceding the established ETS date.  Separation documents for soldiers declin​ing to separate prior to their established ETS date would not be available until ETS date and the soldier would be required to pick up those documents at the Fort Lewis, Welcome Center (this delays the soldiers departure from Fort Lewis).

    c.  Soldiers should not make prior travel arrangements from Fort Lewis to their intended destination, or schedule any

ap​pointments around departing Fort Lewis at a specific time on the date of separation.  Due to the workload at the transition point a specific time cannot be guaranteed.  Travel arrangements from Fort Lewis will be made by the transition center.

3.  Medical Information for Separating Soldiers: 

    a.  Soldiers ETSing have the option of completing a physical examination or declining to complete a physical.  The medical examination is intended to identify conditions that may require immediate or follow‑up treatment.  If a soldier declines to complete a physical they do not waive their rights to claim disab​ility if a condition is found to exist later in life, and it 

can be proven the problem was service connected.  It is recom​mended that soldiers do complete a physical to identify any 
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condition that may require immediate attention or that will document service connected physical problems (becomes especially important if the soldier intends to file a VA claim at time of separation or later years). 

    b.  If a soldier elects not to complete an ETS physical they must complete HFL Form 2070, Medical Examination for Transition/ Retirement Statement of Option and take the form to the servicing medical facility not later than 30 days prior to the established separation date.  Your health records will be re​viewed by a medical officer and a separation physical will be scheduled if the reviewing physician deems it necessary.

    c.  If a soldier elects to have a separation physical exami​nation completed the request for physical must be submitted to the servicing medical facility not earlier than 120 days nor later than 30 days prior to the established separation date, or the first day prior to departure on transition leave.

4.  ID Card Information:

    a.  Soldiers who do not depart on transition leave will turn in their ID cards to finance prior to receiving their final pay. Family member ID cards will be turned into the transition point during final outprocessing.

    b.  Soldiers departing on transition leave may retain their ID cards and their family members cards while on transition leave.  A self‑addressed envelope will be given to the sponsor during out-processing and the day following expiration of the ETS date the soldier must mail all ID cards to the transition point.

5.  DD Form 214, Certificate of Release or Discharge from Active Duty: 

    a.  Soldiers not departing on transition leave or permissive TDY will receive their DD Form 214 and all separation documents at their final outprocessing at the transition point, or at the Welcome Center if the ETS date is a weekend or holiday.

    b.  Soldiers who are departing on transition leave or permis​sive TDY may receive copy 4 of the DD Form 214 at final out​processing.  Copy one and all other separation documents will be mailed to the soldier following the ETS date.  Soldiers who 

remain in the local area while on leave or permissive TDY may make arrangements with the transition point to pickup their DD Form 214 from the transition point on their ETS date, or at the Welcome Center if the ETS date is a weekend or holiday.
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6.  Rules While on Transition Leave:

    a.  Once a soldier departs on terminal leave that leave status can be terminated prior to ETS only under the following condi​tions:

        (1)  The soldier elects to return to the previous unit of assignment or reports to another military organization and request transportation to return to the previous unit of assign-ment.  Cost of travel to the previous unit will be charged to the soldier and leave will not terminate until the soldier signs in at the unit.

        (2)  Upon hospitalization or death leave automatically terminates.  The day of release from the hospital leave begins again and can be terminated only as stated in paragraph a above.

    b.  It is the soldiers responsibility to inform their next of kin of the proper procedures to be taken if any of the following should occur:

        (1)  In the event you are hospitalized prior to midnight on your ETS date your status must be reported to the transition point at (253) 967‑4124 or DSN: 357‑4124 or contact can be made to the nearest military installation.  Information provided must include: the date of hospitalization, name of the hospital or treatment facility, and the name and telephone number of the attending physician.

        
(2)  In the event of your death prior to midnight on your ETS date your status must be reported to the transition point at the numbers provided in (b) (1) above, or contact the casualty assistance office at the nearest military installation. Information provided must include: Date and place of death and the current address and telephone number of the next of kin.

