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This checklist is not a required key supporting document (KSD).  
However, use of this checklist is strongly encouraged to ensure all cases are timely and complete.
I.  ACTIONS
Service Member/Command 
1. Initial items required by TSC for release of orders(5-9 months prior to approved separation date) 
2. Initial items required by TSC for release of draft DD 214 (5-9 months prior to approved separation date) 
3. Secondary items required to be submitted to TSC as completed
(60 days prior to commencing PTDY and or terminal leave 
per MILPERSMAN 1900-015)
4.  For Involuntary Separation (ISP) Recipients Only
Clerk/Supervisor 
FIDS to Stop/Start/Change
Legal/NJP/ADSEP Recipients Only
Items not required to be submitted but must be initiated/completed by the member/command prior to approved Fleet Reserve/ Retirement date 
II.  RETAINS
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