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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.  Soldier for Life-Transition Assistance Program (SFL-TAP):

NET 18 months - NLT 90 days
All Soldiers must complete these mandatory courses prior to their separation date:  Pre-separation Briefing and Initial Counseling with DD Form 2648 or DD Form 2648-1, eBenefits registration, DOL Employment Workshop attendance, Receive DOL Gold Card, VA Benefits Briefings I & II attendance, MOS Crosswalk gap analysis, Job Application package or job offer letter, Individual Transition Plan, Continuum of military service counseling (AC Only), and CAPSTONE with DD Form 2958.  Submit both the DD Form 2648 and DD Form 2958 to the TC upon reporting for separation processing.
b.  Initiate Request for ETS/Separation Orders:

120 days prior to ETS date
S1/BDE/BN receives notification from TC or MPD, TAMC of Soldiers scheduled to ETS.  Soldiers submit DA Form 31, if authorized Transition Leave (TL).  Approved TL forms are accepted on Monday, Wednesday and Friday between the hours of 1300 and 1500. 
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ETS: 60–90 days prior to separation
ETS orders are published and distributed to S1’s for delivery to each Soldier.
Medical discharges: 
MEB/PEB orders are published NLT 7 working days after notification from the TC.

For MEB/PEB separations, Permissive TDY (PTDY) may be authorized along with TL.

Chapter separations:     

           Orders are published within 3 days of receipt
                                                                 of the approval memo; separation date will be 

                                                                 established NET 10 days after issuance of  

                                                                 separation orders.                                                                  
Retirements: 
Retirees receive orders as soon as retirement request is approved.
d.  Survivor Benefit Plan (SBP) Counseling:

9 months prior to Retirement 
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.  Separation History and Physical Examination (SHPE):

180 days prior to separation 
The SHPE is mandatory and includes a review of a Soldier’s Medical History, documented on a DD Form 2807-1 (Report of Medical History) and a physical examination, documented on a DD Form 2808 (Report of Medical Examination).  These documents must be completed prior to reporting to the Transition Center. This mandatory change has been added to the Installation Clearance Papers and failure to comply with this requirement will delay the Soldier’s separation processing. 
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f.  Review Your Army Military Human Resource Record (AMHRR) & Finance Record prior to separation; Request copies for your personal file:
3–4 months prior              Non-PSDR Soldiers please visit the MPD Records Section, 
                                           to review your AMHRR.  All PSDR Soldiers contact your 

                                           Brigade/Battalion S1 to review your AMHRR.  Ensure your

                                           ERB/ORB, DD Form 93, SGLI, PEBD, BASD, Rank & DOR
                                           are correct.  If errors are found, please have the documents

                                           required to make those corrections.  Visit your Finance 
                                           Office and re-verify all Service Dates, Rank, DOR and 
                                           entitlement to BAH, COLA, dependency status and location 
                                           of dependents.  VERY IMPORTANT: Make copies of your 

                                           AMHRR, Health & Dental Records prior to separation.
g.  Shipment of House Hold Goods (HHG) & POV:

2-3 months prior
Schedule HHG pick-up and POV shipment.  Must have separation orders to make these appointments.
h.  Clear Government/Off-Post Housing & Get TLA Info:

1-2 months prior
Schedule Housing appointment to clear Government Quarters or Off-Post Rental.  Receive information on TLA policy from Housing Office.  Do not schedule HHG pick-up or Quarters clearance on report date to Transition Center! 

i.  Receive Clearance Papers (DA Form 137) & Begin Out-Processing:

14 days prior
           To obtain clearance papers visit:  

                                            http://www.garrison.hawaii.army.mil/dhr/
                                            Scroll down to the out-processing tab, select the applicable
                                            out-processing briefing slides and follow the instructions. 

                                            *Within 3 BUSINESS DAYS you will receive an email 
                                            indicating when your clearing papers will be sent via email. 
                                            Clearing papers are emailed 14 Calendar Days prior to your
                                            AVAL/report date to the Transition Center.  If you are within
                                            your 14 day window we will send an email stating the     

                                            earliest date they will be available.*  If you have any
                                            questions, please call Out-processing at 655-4274 
IMHW-HRM

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

j.  Installation Out-Processing Clearance - DA FORM 137:

Last working day
Receive final Out-Processing Clearance Stamp on DA Form 137 at In/Out processing section in room 103. This stamp is required to out process the Transition Center and receive your DD Form 214.
k.  Report Date to Transition Center (TC):

Report as indicated on orders
Report to the Transition Center, Room 200, Building 750, as indicated on the date and time indicated on your separation orders.  TAMC Soldiers once you receive your separation orders please contact the TC (655-0175) to schedule a pre-separation briefing with one of the TC counselors.  Please bring all supporting service documentation with you to that briefing. 
l.  Reveive Separation Documentation:

Transition Center
Each Soldier is required to review and digitally sign their DD Form 214 (Certificate of Release or Discharge from Active Duty).  The TC Chief will brief each Soldier and provide copies of their DD Form 214 and any additional separation documents and authorized certificates.  All Soldier are required to sign out of their unit prior to taking transition leave, Permissive TDY, regardless if you’re staying in Hawaii or not. 
m.  Availability Date/Date of Departure/Separation Date:

Begin Leave and/or PTDY:
Soldiers are required to clear the installation, sign their DD Form 214 prior to departing this command on Transitional Leave (TL) and/or PTDY.  The Availability Date on your separation orders is the earliest date you can start TL or PTDY.
Separation date:
Soldiers who are not taking TL or PTDY are authorization to sign out of their unit NET 1800 hours on their separation date.
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n.  Need Assistance?

Soldiers requesting information on Transition Center processing may call the Transition Center at (808) 655-0175/0080.  For all other inquiries, please contact In/Out Processing at 808 655-1272/7182, or other supporting agencies for assistance.








      Action Officer Don Carter, 655-0175





     Released by Mr. Arthur Neff, Chief PPB, 655-6824

