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Objectives:

• Describe the Reserve Separation (DD214-1) Areas of Responsibility (AOR)

• Identify the Process Flow of Reserve Separations

• Learn the Required Key Supporting Documents (KSDs)

• eCRM Routing Guidance

• Describe Common Errors and Issues

• Discuss Reserve Separations Best Practices

• Identify Additional Training Available in NSIPS
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Reserve Separation AOR

Reserve Separations will produce a DD214 and a DD214-1* for the following scenarios:

• Transfers within USNR

• Transfers to USN Active Duty (AD)

• Discharges (applies to all TAR / SELRES / IRR / VTU / S1 / S2 Sailors)

• Retirements (applies to all TAR / SELRES / IRR / VTU / S1 / S2 Sailors)

• Corrections to previously issued DD214-1s

*All DD214-1s accompany a DD214. 
 The DD214-1 CANNOT be issued separately.
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Reserve Separation AOR continuation

Transfers within USNR

• Any transfer from TAR / SELRES to IRR (including VTU) and Standby Reserve

Transfers to USN AD

• Career Intermission Program (CIP) reverting back to AD

• TAR / SELRES to AD

• Indefinite recall to AD

FEB 2025 4



Reserve Separation AOR continuation 

Separations (applies to all TAR / SELRES / IRR / VTU / S1 / S2 Sailors)

• EAOS / EREN / EOS expiration (i.e. contract completion)

• Administrative Separations

• High Year Tenure (not eligible for retirement)

• Officer Resignations

• Involuntary Separations

• Medical Separations with Severance Pay
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Reserve Separation AOR continuation  

Retirements (applies to all TAR / SELRES / IRR / VTU / S1 / S2 Sailors)

• Without pay (Gray Area)

• With pay

• PDRL or TDRL

• Recalled Retiree reverting back to Retired status

Corrections to previously issued DD214-1s
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Process Flow of Reserve Separations-SELRES/TAR

Service Member
Complete required 
documents / package and 
submits to NRA / NRC for 
CPPA submission via eCRM.

CPPA
Receive and 
review package. 
Submits to TSC 
Norfolk via eCRM.

TSC Norfolk
Receive and review package. If 
package contains all required 
initial documents – create 
DD214-1 worksheet on NSIPS.

Service Member*
Review DD214-1 
worksheet and route 
back for corrections or 
route back as accurate.

TSC Norfolk*
Process corrections, 
when accurate, 
generate DD214-1 for 
signature.

Service Member*
Review and Sign 
DD214-1 in NSIPS.

TSC Norfolk
Sign DD214-1 in NSIPS.  
DD214-1 is uploaded into 
eCRM case. CPPA can 
retrieve a copy from 
eCRM for retain.

Service Member
Receive DD214-1 in NSIPS.

*Cases (including ADSEPs and PDRL/TDRL) 
received LESS THAN 60 days prior to member's 
separation date will NOT be sent to the service 
member for review before signing, marked as 
(signature unattainable). FEB 2025 7



Process Flow of Reserve Separations-IRR/Standby 

Service Member
Complete required 
documents / package and 
submits to NRA / NRC for 
CPPA submission via eCRM.

TSC Norfolk
Receive and review package. If 
package contains all required 
initial documents – create 
DD214-1 worksheet on NSIPS.

Service Member*
Review DD214-1 
worksheet and route 
back for corrections or 
route back as accurate.

TSC Norfolk*
Process corrections, 
when accurate, 
generate DD214-1 for 
signature.

Service Member*
Review and Sign 
DD214-1 in NSIPS.

TSC Norfolk
Sign DD214-1 in NSIPS.  
DD214-1 is uploaded into 
eCRM case. CPPA can 
retrieve a copy from 
eCRM for retain.

Service Member
Receive DD214-1 in NSIPS.

