Separations and
Retirements Process
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Objective

|ldentify the prescribed steps using appropriate systems and
documentation to correctly separate or retire Service Members.




Introduction

In this lesson we will cover:

= High-level submission steps in the process for Fleet Reserve and Retirement
» Resources and Required Key Supporting Documents Training Video
» Separations Process

» Fleet Reserve & Retirement Process

= PTDY - Terminal/Lump Sum Leave - Involuntary Separation Pay

= DD 214 Overview

= Navy Accession Training (NAT) Separations

= OCONUS Separations Routing Guidance

Projected Loss Report

= Separations Travel Claim

= References




Retirement/Separation Package
1INl e,

Service Member

Receive and review package. If If all required

package contains all required documents are

initial documents. Create and received. Generate DD-

release retirement/separation 214 worksheet on
orders. NSIPS

Receive retirement or
separation package from >
member. Review and

submit package to TSC.

Once TSC signs, Final
DD-214 is now
viewable on BOL. Print
copies (1&4) as needed.

Review DD-214 worksheet and Process corrections, Review DD-214 in BOL,
route back for corrections as when accurate, generate g Sign, and route for final e

needed. Otherwise, route back DD-214 in BOL. authorization signature
as accurate. from TSC.
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ensure the following have been completed or started if required:

= Return CWAY quota
= Receive separation authorization or separation orders for Officers

= Capstone and TAP class
= Separation physical
» Ensure no PCS orders are on file for member

Start working package 5-9 months prior to terminal leave/separation date




NPPSC SEPARATION CHECKLIST
NPPSC 1900/2 (Rev. 09-2020)

1. Narme (Lasi Firsé M)

Supporting Directive NPPSCINST 5213.1B

Mmommrmapmwdmﬂundw

|:.* DeD ID 3. Telephome Numier

Officer Separation Orders or Enlisted Discharge Authonzation (as apphcabla)

NPPSC 1900/1 NPPSC Separation Questionnaire (blocks f—J’?,'I/-\

PSONTSC Clerk/Supervizor

BOITSC Fof feleane Of Ofdern
IPrOVed Separaron gare)

| Request Separation Oroers wia PCS Aoundup (PCSR)

Separallm Evaluation (High Year Tenure (HYT) Only) / \

Slwmlﬂ MIBCEILAYSOUE AW BMHOEE D f0re MEMCET QOEE on PTOY ana or
Separation Leave. Verify the foliowing entiSements

Tenure (Y T) Oy

W0 CHECNATGE AUMONIANON (33 anpacane) |
\ N Cusstionnaire [Diocks 1-17)

FiDA to StopidtartiChange

10 - Cemoltion Duty Pay
11 - FEght Decx Pay

14 - Haroship Duty Pay
13 - Parachwie Duty Pay

DD 2586 Verfication of Military E:xperlence apd Training (VME T) and or \m 1

Joint Service Transcnpt (JST) /' penence and Traming (VMET) ana of
PTDY Orders/Reques! (Job and Hou, H:mnng-l

(lmvoluntary Separation Only)

16 - Hazarsous Duty Pay

Sepamhon Leave Paper

Suse Hunting)
———
Iroved Separation daie)

21 - Diving Duty Pay
I3 - Holine Fie Py
27737 - Career Sea Pay

SErF0NT FARGMION COUNESIng Cre-ckiiet

30 - Special Duty
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Subma 5B01 IW-WD’amn

1 Frepare DD 214 CorbRcaty Dl Rewase o Clichange Fom Active Tigy

| Upioaa OO 214 © ﬂuimunﬂmmm. ]

PG Travel submitied via NSIPS ESRACS Travel

on 13F) Reciplenis Oniy

TOPE, 36 neaoed, Ol 10 SEvIce MEmDer

achelors Enlisted Quarters (Bl Check-Out

e Remarks (Fage 1.3 Agreement I0 Serme

Prepare HSIPS 2frength Lost"ES0R Rekased
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[] NAVPERS 1070/613 Administrative Remarks (Page 13) Agreement to Serve

