TC Newsletter 04-01
Greetings from The United States Army Human Resources Command - Alexandria,
1. New Command. On 1 October 2003, Headquarters, United States Total Army Personnel Command (PERSCOM), Alexandria, Virginia was inactivated. On 2 October 2003, we became the United States Army Human Resources Command. (Please note our office symbols have changed from "TAPC-" to "AHRC-.) We are still a field operating agency (FOA) of the Office of the Deputy Chief of Staff, G-1, Headquarters, Department of the Army. General Orders No.7 dtd 30 September 2003 can be viewed at https://patriot/. 
2. Retirement Certificates. The Certificates of Retirement and Certificates of Appreciation are now available with the new Chief of Staff's signature. Distribution is NOT automatic. These certificates must be requisitioned through your normal publication process. 
3. Processing Retirement Requests. Ms. Rollins of Officer Retirements has asked that each installation verify that officers have sufficient time to retire, by completing their service computation, prior to requesting a Retirement Control Number from AHRC-Alexandria. Installations are reminded that a "line through" on retirement applications is not accepted, and that the proper endorsements (chain of command, RSO/PSB, etc) must be included. Your cooperation is appreciated to ensure the officer's application process is not delayed. 
4. DEMOBILIZATION PROCESSING. From the many phone calls and emails I am receiving there still appears to be problem areas that need to be addressed. Anyone involved with this process needs to become familiar with the Consolidated Personnel Policy Guidance (PPG), especially Annex H - Redeployment, Stabilization and Demobilization (latest version dated 3Nov03). The PPG can be viewed from our homepage at https://www.personcomonline.army.mil/tagd/retire/retire.htm, or from G-1 web page at http://www.armyg1.army.mil under Plans, Resources and Operations. AR 635-5 (Separation Documents) prescribes the DD Form 214 (Certificate of Release or Discharge from Active Duty) and can be viewed from our homepage or the United States Army Publishing Agency at www.usapa.army.mil.
A. WHO RECEIVES A DD FORM 214. AR 635-5, paragraph 2-1 prescribes the criteria for issuing this form. Basically, soldiers mobilized for a contingency operation (under specified statues listed in AR 635-5) are issued a 214 even if they serve only 1-day of active duty. However, if they report to the mobilization station and are found unqualified they are issued a DD Form 220 (Active Duty Report). As we all know, almost everything has an exception. The exception - if the soldier is found unqualified and enters the physical disability process, that soldier is then issued a DD Form 214 - regardless if the soldier receives compensation or not.
B. COORDINATION BETWEEN THE UNITS AND TCs. Soldiers should NOT be released from active duty without receiving the DD Form 214 (or 220, if applicable). The TCs or authorized agencies issuing the DD Form 214 must be notified of soldiers they are to process, and be provided the source documents. The TC directory was created as a tool for communication, it's available at our homepage at https://www.perscomonline.army.mil./tagd/retire/tclist.htm . 
C. PRE-SEPARATION COUNSELING. Section 1142, Title 10, U.S.C. (and MILPER Message 02-156) directs that separating/retiring soldiers must receive their Preseparation Counseling a minimum of 90-days prior to scheduled ETS/retirement date. The TCs will collect the DD Form 2648 (Pre-separation Counseling Checklist) signed by the soldier to verify compliance with the law. This form must be filed in the soldier's Official Military Personnel File. To answer the large volume of questions from deployed soldiers wanting to know when they are to be returned to home station for ACAP services, outprocessing and transition leave, the ACAP office provided the following from G-1: 
"(1) Fully understand the requirements in Public Law, however, Commanders must make the decision when to return separating soldiers to their home station for ACAP, outprocessing, taking approved transition leave. The decision must be based upon unit readiness, mission requirements and the needs of the soldier.
(2) At the present time there is no ACAP Center in the Middle East. We are currently exploring the possibility of sending a team(s) of ACAP counselors to the Middle East to provide the mandated Preseparation Counseling and to possibly conduct ACAP employment workshops. Coordination is on-going on this initiative.
(3) The best way to assist a soldier who is deployed and is separating from the Army is to allow him/her to return to home station 120-90 prior to ETS or retirement date. This would allow sufficient time to complete all ACAP services, outprocess from the installation and take approved leave. If that is not possible because of unit readiness and mission requirements recommend the following approach: Take the soldier's new ETS date and then subtract 15 days for ACAP, 15 days for outprocessing and the number of days of transition leave. This should be the latest date as to when the soldier needs to be back at home station. It is not the ideal way to separate from the Army, but it will allow the soldier to complete ACAP services. Under normal circumstances, a soldier uses ACAP over a period of several months, however, it can be done in 2 weeks provided the soldier fully applies the time allowed to ACAP. 
