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Commanders Report Interim Guidance
On August 29, 2011, the Transition Policy memorandum was signed by the Secretary of the Army and distributed to Commanders and leaders throughout the Army.  The Transition Policy Initiative includes establishing the Army Career and Alumni Program (ACAP) as a Commander’s program—ensuring every Soldier begins mandatory transition counseling and planning no later than 12-18 months before separating or demobilizing; mandating the Individual Transition Plan (ITP); aligning and integrating education/employment services and functions under a single proponent; and expanding virtual services for career and education counseling before, during and after deployment.
On 21 November, 2011, the Veterans Opportunity to Work (VOW) to Hire Heroes Act was signed into law, mandating pre-separation counseling, a VA Benefits Briefing, and a DOL Employment Workshop for all Soldiers. VOW is scheduled for implementation November 21, 2012.
This report was generated from the Army Career and Alumni Program case management system. This is being sent to you (Commander), as indentified by your local center, to be in compliance with VOW.

The following instructional guidance supplied in this document is for informational purposes in understanding the elements involved in the report and how to read the data. 
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Column 1 – UNIT:  A pre-populated cell identifying the unit to which the Solider registered with ACAP
Column 2 – SOLDIER:  Alphabetical order of each Soldier within your unit eligible for Transition.  The column will have the following criteria:
· Soldier Last name, First Name, registered email address, Social Security number
Column 3 – TRANSITION DATE:  This is the Soldiers official ETS date
Column 4 – CAREER READINESS:  This column incorporates the following requirements to be complete.  The date reflects the last completed item.
· Preseparation Counseling
· Registration in e-Benefits and MyHealtheVet
· VA Benefits Briefing
· Military Occupational Code (MOC) Crosswalk to Civilian skills
· Individual Transition Plan (ITP)	
Column 5 – INDIVIDUAL TRANSITION PLAN (ITP) DATE:  The ITP is an individually tailored transition plan specially designed by the Soldier with the guidance of ACAP counselors. If the requirement is completed, the date will populate in the column.  The there is no date; the Soldier must complete their plan with a one-on-one counseling session prior to transition.   The completed date will be verified in the IPT Review column.
Column 6 – PRESEPARATION COUNSELING:   If the requirement was completed, the date will be populated in the column.  If there is no date, the Soldier must complete this mandatory counseling session no later than 12 months prior to Transition.
Column 7 – DOL WORKSHOP:   The Department of Labor Employment Workshop addresses several factors that contribute to successful employment transition. If the requirement is completed, the date will populate in the column.  The there is no date; the Soldier must complete this workshop prior to transition.  
Column 8 – VA WORKSHOP:   The VA Benefit Briefing informs service member of their veteran benefits options.  Registration for e-Benefits and MyHealtheVet benefits.  If the requirement is completed, the date will populate in the column.  If there is no date, the Soldier must complete the workshop and registration prior to transition.
Column 9 – RESUME COMPLETE:  Completed date of resume of choice (Federal or Private) will reflect the completion date.
Column 10 - -COLLEGE APPS:  The number of colleges / or technical schools the Soldier has applied for. 

Column 11 – JOB APPS:  The number of jobs the Soldier has applied for.
Column 12 – JOB OFFER:  Date will be populated of Solider has received a formal job offer.
Column 13 – MILITARY CROSSWALK (MOC):  This module translates military skills. Training, and experience into credentialing appropriate for civilian jobs.  . If the requirement is completed, the date will populate in the column.  The there is no date; the Soldier must complete this workshop prior to transition.  
Column 14 – VA APPLICATIONS:  Cell reflects completed date of registration for e-Benefits and MyHealtheVet benefits, and application for disability benefits. 
Column 15 – FINANCIAL PLANNING: The workshop provides Soldiers with the information and tools needed to identify financial responsibilities, obligations, and goals after transition from the military.  Once completed, the date will be populated in this column.
Column 16 – INDIVIDUAL TRANSITION PLAN (ITP) REVIEW:  This column reflects the date an ACAP counselor has reviewed the Soldiers tailored individual plan and verified its completion. 
Column 17 – SELECTED TRACK:  The Goals, Plans, Success (GPS) track the Soldier has selected and will reflect as either employment or education.
Column 18 – CAPSTONE:  The final activity of the transition program that verifies the Soldier meets the requirements and has a viable plan for transition.  This is reflected by the date completed.
Column 19 – CENTER NAME:  The ACAP center the Solider has registered for transition services.
Column 20 – COMMANDER EMAIL ADDRESS (CMDR_EMAIL_ADDR):  The cell is populated by the POC from UIC.  
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