[] Enlisted: Signed Reserve Contract or Denial Letter

~ Officer: Signed Officer Appointment Acceptance and Oath of Office,
Demal Letter, or NAVPERS 1070/613 Administrative Remarks from

4 L) Loss. Do Member Pre-separationTransion Counseing Checkiist
NAVPERSCOM (PERS-9) e o Fom Actiby Gty Command Check-Oul Shiee! Pper NAVADMIN 107714
HPPSC 1900/1 NPPSC Separations M-nr?‘-. NEPSC 190072 NEPSC Sepalatans CRekinl Irs Crecarss)
Reterve ConractOath or Denial Lelgr Final Separaton Pay Workshest
ErEsied DECNAGE AUTROMIABCNS (83 APPacasied SEPATATON EvAMNON (83 SPPECAsH |
Separafion Orders. ¥ Bacheiors Enisied Cuarier (BEQ) Check-Oul
PTDY OrdersMequest (Job and Howle Muniing) Inwgiyntary Separation
[Rvannary Separamen Only) NAVEE RS 1070813 Asminisrative Femars ([Bage 13)
_‘-‘pﬂfﬂlﬂﬂ Ledwe 9*! TRIM SOCUMENtS (43 feJuFed)
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Cladk MNarves (Lasd, =, M) Chie E:ﬂ'urlu'll
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Start the Separation Checkllst

when Member has intentions to
separate.

Start working Administrative
Separations package once notified.

CPPAs will NOT submit
packages without the separation

authorization letter or message
(10-day letter) .

, ingNA.V.Y...
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Separation Documentation

Complete package must contain the following, as applicable:

= NPPSC 1900/2, Separation Checklist

= Signed Administrative Separation Letter, Separation Authorization Message, or
Officer Separation Orders

= Completed Separations Questionnaire, NPPSC 1900/1 (with all supporting

documents) **Medical documents
= Approved Separation Leave Request are NOT to be submitted
= Approved PTDY Orders (involuntary separation only) with separation packages, as
this is a violation of HIPAA™**

» DD-2648 Pre-separation Counseling Checklist

= Copy of prior DD-214s (Certificate of Release or Discharge from Active Duty) if not
available from Service Member's OMPF

= DD2586 Verification of Military Experience and Training (VMET) and Joint Service
Transcript (JST)

= Separation Evaluation (must have for ISP recipients), otherwise, can be submitted

before DD214 is finalized -
B BEmynavy




Separation Documentation (cont.)

Complete package must contain the following, as applicable:

Reserve Documentation, if available
 Signed Reserve Contract (for Officers with < 8 years)
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« NAVPERS 1070/613 “Agreement to Serve”, if not already submitted (ISP recipients)

 Signed Reserve Contract Sheet (ISP recipients)
Command Check-0ut Sheet

Bachelors Enlisted Quarters Check-0ut Sheet
DD-93 or NAVPERS 1070/602 (RED/DA) (review and update)

**Medical documents
are NOT to be submitted

with separation packages, as

this is a violation of HIPAA**

Service members Group Life Insurance Online Enrollment System (review and update)

= Travel Forms, if applicable:

« Passenger Reservation Request (PRR)
« DD884 (Application for Transportation for Dependents)




Fleet Reserve/Retirement
Process




Fleet Reserve/Retirement Package

Submission

Prior to starting the retirement package, CPPA will ensure that th
following have been completed or started:

= FLTRES/Retirement request

= Officer Retirement Orders Issued

= FLTRES/Retirement final authorization

= PDRL/TDRL message for Disability Retirement
= Capstone and TAP class

= Separation physical

Start working package 9-12 months prior to departure from command




NPPSC 1800/1 - Fleet Reserve/

Retirement Checklist

NPPSC FLEET RESERVE/RETIREMENT CHECKLIST

NPPSC 1800/1 (Rev. 08-2020) Supporting Directive NPPSCINST 5213.18
1. Name (Last, First, Mi) 2 DaDID 3. Telephone Number

