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SUBJECT:  Separation Processing Timeline for ETS, Discharge, Release from Active Duty (REFRAD), and Retirement

1. Purpose.  To provide information about out-processing procedures and requirements that will assist Soldiers prepare and process for separation/retirement from active duty in a timely and efficient manner

2.  Discussion.  The following timeline is provided for planning purposes only.  Variations to this timeline may occur depending upon the circumstances of each case i.e. Chapter cases that may require immediate processing, last minute decision on retirement, etc.  However, this information should be used as a guide for scheduling appointments and taking action to ensure that everyone is prepared to separate from the Army on time and as scheduled.  (NOTE:  Except as otherwise noted, all of the timeframes shown are “prior to the Report Date to the Transition Center (TC),” to begin separation processing from active duty):

a.  ACAP COUNSELING & VA BRIEFING:

NET 2 yrs - NLT 90 days 

ACAP Briefing (DD Form 2648 Checklist) (Retirees Only)

NET 1yr - NLT 90 days 
ACAP Briefing (DD Form 2648 Checklist) (All others with more than 179 days of active duty) (prior to separation date) ACAP is MANDATORY item required by Public Law.  No exceptions for separation processing.
Attend VA Briefing (after ACAP) and prepare VA Claim Form (VA 21-526) if submitting a VA claim for benefits for any illnesses and/or injuries suffered while on active duty.  Submit this form to the TC upon reporting for separation processing

b.  INITIATE REQUEST FOR ETS/SEPARATION ORDERS:

180 days prior to ETS date
PAC receives notification from the TC or MPD, TAMC, of Soldiers ETSing.  Soldiers submit DA Form 31 (if authorized Transition Leave (TL), Latest LES, Copies of pages 4-1 & 4-3 of Enl 
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ETS: 90 – 120 days prior to separation
ETS orders are published and distributed to PAC for delivery to each Soldier.
Medical discharges: ASAP
MEB/PEB orders are published as soon as required documents are received at the TC from Soldier.

For MEB/PEB separations, Permissive TDY (PTDY) may be authorized; however, TL is not authorized.

Chapter separations: ASAP

Orders are published about 7 days after approval with a separation date of about 10-14 days later

Retirements: 1 yr -90 days
Retirees receive orders as soon as retirement request is approved.

d.  SURVIVORS BENEFIT PLAN (SBP) COUNSELING:

9 mos - 90 days prior
Schedule SBP counseling together with spouse at the Retirement Service Office (RSO).

Mandatory for all retirees           Prepare and sign DD Form 2656 (Data For   Payment of Retired Personnel).  [This document is part of 

                                                      
the retirement packet]

e.  PHYSICAL EXAM/MEDICAL ASSESSMENT:

NET 4 mo - NLT 1 mo prior 
Schedule and complete Separation/Retirement Physical Exam (Mandatory for all retirees and certain Chapter cases; optional for all others). For Chapter actions schedule ASAP.  Complete DD Form 2697 (Report of Medical Assessment - Physical Waiver) at TMC if not taking a separation physical exam

f.  REVIEW PERSONNEL & FINANCE RECORDS; GET COPIES FOR PERSONAL FILE:
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2-3 mo prior                       Visit the Records Branch, MPD/PSB, to review and 

                                           Updated DA 201 File (MPF) & ERB/ORB, DD Form 93 

                                           SGLI.  Verify PEBD, BASD, Rank & DOR dates with 

enlistment docs and records.  If in error, MPD/PSB sends corrections to Finance ASAP!  Visit your Finance Office and re-verify all service dates, Rank & DOR, and entitlement to BAH, COLA, dependency status and location of dependents, etc.  A very important “must do” item.

Make copies of 201 File and Health & Dental Records for personal file.

g.  SHIPMENT OF HOUSE HOLD GOODS (HHG) & POV:

1-3 mo prior
Schedule HHG pick-up & POV shipment.  Must have separation orders
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h.  CLEAR GOV’T/OFF-POST HOUSING & GET TLA INFO:

1-2 mo prior
Schedule Housing appointment to clear Government Quarters or Off-Post Rental.  Receive info on TLA policy from Housing Office
Do not schedule HHG pick-up or Quarters clearance on 1st Day at Transition Center processing!

i.  ATTEND ALOHA CENTER /MPD OUT-PROCESSING BRIEFING:

30 days prior to TC Report Date
Attend Out-Processing Briefing at the servicing Aloha Center/ MPD.  Receive information about 

(or as soon as you receive orders) installation clearance and out-processing procedures.  Some of the activities require one-on-one personal visits, others may require a simple phone call or your initials for clearance.

j.  RECEIVE CLEARANCE PAPERS (DA Form 137) & BEGIN OUT-PROCESSING:

10 working-days prior
Receive Clearance Papers from MPD/PAC and begin Installation Clearance & Out-Processing
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k.  SHIP HHG & POV; CLEAR QUARTERS; TLA SETTLEMENT:

0 – 10 days prior
Ship HHG & POV.  Clear quarters (bring final termination of quarters statement to the Transition 

Center for Finance processing on reporting date to the TC). If on TLA, bring hotel receipts for 






reimbursement by Finance

l.  INSTALLATION OUT PROCESSING CLEARANCE - DA FORM 137:

Last working day
Receive final Out-Processing Clearance Stamp on DA Form 137 at the Aloha Center/MPD.  Receive 201 File, Chapter Packet (provided to escort, if applicable), Original ACAP Checklist, Original DA Form 31 (Leave Request); Good Conduct Medal Memo (First Termers Only - from Unit Cdr for approval or disqualification), updated ERB/ORB, and DD 93 and SGLI

m.  REPORTING DATE TO TRANSITION CENTER (TC):

Report to TC [NLT 0730 hrs]
Report to the Transition Center, Bldg 750, with all records and documents-see above (also, see 

1st Day at the TC page 19 of the TC Guide for a complete listing of all required records and documents) to begin separation/transition processing from active duty.

n.  RECEIVE SEPARATION DOCUMENTS & TRANSITION STAMP:

2nd Day at the TC
If going on Transition Leave (TL) and/or Permissive TDY (PTDY), receive DD Form 214 (Certificate of Release or Discharge From Active Duty) together with other separation documents and certificates.  Everyone receives “Transition Stamp” to pick up Airline Tickets at the Transportation Office for departure from the command.
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o.  AVAILABILITY DATE/DATE OF DEPARTURE/SEPARATION DATE:

Begin Leave and/or PTDY:
Authorized to depart the command on TL and/or PTDY on “Availability Date” on orders

Separation date:
Separate from the Army if not going on TL/PTDY with authorization to depart the command not 






earlier than – [NET]) 1800 hours on this date.

p.  NEED ASSISTANCE?

Soldiers requesting information on Transition Center processing may call the TC Customer Service Section at (808) 655-1828/1135.  For all other inquiries, please call the servicing PSB/MPD, Aloha Center, or supporting agencies, i.e. Transportation, Housing, ACAP, Finance, Troop Medical Clinic, etc., for further information and/or assistance.








      Action Officer Don Carter, 655-0083






     Released by Mr. Neff Arthur, Chief PPB, 655-6684
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