7.  Awards Information:

    a.  If the soldier receives any awards prior to their ETS that have not been included in the permanent military personnel record a copy of the award order or certificate should be  provided to the transition point prior to your final outprocessing appo​intment.  If an award is received by the soldier after separation a copy of the award should be taken to the nearest VA office so that a DD Form 215 (correction to DD Form 214) can be requested.
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    b.  Soldiers should bring all their personal copies of military personnel documents which affected promotion actions, awards, MOS changes, service computation information, etc. to their final outprocessing at the transition point.  These docu​ments are needed to validate data prior to updating the DD Form 214.

8.  Enlisted Women's Pregnancy Benefits:

    a.  A pregnant soldier may elect to remain on active duty.  If the soldier elects to remain on active duty treatment will be provided in a military medical facility or a civilian facility if there is no military maternity care available within 30 miles of your location.

    b.  If a pregnant soldier elects to separate they are author​ized treatment only in a military facility which has maternity care and they are otherwise eligible.  Soldiers in this category are not authorized care in a civilian medical facility at govern​ment expense.

9.  Government Quarters Information:  Soldiers residing in government quarters should schedule their pre-termination and final quarters inspections 45 days prior to their separation date or first day of transition leave.  You do not need ETS orders to schedule an appointment.

10.  Soldiers who are not United States citizens and scheduled to transition in CONUS must have in their possession a valid pass​port and US visa upon transition.

11.  Philippines/Panamanian residents with a united states  citizenship cannot enter the Philippine Islands or the Republic of Panama unless they possess a current US passport and either a Philippine visa or a Panamanian resident permit.

12.  Special Instructions:

    a.  Protect and retain your DD Form 214, Certificate of Release or Discharge from Active Duty.  This form is the only document that the VA will accept as proof of military service.

Whenever a soldier applies to receive VA benefits the VA repre​sentative will insist that this form be available for verifica​tion of entitlement.  DO NOT give your copy of the DD Form 214 to the VA.
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(b)  If the soldiers copy of the DD Form 214 is lost or otherwise not available the only way to replace the form is the soldier will have to send a request to:  Commander, US Army Re-serve Components Personnel and Administration Center, 9700 Page Blvd., St. Louis, MO 63132.  It is recommended that the soldier have their DD Form 214 registered at their local court house.

                              A-15

APPENDIX B

REGIONAL ACAP SITES

CALIFORNIA

Fort Irwin


Transition Services Manager


CDR, NTC and Fort Irwin G1 ACAP


ATTN: AFZJ-AG-ACP (Clarence Duncan)


PO Box 105099, Bldg 577


Fort Irwin, CA 92310-5099


COM  (760) 380-5648


DSN

    470-5648

WASHINGTON

Fort Lewis


Transition Services Manager


Army Career & Alumni Program


Bldg. 5211/MS 27


Box 339500


Fort Lewis, Washington 98433-5000


COM  (253) 967-3250


DSN        357-3250


E-Mail address:  acap@lewis.army.mil

OTHER LOCATION

Consult the Army Career & Alumni Program World Wide Web site at URL: http://www.acap.army.mil
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APPENDIX C

Reassignment Travel

PASSPORTS:  When soldiers are notified of an overseas assignment, they must come to their local passport acceptance agent and apply for a no fee passport for their family members if they plan to apply for family travel.  Passports are usually received back for the Department of State 10 days prior to departure date of family.  The normal processing time is 7-8 weeks.  The passports will be released to the sponsor or family members after concurrent travel has been approved.  The passports can either be mailed or picked up.

