VOLUNTARY CHAPTER PACKET CHECKLIST
Name:
___________________________________________________
Rank:  __________
Unit:  
 _______________________________________________
Chapter:  ________
	Forms/Memo
	Description
	

	Approval Authority Memo
	See “Approval Authority” below (ALL)
	

	DA Form 4187
	Application (NA for Chapter 10)
	

	DA Form 31
	Approved Leave Form with Control # (NA for Chapter 10)
	

	DD Form 2648
	ACAP (mandatory) (ALL)
	

	DD Form 4-1,2,3; DD214
	Initial Enlistment Contract and prior service records, 

(if any)  (ALL)
	

	DA Form 268
	FLAG Removal, (if applicable) (ALL)
	

	PCS Orders to Hawaii
	To verify command sponsor dependents on the PCS orders (ALL)
	

	DD Form 2807, 2808
	Chapter 8:  Physical Exams or Assessment, Pregnancy Profile and Pregnancy Counseling
	

	Approval of CSPN and/or ERD
	If any (ALL)
	

	DA Form 4817
	Chapter 10:  AWOL dates (PDY to AWOL, AWOL to DFR, DFR to PDY)
	

	Complete Chapter Proceedings (signed and dated)
	Chapter 10:  Including confinement in and out documents.  Escort in the grade of E5 or E6.
	

	ERB 
	Enlisted Record Brief (ALL)
	

	School Acceptance Letter 
	Chapter 5-16:  Acceptance letter from the College or University
	

	Letter of Acceptance
	Chapter 16-2:  University, Professor of Military Science (PMS) , Cadet Command, waiver approval (if requested)
	

	DA Form 4991-R
	Chapter 16-4:  Declination of Continued Service Statement (DCSS)
	


Approval Authority: 

Bn Cdr w/ Legal Advisor:  Chapter 8 (Pregnancy), 16-2 (Enlisted Commissioning Program, 16-4 (Declination of Continued Service)
Bde Cdr (SCMCA):  Chapter 5-16 Further Education/90 School Drop), 6-3 (Hardship)
General Officer (GCMCA):  Chapter 10 (Discharge In-Lieu of Court Martial (maybe delegated to the SCMCA for AWOL/DFR).
Note:  Transition Leave is not authorized for Chapter 16-2.  PTDY is not authorized for all voluntary chapters.
Received by:
Retirement Services Office:  _____________________________ Date:  __________________
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