Service Member/Command
Initial tems Required by PSD/TSC for Release of Orders

(5.0 mhcithe FrorAs Bpphoved Mesk Rasarvaltietinmert date) Fleet Reserve/Retirement Checkis

_I Message of Intent / Permanent or Temporary Disability Retired List mberiCommand

(PORL or TDRL) Message (Enlisted) or Retirement Orders (Officer) >SDITSC for Release of Orders !
rd Fleet Reserve/Retirement date) |
i
]

PSDITSC Clerk/Supervisor

[ Request Fieet RecerveRetirement Orders via PCS Rourdup (PCIR

_J NPPSC 1900/1 NPPSC Separations Questionnaire (Blocks 1- I7y\

e T || OBUSERYV 1o meet Fieet Reserve date H
Initial tems Required by PSDI/TSC for Release of 214 ROS CUNIVRIIE S [[] SSPSON MEceIaNeous ATGRances Datre Memoer Goss On PTOY 3 Of Start 9_12 months prlor
(5-9 months prior to approved Fleet Reserve/R, umont dat NTSC for Release of Draft DD-214 | Separation Leave. Verfy te foI0MNG entiiements
1d Fleet Reserve/Retirement date) | 2103 0 SeanTroceCRange
DD-2586 Venfication of Military Experience and Txdining (VMET) EXDenence and Traning (VMET ’ [] 10- Demorzon Duty Pay
_] Joint Service Transcript (JST) . I ] 11-Fagnt Deca Pay
__l PTDY Orders/Approved Job and House pinting Request p House runsng Request : ] 14 - =arasnip Duty Pay
S tion Leave P. e . . ags
L] e A e e v For Permanent and Temporary Disability
completed (anytime pﬂoyf.f,fmm Sl et esitmant et | Retirement (PDRL/TDRL) start package upon

_! Final Approval Mefoﬁge (Enlksted) or Statement of Senuce (Officer)

ad form instructions for

acceptance of Physical Evaluation Board
(PEB) findings.

LALDON - BAC BAMMAN DeRcton
€5 OUT - Farmily Sepamation Alowance t

“STor T

[ Suomnt Sp01 © memoer s Dot supponed by B<eave”

e D-2656 DOt for Paymant of ReDrec Pl 10 DFAS via “Ash
l_ OF " (45-6Q0 SOyS DOOK 10 IDDIOVET Fetry 1 cate
[7:):.’9“ a3 Rowe DO-212 mey&.\w of Discharge Tom Active

DD-2648 Pre-Separation Counwy{(:heckhst

Command Check-Out Shee AW NAVADMIN 187/14)

\_I NAVPERS 7041/1 PCISA{J‘.eI Submitted via NSIPS ESR PCS Travel
J\B‘lchelols Enhsl :mm (BEQ) Check-Out

_l PPSC 19 NPPSC Separations Questionnaire (Medical and Dental
jorse) en!s)

ms not required to be submitted to PSD/TSC
but must be initiated/completed by the member/command prior
to approved Fleet Reserve/Retirement date
Update Electronic Service Record (ESR) — Submit documents to appropriate
_l section, if necessary

/l ProvVioeiRoute DO-2 13 Certncate CpAeieate Of DISCharge om Active Duty

;Z.’:.:‘:.;’::‘Z':m?z CPPA will submit packages once PDRL/TDRL
N message is received.
Reease Fingrfeparation Pay