CONCURRENT TRAVEL:   Family members either travel at the same time as the sponsor or within 60 days of the sponsor’s port call date.   When family member are traveling with the sponsor, the sponsor’s ticket will read, “Rank, sponsor’s name, and _______others”.  A copy of the sponsor’s orders confirming concurrent travel will show family sponsor’s names and must be turned in at the port.  These orders serve as tickets and authorize the family member to board the plane.  On the last day of clearing prior to reporting to their final finance and out-processing appointment, sponsors must report to the transportation office to pick-up tickets.  Prior to leaving the transportation office, sponsor should review all tickets to ensure that the names are correct and match the information on the no-fee passports.  All family members, including infants, must be listed on orders and all must have passports, if required.  If passports have not been received by the time the sponsor departs on leave, the sponsor must provide the port call section and the passports office an address where the family member tickets and passports can be mailed.  If tickets have not been received within two weeks of the scheduled port call date, the sponsor should call the port call office to confirm a port call date; no collect calls will be accepted.

NOTE:  IT TAKES APPROXIMATELY TWO WEEKS MAILING TIME FOR TICKETS AND PASSPORTS TO ARRIVE AT YOUR LEAVE ADDRESS.  

NOTE:  EVEN THOUGH THE SPONSOR HAS CONCURRENT TRAVEL ORDERS, FAMILY MEMBERS SHOULD NOT TRAVEL TO THE OVERSEAS AREA PRIOR TO THE ARRIVAL OF THE SPONSOR.

DEFERRED TRAVEL:  If the family is not authorized to travel concurrently with the sponsor and the none of the family members are enrolled in the Exceptional Family Member Program, the sponsors will depart the command to their assignment.  Once travel has been approved by the gaining command by a message sent to the losing reassignments facility authorizing movement of family members, the passport can be either mailed to or picked up by the family members.  The travel authorization sent out by the gaining command is valid for only 120 days.
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Military tickets will not be issued by official travel unless the family members have a no fee passport in their possession.  If the family purchases their own tickets through civilian vendors, they will not be reimbursed for that travel. 

Questions concerning passports, visas or travel orders should be referred to Reassignments Processing, Passport Section at 

(253) 967-3341 or DSN: 357-3341.

TRANSPORTATION:  Once a firm travel month is determined and required passports have been received, the family member should make arrangements to have household goods shipped, or released and any hold baggage picked-up.  Also, once the date for pickup of household goods/hold baggage is established, the family member should immediately contact the port call office to advise them on the date your are available for travel sot ht a port call date can be obtained.  If a family member is sever or more months pregnant or is having any complications, a statement from a doctor verifying travel overseas is safe is required.  If pets are authorized in the 

overseas country and you intend to ship pets (limited to two dogs or cats only) cost for shipment must be paid for by the sponsor, or family member.  Pets can not be shipped at government expense.

The Fort Lewis port call section is responsible for making flight arrangements for family members residing in Washington, Oregon, Idaho, Montana, and Utah.  Flight arrangements will be made from the current residence location to the nearest port.  Family members travel from the port to the overseas destination on a Military Airlift Command (MAC) or chartered commercial airline.  Remember,  a no-fee passport must be obtained before a port call can be requested.

OPTIONS TO TRAVEL BY COMMERCIAL US FLAG CARRIERS:  Read your travel orders carefully to determine your travel options.  If you are not directed to travel by TR, but are authorized to travel by commercial US flag carriers and claim reimbursement, you may ask the port call section to make flight arrangements for you.  Upon completion of travel you may claim reimbursement for travel cost up to what it would have cost the government for tickets.  Any cost above what it would have cost the government for travel will be incurred by the sponsor.  You must use only US flag carriers, example:  United Air Lines, Northwest, Delta, etc., and reimbursement will be based upon coach class.  If you elect to travel commercial and claim reimbursement you must purchase your tickets through a government contract office (Carlson Wagonlit) or you will not be reimbursed for your tickets.
SPACE AVAILABLE TRAVEL ONLY:  If you are traveling space available the Army is not paying for your transportation.  You are responsible for making your own arrangements and will not be reimbursed.  This type of travel is for family members not entitle to travel at government expense.  The only bases that provide space available 
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travel to overseas are McGuire AFB, Dover AFB and McChord AFB.  To 

travel space available you must purchase tickets to either McGuire, or Dover and stay at the terminal possible one or several days until space on a flight becomes available.  The terminals do not have accommodations for unaccompanied family travelers and you must also be prepared to cover the expense of food and lodging until a flight becomes available.  It is recommended that family members not entitle to travel at government expense purchase commercial flights that fly from your state side destinations to overseas areas where you will join your sponsor.