(4) Once a soldier is returned to home station, the first step in the ACAP process is to complete the mandated Preseparation Counseling. This process takes about 2 hours at an ACAP Center. The counseling is recorded on a DD Form 2648 (Preseparation Counseling Checklist) and copies are provided to the soldier and supporting Transition Center (TC). A Soldier is not allowed to outprocess and go on any approved transition leave without having completed the DD Form 2648. The next step in the ACAP process is for the soldier to attend an ACAP workshop (2 or 3 days in length). Once that has been completed, the soldier needs to go back to the ACAP center and start developing and finalizing a resume/cover letter, practice job interview and start searching the Internet Job Data Banks for job vacancies. Counselors will help the soldier in all of the available ACAP services. Soldiers need to take advantage of these Counselors. As stated previously this entire process can be done in 2 weeks, but requires the full attention of the soldier. Army policy allows soldiers to use ACAP for up to 180 days after separation. ACAP can also be used during outprocessing and during transition leave".
D. ORDERS. AR 600-8-105 prescribes military orders. Additional guidance for orders and funding is provided in the PPG, Annex B. 
(1) For REFRAD soldiers use Format 523 and include the following statements:
(a) "Soldier is eligible for Transitional Health Care under 10 USC, Section 1145 until (less than 6 years = 60 days; 6 or more years = 120 days)". (This is also applicable for soldiers that had stop loss lifted.) 
(b) "Soldier was REFRAD for contingency operation (e.g., Noble Eagle Enduring Freedom, Joint Guard, etc) and the REFRAD is for demobilization of forces from a contingency operation". Movement Designator Code (MDC) should be "Not Applicable". (Mob order provides appropriate accounting classification data for movement to/from mobilization locations.)
(2) Format 401 (Individual deployed soldier) is used to move soldier from location to location. Format 700 (Amendment of orders) will be added when applicable.
(3) Format 620 used for Recalled Retirees reverting to the retired rolls. 
E. DD FORM 214 ENTRIES. The TCs (or authorized issuing agency) will complete every block on the 214. Policy does not allow for an "ABBREVIATED 214" - it just does NOT exist. The benefits a soldier may be eligible to receive as a result of military service will be based primarily on the DD Form 214; therefore, it's imperative that the form be complete and accurate. ENSURE the following information is included and correct on a demobilizing soldier's 214:
(1) Record of Service (item 12 a-h). Double check the separation date--do not use future date, or confuse with Reserve Obligation Termination Date in item 6.
(2) Awards (item 13). Check to ensure the soldiers' awards have been entered. However, only enter awards that have been approved. See the PPG, Annex H, Section 14. Direct questions regarding awards to Ms. Arlette King at (703) 325-9171, DSN: 221. 
(3) Remarks Section (item 18): 
(a) For Reserve Soldiers ordered to active duty to support a contingency operation enter the following statements in succession. (For an active duty soldier deployed with his/her unit during their continuous period of active service only enter 2&4 below).
(1) "ORDERED TO ACTIVE DUTY IN SUPPORT OF (OPERATION NAME) PER (APPLICABLE TITLE AND SECTION ORDERED TO ACTIVE DUTY).
(2) SERVICE IN (NAME OF COUNTRY DEPLOYED) FROM (INCLUSIVE DATES, FOR EXAMPLE, YYYYMMDD-YYYYMMDD).
(3 ) SOLDIER COMPLETED PERIOD FOR WHICH ORDERED TO ACTIVE DUTY FOR PURPOSE OF POST-SERVICE BENEFITS AND ENTITLEMENTS.
(4) IF SERVED IN A DESIGNATED IMMINENT DANGER PAY AREA.
(b) For soldiers that had stop loss lifted - include "Retained in Service (specify number of days) For Convenience of the Government Per (authority for retention)". This also applies to soldiers that had their approved retirement (established retirement date) revoked. (It does NOT apply to soldiers that applied for retirement but did not have an approved retirement date.)
(4) Official Authorized to Sign (Item 22). Very important. This signature indicated the information in the certificate is as correct as the records permit; that a quality control check has been made; and that the separation is valid and authorized by the approval authority. Signature authority may NOT be delegated and must be legible on all copies. Authenticators need to ensure if the 214 is reproduced/corrected before the soldiers departs the installation, they must have all copies of the previous/incorrect 214 in hand and destroy by shredding and or burning before they authenticate the new 214. The Department of Labor and Veterans Administration have reported having two separate 214 from the same installation on the same soldier. The verification process creates a lot of extra work and delays the soldiers' ability to receive benefits that may be due to them. Please exercise extra Quality Controls - the information should be checked and double checked against the soldiers records before signing. 