0 s;ﬁ:vgﬁg;ﬁ:;g:; :Zf’s?ir:n:d(z‘scw g:;vhmhon (RED/DA) via Navy rengm ks \| "7 D0-2656 Data for Payment of Retred Personnel wilh contrmaton of receipt || oo . . .
S g egra 5 el Syste CNarge Tom Actve Duty N | o DO-2648 Pre-Separation Counseling Checkist D f b m t PEB f d
SGLI enroliment via SGLI Online Enroliment System (SOES) paratcog Zosstonnare | \ | Commana Ched-Ou: Sheet 0 na su / In In 5
LQWQ',WY Croecs e NPPSC 15007 NPPIC Fleet ReserveRetrement CHechis! (Tvs CNecais!)
Prepare travel claim package and directions for travel claim liquidation Z T o ——r—— " **
i DYDY CroeryJob and House Huntng Request TRIM Documents 36 Required Wlfh Da Ckaae
L4 «

TepIrITON Ledve Paper

Il SIGNATURES
Clerk Name (Last, First, AS) Clerk Signature
= { =MyNAVY
—
Supervisor Name (Last, First, M) S&vawmm — Seseins Saileie 58/9
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Fleet Reserve/Retirement
Documentation

Complete package with required documentation:

= NPPSC 1800/1, Fleet Reserve/Retirement Checklist
» Officer FLTRES/Retirement Orders, FLTRES/Final Retirement Approval Message/Letter
= Completed Separation Questionnaire, NPPSC 1900/1 (with all supporting documents)

= DD-2656 Data for Payment of Retired Personnel *must be sent to DFAS 45-60 days prior to
approved retirement date

= Approved Separation Leave Request (e-Leave)
= Approved PTDY orders
= DD-2648 Pre-separation Counseling Checklist

**Medical documents are NOT to be
submitted with FLTRES/Retirement
packages, as this is a violation of HIPAA**

B BEmynavy




Fleet Reserve/Retirement

Documentation (cont.

A
,,,,,,

Complete package with required documentation: ~

,»,,0

e

Copy of prior DD-214s (Certificate of Release or Discharge from Active Duty) if not avail ble from
member's OMPF

DD2586 Verification of Military Experience and Training (VMET) and Joint Service Transcript (JST)
Command Check-0ut Sheet

Bachelors Enlisted Quarters Check-0Out Sheet

DD-93 or NAVPERS 1070/602 (RED/DA) (review and update)

Service members Group Life Insurance Online Enrollment System (review and update)

Travel Forms, if applicable:

« Passenger Reservation Request (PRR)
« DD-884 (Application for Transportation for Dependents)

**Medical documents are NOT to be
submitted with FLTRES/Retirement
packages, as this is a violation of HIPAA**

B BEmynavy




Separations Questionnaire

SEPARATIONS QUESTIONNAIRE
NPPSC 1900/1 (Rev. 08-2019)

Mirecﬁve NPPSCINST 5213.1A

PRIVACY ACT STATEMENT
AUTHORITY: 10 U.S.C. 5013, Secretary of the Navy; E.O. 9397 (SSN), as amended.
PURPOSES: To help the command pay and personnel administrator (CPPA) and
simplify and explain separation procedures by advising Service members of av e travel options and ensi
ROUTINE USES: Disclosures are permitted under 5 U.S.C. 552a(b), Privacy#ct of 1974, as amended.
Defense (DoD) and Department of the Navy (DON) personnel who facilifate separation administrati
DISCLOSURE: Mandatory. Failure to provide required information inhibit timely separation

ment (PSD)transfer office
compliance with directives.

s routine use applies to Department of
ns and advances for Service members.
rvice members.

porting personnel support

General Information (to be completed by Service member) ~ __—______~

1. Rate/Rank: 2. Name (Last, First, Mi): 3. SSN (Fuil): 4. Date:
PS2/E5 06 Jul 2022

5. Personal Phone Mumber;

<ﬁ Personal E-malil A{!dr
7. Type of Separation:

8. Separatlon Date: Dec 10, 2022
9. Dates of Permissive TDY: 10. Dates of Temginal Le [ 11. Home of Record: BOCA RATON, FL

From To From \// TO 12. Place of Entry on Active Duty: MIAMI, FL
N/A N/A Nov 1, 2022 Dec 10,2022 | 13. Home of Selection (if applicable):  NI/A