VERIFYING ACCURACY OF TRAVEL ORDERS:  All family members authorized to travel must be listed on the travel order (message).  If anyone has been left off the order or names are incorrect, contact your S1 and they will contact reassignments immediately.  The only members who will be reflected on the travel authorization are members listed on DD FM 93 and have been medically screened.  If other family members want to fly on the same flights, the port call office can make arrangements for them to travel, however the sponsor must go to finance and pay for their flight at regular MAC costs.  Sponsors should contact the port call office for more information.
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APPENDIX D

SUBJECT: Memorandum of Instruction #98-10 – Absent Without Leave (AWOL)/Dropped from Rolls (DFR) 

1. REFERENCES:

  a. AR 190-45, Law Enforcement Reporting

  b. AR 600-8-2, Suspension of Favorable Actions 

  c. AR 600-8-105, Military Orders

  d. AR 630-10, Absence Without Leave, Desertion, and Administration of Personnel Involved In Civilian Court Proceedings

  e. AR 635-101 Processing Personnel for Separation

  f. AR 635-200, Enlisted Personnel

  g. DA Pam 600-8, Management and Administrative Procedures

  h. DA Pam 600-8-1, Standard Installation/Division Personnel System (SIDPERS) Battalion S1 Level Procedures

  i. FL Reg 210-3, Installation Clearance Procedures

2. GENERAL: This MOI is designed to provide administrative guidance for the expeditious processing of AWOL and DFR actions. 

3. SCOPE: This MOI applies to the four most common cases handled by 22d PSB: AWOL actions, DFR actions, return to military control (RMC) while on AWOL status, and RMC while on DFR status.

4. DEFINITIONS:

   a. Absentee: Military personnel who are absent without authority from their unit, organization, or other place of duty for more than 24 hours, but have not been administratively classified as deserters.

   b. Absent Without Leave (AWOL): An offense in violation of Article 86, UCMJ referring to a soldier who without authority.

      (1) Fails to go to his/her appointed place of duty at the time prescribed.

    (2) Leaves from their place of duty without proper authority.

    (3) Is absent or remains absent from their unit, organization or required place of duty.

    (4) Fails to report to a transportation terminal as ordered.
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    (5) Fails to report to his/her proper duty station as ordered.

c. Deserter: A soldier dropped from the rolls of his/her unit when.

    (1) Absent without authority for 30 consecutive days.

    (2) The unit commander believes the soldier voluntarily sought political asylum or is living in a foreign country apart from official duties or authorized leave.

    (3) The soldier has joined the armed forces of a foreign country.

    (4) There is reasonable belief that the soldier departed his/her duty station with the intent to avoid hazardous duty or important service, or intends to remain permanently absent. An expressed intention not to return to a particular unit is not enough evidence to drop the soldier from the rolls of the Army.

    (5) The soldier fails to return to a unit from which he/she is AWOL after RMC at another location or departs prior to the completion of administrative, judicial, or nonjudicial action for a previous absence.

    (6) He/she escapes from confinement.

    (7) Identified as a special category absentee; special category absentee is one who has had access to top secret information during the last 12 months or is currently assigned to a special mission unit.

    (8) A commissioned officer tenders his/her resignation and before notice of its acceptance, departs their post or proper duties without leave and with the intent to remain away permanently. 

