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1. References: 

a. Secretary of the Army Transition Policy, 29 August 2011. 

b. HQDA EXORD 054-12 ISO Army Transition, 22 March 2012. 

2. Applicability.  This policy applies to all USARPAC Soldiers, DA Civilians and Family members as appropriate.  
3. Policy.
a. The Army Career and Alumni Program (ACAP) is the installation agency responsible for providing timely and effective transition assistance to Soldiers and Retirees as well as Army civilian employees and their Families on a space available basis under Title 10 U.S.C 1142-44 and the Veteran’s Opportunity to Work Act of 2011.  ACAP, the Veteran’s Administration (VA), and Department of Labor (DOL) are partners in preparing transitioning Soldiers for success.  These agencies provide the information on benefits and assistance necessary to make informed transition decisions for securing employment based on military acquired skills, training, and experience.
b. Soldiers may use ACAP services one year prior to separation and six months after they depart the Army.  Those retiring may begin two years prior and continue for life.  This timeline allows flexibility to release Soldiers for ACAP services between major training events and commensurately with their individual needs and career goals.
c. The Army has established a list of required transition tasks and timelines for their completion to assist Soldiers in securing their benefits and employment prior to leaving the military.  Commanders will designate a point of contact to synchronize unit efforts with ACAP and ensure Soldiers complete the Army’s transition tasks in accordance with the timelines below.  The ACAP Center will ultimately track Soldiers progress in ACAP XXI and provide monthly reports.  
1) Every Soldier eventually leaves the Army, so transition actually begins with the first assignment.  Within 30-60 days of a Soldier’s arrival at a unit, the Career Counselor/Retention NCO should discuss short-and long-term military career goals with the Soldier.
2) No later than 12 months prior to separation, Soldiers will complete the statutory pre-separation briefing either online at www.acap.army.mil (preferred) or by appointment at the ACAP Center.
3) Within 2 weeks of the pre-separation briefing, Soldiers will schedule an Initial Counseling with the local ACAP counselor.  The ACAP counselors will assist in completing the Individual Transition Plan, schedule ACAP briefings and events, and provide a copy of the authenticated DD Form 2648, Pre-separation Counseling Checklist.
4) No later than 9 months prior to separation, Soldiers will complete the five-day Transition Assistance Program (TAP), to include the DOL Employment Workshop, the Military Occupational Code seminar, and the Financial Management Workshop.  The TAP is the first step in preparing for civilian employment and covers topics such as resume writing, job applications, interviewing, and job search techniques.  Upon completing the workshop, Soldiers will have completed a draft resume and 12-month budget.  Soldiers will not be required to conduct unit training, physical fitness training, or attend unit formations during the five-day TAP.  Soldiers may not be pulled from the workshop except by consent of the Battalion or Brigade Commander or Command Sergeant Major.
5) No later than 6 months prior to separation, non-retiring Soldiers will attend the Transition Orientation (TO) and VA Benefits briefing.  The TO provides important information on separation orders, DD 214, clearing, finance, Reserve opportunities, and transportation entitlements.  
6) No later than five months prior to separation, Soldiers should have a resume that has been reviewed by their ACAP counselor.  
7) Soldiers may schedule focused transition-related training, counseling, and computer lab appointments throughout their transition.  Focused training may include financial planning, credentialing, Federal resumes, job search, Troops to Teachers, job fairs and hiring events, and starting a business.  Counselor and computer lab appointments provide time for assisted resume writing, job search, and career research.  Counselors also assist with such tasks as evaluation of job offers, credentialing information, and interview preparation.  Soldiers will also receive assistance registering for federal benefits at one of the following websites: www.ebenefits.va.gov, www.myhealthevet.va.gov, or DOL at www.careeronestop.org. 
8) In order to clear ACAP, Soldiers must have a completed resume.  Also encouraged is one of the following:  firm job offer, acceptance letter from a college or training institution, business plan, or list of current job openings matching their individual level of knowledge and skills.  Soldiers must also have registered for federal VA and DOL benefits.
9) The above timelines allow flexibility for full participation in ACAP services with minimal impact on unit mission.  Leaders will promote ACAP attendance and allow separating Soldiers sufficient time to transition.  Commanders will monitor timelines and events to ensure Soldiers comply with the law and this policy.  ACAP attendance percentages will be briefed at the Brigade level.
d. Deploying Soldiers with less than 12 months remaining on active duty will complete the statutory pre-separation briefing and individual counseling prior to deployment.  They may use virtual means to continue to work on their transition tasks and resume in person once they return.
e. Soldiers who are in remote locations may complete ACAP training via the Virtual Workshop.  They can register through the ACAP call center and receive information at www.facebook.com/Armycareerandalumniprogram, and complete the VA Benefits brief at www.ebenefits.va.gov/ebenefits-portal.    
f. The ACAP timeline does not apply to Soldiers beginning the Medical Evaluation Board/Profile Evaluation Board process and/or unprogrammed losses. These Soldiers will be immediately referred to ACAP to complete as many services as possible prior to separation as they may be at high risk for unemployment.
4. Senior Commanders will conduct quarterly transition services councils with supported and supporting stakeholders in order to synchronize and coordinate services, resources, and compliance at the local level.  Commanders will provide quarterly EXSUMS to the USARPAC G-1, Human Resources Policy Division. 
5. Getting Soldiers to ACAP and encouraging civilian and Family members to participate  reiterates our commitment to Soldiers and Families.  ACAP can help Soldiers leverage their valuable Army acquired skills, training, and experience to obtain civilian careers or education.  ACAP support to Soldiers and their Families provides assistance during transition for Active Duty, National Guard, and Army Reserve, and improves the Army’s ability to recruit and retain quality men and women.
6. Expiration:  This policy supersedes the 18 October 2011 policy and will remain in effect until superseded or rescinded.
7. Proponent: The DCS,G-1 is the proponent for this policy.  
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