Block 1: Rate/Rank

Block 2: Last name, first name, and middle initial
Block 3: Full social security number

Block 4: Date the form is being completed

Block 5: Personal cell number of service member

Block 6: Personal email address after separation

Block 7: Select type of separation whether it be Transferring to the Fleet Reserve,

Retirement, separating at EAQS, or being Administratively Separated (ADSEP)

7
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Block 8: Separation date

Block 9: Requested date of Permissive Temporary
Duty (house/job hunting)

Block 10: Requested date of terminal leave

Block 11: The Home of Record is not where the
service member elects to go after separating. It is
the place recorded as the Service member's home
when commissioned, appointed, inducted, or ordered
into a tour of active duty. (Retrieved from DD form 4)

Block 12: Place of Entry on Active Duty is where the
member went to MEPS. Retrieved from DD form 4)

Block 13: Home of Selection

Blocks 1-17 are required to create Fleet
Reserve/Retirement and Separation
Orders - - -continued on next slide

B:BEmynavy:




14. Complete Mailing Address after Separation:

a. Street Address:

b. City: BOCA RATON

|c. State: Floriga [2]|. Zip Code: 33333

15. Complete Mailing Address of Service Member's Nearest Relative:

a. Name: Jb. Relationship: SISTER
¢. Street Address:
d. City: LA MESA Ie. State: Califomia \ Elf. Zip Code: 99999

16. Loan Repayment Program:

N\

a. Are you in a Loan Repayment Program? Mo

| ‘ b. If "YesWide years of commitment:

17. DD 214 Certificate for Release or Discharge from Active Duty /

/

a. Request Copy 6 of DD 214
be sent to the State of:

FL

H b. Request Copy 3 of DD 21 sent to the Central Yes

Veteran's Affairs Offigein Washington DC:

18. Dependency Status (select one):

i i

[¥| Single, No Dependent(s)

[ ] Singfe, With Dependent(s) }nﬁmed With Dependent(s) [ | Married, Military to Miltary

a. Dependents) Location (City &

fe):

b. Dependent(s) Relocation (City

8 saé«q:

¢. Dependent Name {Last, First, MI)

Date of Marriage/Birth Date of Travel

\ Relationship

N

19. Advance Travel Request (select

all that apply): ** Must have served at least 90% of enlistment **

7

i

>

i
=, ‘

Block 14: Service Member’'s mailing address after separation

Block 15: Name, Relationship, and Complete Mailing Address of
Nearest Relative (whomever that may be to the Service Member)

Block 16: Is the member in the Loan Repayment program (Review
Service Member's OMPF)

Block 16b: If the member came in under the Loan Repayment
Program, how many years did they agree to serve to?

Block 17: What state does the Service member choose to have the
Veterans Affairs State Director DD 214 sent to?

Block 17b: Does the Service member want copy 3 of the DD 214
sent to Washington D.C.?

Block 18: Member’'s dependency status and relocation information

Block 19: No longer applicable for separation/retirement

Blocks 1-17 are required to create
Fleet Reserve/Retirement and F
Separation Orders is

MyNAVY -




Separations Questionnaire (cont.)

Section Il is for the medical and dental officer only

Block 6-9: Medical and Dental Officer endorsement or signature and name.

Medical and Dental Endorsements(to ﬂomﬂ@ed by authorized medical facility representative)

1. Physically Qualified for Sepafation? / [*] |2. Dental Exam Complete? 7]
3. MTF has Possession/oféervice treatmem)e{ord (STR)? ;l 4. Requires Additional Dental Treatment? EI
5. Name of the Medital Treatment Fa@i&f I u______________—l—
6. Name ofyeffcal Officer/Representative: I IEDIC Q I {DEIII Q I I

7. Sign i Representative: i

8. /Representative: I

9. Sig}rqture of Dﬁnﬁl Officer/Representative: — e e s s e e s s s s s el

N




Separations Questionnaire (cont)
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Verify the member’s ESR for missing awards