    (9) A member of the Armed Forces goes from or remains absent from his/her unit, organization, or place of duty with intent to remain away permanently (A violation of Article 85, UCMJ) .

   d. Dropped from rolls (DFR): An administrative action that drops a deserter from the strength accountability of a unit.

5. ACTIONS TO BE TAKEN BY UN1T:
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a. Actions for AWOL status:

   (1) Conduct immediate inquiry to determine the soldier's location and possible reasons for absence.

      (2) Submit "DYST" SIDPERS transaction to report duty status change from PDY to AWOL

      (3) Prepare DA Form 4187 reporting duty status change from PDY to AWOL. Record the results of the inquiry per step (1) above on DA Form 4187. Forward original to PSB and a copy to Finance and Accounting Office (FAG). If soldier was in a leave status, attach original copy of DA Form 31 to FAO copy of DA Form 4187.

      (4) Notify the Military Police Investigation (MPI) within 24 hours of the soldier's absence and provide information which could lead to early apprehension. POC for Fort Lewis MPI office can be reached at 967-7111/7112.

      (5) Prepare DA Form 268 to initiate flagging action and forward copy to PSB. Update SIDPERS 3 SFPA.

      (6) Initiate action to report derogatory information and suspension of access (security clearance) to the unit security manager (see Procedure 9-200, DA Pam 600-8).

      (7) Inventory and secure absentee's personal effects (clothing and military/personal property), A signed copy of the inventory, whether the absentee was with or without personal effects, will be retained for inclusion in the DFR packet should the individual remain absent longer than 30 days.

      (8) Notify absentee's next of kin (NOK), usually spouse, if married, and/or parents, with letter(s) mailed on 10th day of AWOL (see enclosure 1). If absentee is a corporal or specialist and below with four years or less of active federal service (AFS) and met all conditions per para. 2-7, AR 630-10, informs spouse of the entitlement to request BAQ (see enclosure 2).

       (9) Notify higher HQ/MSC of the AWOL case.

       (10) Hand-carry(if local) or mail (if geographically separated) copies of DA Form 4187 and DA Form 268 per steps (3) and (5) above to the DFR Section of Enlisted Records Branch, B Bet 22nd PSB located at Room A216, second floor of Bldg. 2026A. 
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Mailing address: Commander




  22d PSB





  ATTN:  AFZH-PGF-C (DFR Section)




  BOX 339518




  Fort lewis, WA  98433-9518

    b. Actions for DFR status (to be completed on the 31st consecutive day of AWOL, unless sooner required IAW Chapter 3, AR 630-10):

      (1) Update SIDPER 3 to reflect the change in duty status from AWOL to DFR. Include "OSTR" SIDPERS transaction to update unit strength report.

      (2) Prepare DA Form 4187 reporting duty status change from AWOL to DFR. Forward original to PSB and a copy to FAG.

      (3) Initiate out-processing procedures to clear soldier from installation IAW FL Reg 210-3.

      (4) Unit security manager initiates action to revoke security clearance IAW AR 604-5, if applicable. 

      (5) Complete DA Form 553, Deserter/Absentee Wanted by the Armed forces, IAW AR 190-45. Forward the original to MPI and keep copies for PSB and unit files.

      (6) File court-martial charges on DD Form 458, Charge Sheet. The commander should sign as the accuser; but the affidavit should be signed by another unit officer, usually the adjutant or higher-level commander. The sworn charges are forwarded to the summary court-martial convening authority for signature in block 13.

      (7) Complete DA Form 2823, Sworn Statement, and DA Form 438, Commander’s Report of lnquiry/ Unauthorized Absence.

      (8) Notify absentee's NOK (see enclosure 3) by letter informing them the absentee has been DFR of the organization as a deserter and request their assistance in urging the absentee to return to military control. In addition, request the surrender of the NOKs DD Form 1173, Identification and Privilege Card.