*Cases (including ADSEPs and PDRL/TDRL) 
received LESS THAN 60 days prior to member's 
separation date will NOT be sent to the service 
member for review before signing, marked as 
(signature unattainable). FEB 2025 8



Key Supporting Documents (KSDs)

Required KSDs
• NPPSC 1900/3 - Reserve Separations Questionnaire

• DD2586 - Verification of Military Experience and Training (VMET)

• Either a NEOPS or an ASOSH (whichever is MORE up to date)

o Naval Enlisted / Officer Participation System (NEOPS) – NSIPS (primary)

o Annual Statement of Service History (ASOSH) – BOL (secondary)

https://www.mynavyhr.navy.mil/Career-Management/Reserve-Personnel-Mgmt/Points-FAQ/

• DD4 (Enlisted only)

• All prior DD214s
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Key Supporting Documents (KSDs) continuation

Additional KSDs (if applicable)

• ADSEP Authorization
• HYT Discharge (NAVPERS 1070/613)
• HYT VTU Transfer (RFMT Inactive Duty Training Orders)
• Recall Orders
• RC2AC Approval Letter
• TAR2AC Approval Letter
• AD Reenlistment (RC2AC and TAR2AC only)
• Retirement Approval Letter
• Officer Involuntary Separation Orders
• PDRL / TDRL / SEPSEV message
• IRR Transfer Orders
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Key Supporting Documents (KSDs) sample

NPPSC 1900/4
Reserve Separation Checklist
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Key Supporting Documents (KSDs) sample 

NPPSC 
1900/3

Reserve
Separation
Questionnaire
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eCRM Case Submission (Case Routing Guidance)

Subject Rate/Grade Last Name, First Name, Type of Case, DD MMM YYYY

Description Be thorough to avoid delays

Effective date Date of Member's Separation

Request Type Reserve Services

Problem Code RES Separation-Administrative Separation Use when being processed for Admin Separation.

RES Separation-DD 214-1 Corrections Use for all requested DD214-1 Corrections.

RES Separation-EAOS Use when separating due to EREN or HYT (not eligible for retirement)

RES Separation-PDRL/TDRL Use when separating due to PDRL / TDRL / Medical Separation with Severance

RES Separation-Retirement Use when retiring.

RES Separation-SELRES ENL2OFF Use when converting from Enlisted to Officer.

RES Separation-TAR2AC Use when converting from RC / TAR to Active Duty

RES Separation-Transfer to IRR Use when transferring to IRR.

RES Separation-Transfer to Standby Reserve Use when transferring to the Standby Reserve.

Route To TSC Norfolk

Contact Name Utilize your Sailor’s SSN or DoD ID to find the correct record and to prevent a  case from being opened on the wrong Sailor. 
This is the Sailor’s information, NOT the CPPA’s.
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Common Errors and Issues

• 1900/3 
• Not filled in entirety – address, phone, email, retirement system, etc.
• Unable to be read
• Awards listed on 1900/3 not recorded in NSIPS
o If NOT, upload proof of award into eCRM case to be included on DD214-1

• eCRM (a.k.a. Salesforce) 
• Case not properly routed
o See CPPA Resources // eCRM Library for routing guidance

• Wrong Effective Date on eCRM case
o Should be Date of Member's Separation

• Missing / Incorrect / Incomplete / Unusable KSDs
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Best Practices

• Submit package 5 to 9 months before Separation date, NLT 60 days prior

• Quickly respond to cases placed in “CPPA Action Required” status by TSC Norfolk

• Complete forms legibly, preferably typed

• Review forms to ensure they are filled out completely and correctly

• Provide supporting documentation for any awards, NECs, etc. not reflected in NSIPS
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Interactive Training (NSIPS)

Review training provided on NSIPS 
On landing page, before logging in -
Training > Interactive Training >  NSIPS DD214 Interactive User Guide…"Choose your role"
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References

• DOD INSTRUCTION 1336.01 CERTIFICATE OF UNIFORMED SERVICE (DD FORM 214/5 SERIES)

• MyNavy HR: https://www.mynavyhr.navy.mil/

• Reserve Personnel Manual: > Resources > Official RESFOR Guidance > RESPERSMAN (navy.mil)

• OPS ALERT 026-24, DD 214-1 ISSUANCE FOR RESERVE COMPONENT SAILORS

• Reserve Services Case Routing Guidance (CRG)
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