SEPARATIONS QUESTIONNAIRE
NPPSC 1900/1 (Rev. 08-2019) Supporting Directive NPPSCINST 5213.1A ey
Medical and Dental Endorsements (to be completed by authorized medical facility representative) " Servics Medal raq C - NATO P R )
Navy members separating from an activity that are not within an area supported by a Navy medical treatment facility (MTF) or do not have a DoD Air Medal Global War on Termorism Multinational Force and Observers
MTF within a reasonable commuting distance, please make copies of your STR and dental record and the originals to: d Expeditionary Medal //\ Medal

NAVY MEDICINE RECORDSACTM‘IY(MA) - - - Global War on Termorism Service -

BUMED DETACHMENT ST LOUIS Joint Service Commendation Medal Medal \ Inter-American Defense Board Medal

4300 GOODFELLOW BLVD BLDG 103

ST LOUIS MO 63120 Navy and Marine Corps Korean Defense ic of Vietnam Campaign Medal
All STRs are the property of the U.S. Government and must be maintained at the Commendation Meda
The VA cannot process any current or future claim without a complete record on file af the time of separation Joink ice . M " i F 54 Med : le::theda! :
Oficial Awards (to be completed by Service member) B “ s Szl Navy and Marine Corps Achievement . - I Kuwart Liberation Medal
1. mnmwuwmmdnmﬁuw Medal (Kuwait)

Medal of Honor PO\WGJ Navy Recruit Training Service Medal c Ackon R /ﬁy&.ﬂaﬂﬂb‘dm% Navy Rifie

Navy Cross GoodConr»dIhdu Armed Forces Reserve Medal

Naval Reserve Merionous Presidential Unit Citabon / mmw% Navy Pistol Expert Medal
Defense Distinguished Service Medal / Naval Reserve Medal e — - = = -
Meritorious Unit Award Mmmw Navy Rifle Sharpshoocter Ribbon
Distinguished Service Medal / N‘Ww‘?‘ Phiippine Presidential Unit Citation Navy Unit Commendation NawResem?(S«vabbm Navy Pistol Sharpshooter Ribbon
Silver Star NaﬁondDdVémneMedd Re: public of Korea Presidential Unit Navy ! sous Unit Fﬂ’ MNavy and ne Corps Overseas Navy Rifle Mark —
- - Service
Re| of Vietnam Presidential Unit

mg&mw Korean Medal piesuee Navy "E” Ribbon N\ Nayy Recruiting Service Ribbon Navy Prstol Marksmanship

L of Merit \ / s ~ xrblicdvne&wn(}aluvy&oss Other Award(s) Not Listed Above:

Ok Pk Croam \ e c Republic of Vietnam Civil Actions Unit

Navy and Marine Corps Medal Vietnam Service Medal Phiippine Defense Ribbon Signatures

Bronze Star Southwest Asia Service Medal Phiippene Liberation Ribbon 1. Service Member Name: 2. Service Member Signature: 3. Date:

Purple Heart Kosovo Campaign Medal Phiippine Independence Ribbon

Defense Meritorious Service Medal Afghanistan Campaign Medal United Nations Medal 4. Commanding Officer or Designee Name: 5. Commanding Officer or Designee Signature: 8. Date:

If awards missing or not listed have member state such in the “other awards” block and provide
supporting documentation

B BEmynavy
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Permissive Temporary Duty (PTDY) 4

A member shall only be eligible PTDY for Job/House Hunting if: ¢ )
« Retiring ~Jdhm
« Transferring to the Fleet Reserve,
* Involuntarily separated under honorable conditions

10 days (Involuntary Separation) 20 days (Involuntary Separation)
20 days (Fleet Reserve/Retirement) 30 days (Fleet Reserve/Retirement)

The member must route a request chit to the Commanding Officer for final approval.