      (9) Notify higher HQ/MSC of the DFR case.
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 (10) Forward initial DFR packet to the PSB (see address in para (10) above) within 24 hours of the date of DFR to ensure prompt mailing of the same to USAEREC: suspense to USAEREC is 48 hours of the date of DFR. Minimum packet includes:

          (a) DA Form 4187 indicating AWOL status. (Original copy)

(b) DA Form 4187 indicating DFR status (Original copy)

     (c) DD Form 553

     (d) DD Form 458 (Original copy)

     (e) DA Form 2823

          (f) Copies of letters to next of kin. (Both letter of AWOL status and letter of DFR status)

(g) DA Form 4384 (Original copy)

   (11) Provide the following documents to the PSB within 60 days of the effective date of DFR, or along with initial DFR packet if available:

     (a) Inventory of absentee's personal effects

     (b) Installation Clearance Form

     (c) DA Form 3444 series (health and dental records)

    c. Unit Responsibilities for Return to Military Control (RMC) while on AWOL status (absentee returning to unit of assignment before the 30th day of AWOL):

       (1) Conduct immediate inquiry to determine the soldier's reasons for the absence with a view towards resolving the problem(s) and precluding further unauthorized absences.

       (2) Update SIDPERS 3 to reflect the change in duty status from AWOL to PDY.

       (3) Prepare DA Form 4187 reporting duty status change from AWOL to PDY. Forward original to PSB and a copy to FAG.

  (4) Notify the MPI of the soldier's RMC.

  (5) For soldiers who had knowledge of classified information, report their return to the unit security manager.
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  (6) Take action to obtain the soldier's personal effects and any funds left at the time of departure.

  (7) Encourage the soldier to write to his/her NOK.

       (8) Take appropriate disciplinary action under the provisions of the UCMJ. Comply with procedural guidance set forth in AR 600-8-2 regarding suspension of favorable actions.

       (9) Send soldier to Customer Service Section, B Det 22d PSB for adjustment of Personnel Records data (PEBD, BASD, BESD, DOR, ETS, and GCMDL dates) to reflect the time lost to be made good.

       (10) Notify higher HQ/MSC of the RMC-AWOL case.

   d. Unit Responsibilities for Return to Military Control (RMC) while on DFR status (absentee returning to unit of assignment after the 30th day of AWOL):

       (1) Conduct immediate inquiry to determine the soldier's reasons for the absence with a view towards resolving the problem(s) and precluding-further unauthorized absences.

       (2) Prepare DA Form 4187 documenting the RMC and forward original to DFR Section, B Det 22d PSB. Coordinate with DFR Section to obtain the soldier's DFR packet.

       (3) Request accession orders for the soldier by submitting DA Form 2446, Request for Orders, using format 426 IAW AR 600-8-105, to Personnel Strength Management Branch (PSMB). POC at PSMB can be reached at 967-4545/3483.

       (4) Send soldier to Welcome Center with copy of the accession orders, MPRJ and medical/dental records (if available) to get in-processed to the installation and accessed back into the strength of the Army.

       (5) Notify the MPI of the soldier's RMC.

       (6) For soldiers who had knowledge of classified information, report their return to the unit security manager.

       (7) Take action to obtain the soldier's personal effects and any funds left at the time of departure.

(8) Assure reacquisition of military clothing if necessary.
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     (9) Encourage the soldier to write to his/her NOK.

       (10) Refer soldier to the servicing medical treatment facility for completion of a medical examination.

       (11) Take appropriate disciplinary action under the provisions of the 1ICMJ. If disciplinary action does not result in dismissal or discharge, request disposition instructions from the soldier's career branch. Comply with procedural guidance set forth in AR 6008-2 regarding suspension of favorable actions. 

        (12) Notify higher HQMISC of the RMC-DFR case.