(5) Separation Authority (Item 25). For Retired Recalls reverting to the retired rolls use AR 601-10 for officers and AR 635-200, chapter 4 for enlisted (until AR 635-5-1 can be changed).
(6) Separation Code (Item 26). For reserve soldiers separating for completion of required active service use "LBK". For Retired Recalls reverting to the retirement rolls use "VBK". For soldiers that had stop loss lifted and are separating for completion of required active service use "MBK".
(7) Reentry Code (Item 27). For reserve soldiers separating for other than cause use "NA". Other soldiers will follow the rules in the SPD/RE Code Cross Reference table dated 31 Mar 03, copy attached for convenience. 
F. DISTRIBUTION. In addition to the routine distribution guidance in AR 635-5, the following applies for demobilization. Forward the soldiers' orders, DD Form 214 and supporting documentation for:
(1) USAR Soldiers- Cdr, Army Human Resources Command- St. Louis, ATTN: AHRC-CIS-P, 1 Reserve Way, St. Louis, MO 63132-5200.
(2) National Guard Officers - Army National Guard Readiness Center, ATTN: NGB-ARP-C, 111 S. George Mason Drive, Alexandria, VA 22204-1382.
(3) National Guard Enlisted - Respective State MILPO/AG- state addresses at http://www.ngb.army.mil/ngbgomo/library/roster.asp.
(4) Recalled Retirees reverting to the retired status - Fax a copy to Cdr, Army Human Resources Command - St Louis, ATTN: AHRC-PLM-O at commercial 314-592-1003 or DSN: 892. Reverting these soldiers back to retired status is a manual process that required recalculation of retired pay. Please advise the soldiers of this and ask them to either mail or fax a copy of their orders and 214 to:
Department of Defense Accounting Services
U. S. Military Retirement Pay
P. O. Box 7130
London, KY 40742-7130FAX: 1 800-469-6559.
(5) Department of Labor address changed effective 20 Mar 03. A reminder to ensure DD Form 214, copy 5 is being sent to the new address:
Lockheed Martin Information Technology
U.S. Department of Labor
Federal Claims Control Center
P.O. Box 785070
Orlando, Florida 32878-5070. 
G. SEPARATION TRANSACTION (5010). This is a very important part of transition processing. Ensure the correct SPD Code is used to input this the day after the soldier separates from active duty. The DD Form 214 is the source document. Field Systems Division has asked me to remind the TCs that to ensure the proper SPD Code will be entered for any other transition types on reservist (chapter, etc.) the transaction must be entered through the transition/loss module in eMILPO, instead of the RC module. Direct questions regarding the Separation Transaction to MAJ Mason or MSG O'Donnell at (703) 325-2098/3859, (DSN: 221). 
H. SOURCE DOCUMENTS ACCESS. During our training at AR-PERSCOM in July, attendees were granted access to reserve records via "my2Xcitizen". This access has proven to be very beneficial! St Louis is also developing a "DD Form 214 Help Site" that I believe will also prove to be very beneficial as an instructional tool. This will be a secured site (residing on "my2Xcitizen") with the same limited access. Since the attendees at the July training were granted access to "my2Xcitizen", they will automatically have access site to the new site upon implementation. Any TC that did not attend the training but desires access to "my2Xcitizen (including the new help site) may request access from AHRC-St Louis. Since the access is limited to the personnel preparing the 214s, the TC Chief must designate the person(s) and request access by submitting the person(s) name and AKO log-on to Ms. Tatum at elizabeth.tatum@arpstl.army.mil NLT 1 DEC 03. The TC Chiefs will also be responsible to notify Ms. Tatum when that person(s) no longer has a need to access the secured site. Direct questions regarding access to "my2Xcitizen" to Ms. Tatum at (314) 592-0000, 3766 or DSN: 892.
I know this is a very busy and trying time for the TCs and I do so appreciate everyone's hard work in taking care of our soldiers!
Respectfully,

DEBORAH J. SNIDER 
Transition Policy Analyst
The Army Human Resources Command 
Retirements and Separations Branch 
DSN: 221-4148  Commercial 703-325-4148 
FAX: 221-1965 
Email: Deborah.Snider@hoffman.army.mil 
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