6. POINTS OF INTEREST AND RECOMMENDATIONS:

   a. Battalion S1s/PAC supervisors should appoint an administrative clerk to act as a liaison with the DFR section clerk to ensure correctness, and timely submission of DFR packets.

   b. The documents contained in the DFR packet are legal documents necessary for a warrant to be entered in the FBI national crime information center for apprehension of the soldier. These key documents must be properly signed. It is imperative that suspense and proper reporting procedures be followed.

   c. Absentees and deserters are returned to military control when they:

(1) Surrender to military authorities.

(2) Are delivered to military authorities.

(3) Are detained by civilian law enforcement authorities and a military detainer has been placed against the individual.

     (4) Are receiving treatment in civilian medical facilities but cannot be immediately transferred to a military facility.

   d. If the soldier returns to military control prior to submission of the DFR packet, the soldier will be carried only as AWOL and remain assigned to the unit. It is not authorized to keep a soldier in a DFR status after return to military control. This would place the commander and the Army at risk of erroneous-arrest lawsuits.

   e. Absentees in civilian custody or being treated in a civilian hospital should be returned to the Army as soon as 
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possible. Every attempt should be made to transport absentees to a military facility within 48 hours of being notified of their location.

   f. The prevention of absenteeism is extremely important. Unit commanders should interview returnees to find the reasons for the absence and help solve personal problems. These interviews may help identify trends in absenteeism.

   g. Soldiers who return to military control (RMC) at their installation of assignment are returned to the unit from which they were AWOL unless the unit has been:

   (1) Inactivated.

   (2) Reduced to zero strength.

   (3) Returned to state control (ARNG units).

   (4) Returned to Army Reserve status.

   h. Soldiers who are being processed for discharge under AR 635-200 may be separated without physically returning to military control in one or more of the following circumstances:

      (1) When AWOL after receiving notice of separation processing.

      (2) When prosecution appears to be barred by the statute of limitations, UCMJ, Article 31(a).

      (3) When an alien is AWOL and appears to have gone to a foreign country where the United States has no authority under treaty or other agreement to apprehend the absentee.

   i. Personnel returned to military control at an installation other than the one to which they are assigned are attached to a unit on the installation for the purpose of classifying the absence. After completing the classification action, the soldier is returned to their permanent unit of assignment.

   j. Personnel from continental United States (CONUS) installations are returned to their unit of assignment.

k. Soldier from OCONUS commands that RMC in CONUS are returned to their OCONUS command.

D-8

   l. Personnel from CONUS installations who RMC in an OCONUS command are returned to their CONUS installation. The following exceptions apply:

     (1) The returnee is physically or mentally unfit for further military service.

     (2) The returnee's separation has been directed or is required by applicable personnel management regulations.

     (3) The returnee is to be tried for a serious offense, other than the current AWOL, and testimony of a witness living in the area where the individual returned is required.

(4) Any other reason that is in the best interest of the Army with the approval of the CG, PERSCOM; CG, ARPERCEN, or Chief, National Guard Bureau, as appropriate.

   m. Absentees who cannot be returned to their unit of assignment are reported to CG, PERSCOM.

   n. When l(1) through l(4) apply, the returnee is attached to a unit by the installation commander, pending assignment instructions from CG, PERSCOM; CG, ARPERCEN, or Chief, National Guard Bureau, as appropriate.

   o. Deserters who return to military control and are not returned to their assigned installation (l(1)-(4) above) are to be attached to the Personnel Control Facility (PCF) supporting the area where they returned. The effective date of the attachment is the date the absentee returned to military control. A copy of the orders is to be sent with a copy of DA Form 4187 to Chief, USADIP. The RMC date is the date the soldier is located and brought under military control or custody. Personnel may be returned to the unit from which they were DFR for:

(1) Court-martial on serious charges other than the current unauthorized absence.

     (2) Investigation of serious charges at the time of being DFR.

   p. Deserters who RMC at U.S. Army Health Services Command (HSC) installations who are not being returned to their assigned installation and who do not need to be hospitalized at once, will be sent to the nearest PCF for administration of the absence.
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   q. Deserters who are not being returned to their assigned installation and require hospitalization will be assigned to the nearest PCF. The medical activity commander attaches the deserter to the PCF and the medical activity for treatment. When treatment ends, the deserter is to be sent to the PCF.

   r. It is not authorized to sign DFR documents "FOR THE COMMANDER." Personnel must use their own signature blocks. All signatures must be original.

   s. A unit commander may classify an absent soldier as a defector based on a reasonable determination that the absentee:

(1) Sought political asylum in a foreign country.

(2) Voluntarily resides in a foreign country.

   t. After classifying an absentee's status as a defector, the unit commander completes action and documentation as outlined in para 3-4, AR 630-10.

[Letterhead]

[Date]

[Name and Address of Next of Kin]

Dear [Name of NOK]:

I regret to inform you that [Name of Soldier] has been absent without leave from this unit since [date absence began]. Your {husband's} {wife's} {son's} {daughter's} absence could result in a trial by court-martial with loss of pay and allowances which could mean that {his/her} family members would lose all rights to receive allotments, medical care, commissary, and post exchange privileges, and other military benefits. Continued absence could also result in confinement or dismissal with other than honorable or bad conduct discharge.  If you know where {he/she} is, please urge {him/her} to return immediately to military control at the nearest military installation in order to avoid serious consequences or prolonged unauthorized absence. Rest assured that {he/she} will be given a fair hearing and the opportunity to present any information on {his/her}behalf. [See Note]








Sincerely,








[Commanding Officer]

Note: If the absentee is in the rank of corporal or specialist and below with four years or less active federal service, and the 
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conditions in para 2-7, AR 630-10 apply, add the following paragraph to the letter. Should your {husband} {wife} {son} {daughter} fail to return to duty within the next 20 days, you may be eligible to receive a basic allowance for quarters to financially assist you for a period not to exceed two months beginning with the first day of unauthorized absence. I am enclosing an application for you to complete and return to me as soon as possible.

SAMPLE AWOL NOTIFICATION LETTER TO NEXT OF KIN

[Letterhead]

	PRIVATE
[Unit's Address] 
	[date]


1. I hereby apply for payment of Basic Allowance for Quarters. I am a family member of [Name of absent soldier].

2. I certify that the following statements are true and correct:

   a. I am not occupying housing provided by the U.S. Government.

   b. [Name of absent soldier] is not residing with me at this time.

c. The one statement I checked below applies to me.

   ______I was residing with [Name of absent soldier] immediately before [date the absence began].

   ______I was not residing with [Name of absent soldier] immediately before [date the absence began]. (If this statement is checked, explain in "Remarks" below as to why you were not residing with the soldier).

3. Remarks:

	PRIVATE

	Signature of applicant]


SAMPLE APPLICATION LETTER FOR BAQ
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[Letterhead]

[Date]

[Name and Address of Next of Kin]

Dear [Name of NOK]:

I refer to my letter of [Date of AWOL Notification Letter sent on the 10th day of AWOLI in which I informed you that [Name of absent soldier) had been absent without leave from this organization since [date absence began]. [Name of absent soldier] was dropped from the rolls of this organization on [date soldier was dropped from rolls] and (he/she) has been administratively classified as a deserter from the United States Army. Civilian and military law enforcement agencies have been notified of (his/her) status and requested to apprehend {him/her}. Family members of military personnel classified as deserters are not eligible for post exchange, commissary, medical care, or other military privileges. [See Note]

If you know where [Name of absent soldier] is, please urge (him/her) to return to military control without further delay.

	PRIVATE

	Sincerely,

	
	

	
	

	
	[Commanding Officer]


Note: This paragraph will be added only when the next of kin possesses military identification/privilege card(s).

Therefore, you are requested to return your Uniformed Services Identification and Privilege Card(s), DD Form(s) 1173. A postage-free and pre-addressed envelope is enclosed for this purpose.

SAMPLE DFR NOTIFICATION LETTER TO NEXT OF KIN
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