*Voluntary separations are NOT eligible for PTDY*
Reference: MILPERSMAN 1320-220

B Emynavy




Terminal Leave
Lump Sum Leave (LS

When a member requests terminal leave:

= Ensure leave type on NSIPS is e-leave request is
“Separation/Retirement” not “Ordinary”

NOTE: To verify the member’s Leave in

= Leave will end at 2359 on the last day of active duty. MMPA use JJAA and then the FID BR
- i.e. Member’s separation date is 30 June, leave (Leave Balance)
will end on 30 June at 2359. To check the Service Member’s LSL FID is
= All of the days requested through the last day will “BL” which will tell you the most recent
be charged. payment of LSL
= There is no maximum amount of terminal leave To see if current LSL is/has posted check

(approval is at the CO’s discretion) FID 74

Members retiring, released from active duty, or
separating under honorable and general conditions,
may be eligible to sell back leave. Only 60 days can
be sold in a career.




Involuntary Separation Pay (ISP)

£ eligibility for
understand I mus in the Ready Reserve, Selected [

(IRR] for a periocd of 3 years, ir n SO any

imvelunsary

ion I have incurred

this L] L] L] L]
ag i regard to the reas . my E lI I b I lI t =
=1 v ion with the Re=ady E nore, =hould I b= -
=2 fox nl in = - e, I 1y anlias
1= £ = - £ 13 =

Per OPNAVINST 1900.4 CH 2, a Sailor may be eligible for
ISP if:

idision to any aining service condition sh

mair I haw
I fully understand that my zef eligible]
upon discharges from actiwre dus ill render me ineligible for I3P and results in

cacer: S ey emtiee e « Involuntarily separated

T farshes umdesstang chat oS =5 in tne INR I may sequest to hecome 2 * Must have completed at least 6 or more but less than

ZELRES any time afterwards by applying for affiliasion at a Havy Ressrwe
1 support center.

U — 20 years of active duty service.

any changes in my addre=ss, physical status, or depends=ncy

IEERILATTLINIISET TS Seen T SR SR gen mEaAR aed  Must agree to serve 3 years in the Ready Reserve in

My contact/contract informasion:

iy g addition to any other remaining service.

recruiting office or NHavy operationa

I alsoc agre= that if
(PERE-22 informad

ISP will not be paid until reserve contract or reserve
enlistment has been signed.

CPPA must prepare a NAVPERS 1070/613 stating that the
e Aol g g oA el gl Service Member agrees to serve in the Ready Reserve
for 3 years and any other remaining service obligations.

OPNAVINST 1900.4 CH-2, DoD FMR Volume 7a Ch. 35 i
MILPERSMAN 1910-050 reference of an ISP NAVPERS 1070/613 +=MyNAVY

Service member'"s Jignaturs
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Certificate of Release or Discharge
OM A 8 L BB

NOT TO BE USED FOR
K)FN'IFDCAT!ON PURPOSES

THIS IS AN IMPORTANT RECORD. ANY ALTERATIONS IN SHADED AREAS
SAFEGUARD IT RENDER FORM VOID

CERTIFICATE OF RELEASE OR DISCHARGE FROM ACTIVE DUTY

This Report Contains Information Subject 10 the Privacy Act of 1674, As

1. NAME (Last, Frat, Mickiie) Z DEPARTMENT, COMPONENT AND BIRANCH

| 3. SOCIAL SECURITY NUI
4a. GRADE, RATE OR RANK

b. PAY GRADE

///// 7 77 7
128
114

TH (YYYYARMDO)
T2 ES

(YYYYAREDO0)
7a. PLACE OF ENTRY INTO ACTIVE DUTY
MEMPHIS M

I orrmas oo e o T DD 214 KEY:
1 20191003 1 L
b, HOME OF RECORD AT TIME OF ENTRY (Coy and state, or complete ackiress & known)
{EPS
1980 NONCONNAH BLVD MEMPHIS, TN 38132

Ba. LAST DUTY ASSIGNMENT AND MAJOR COMMAND b, STATION WHERE SEPARATED NSIPS/ESR/OMPF
COMNAVPERSCOM MILLINGTON, TN PERSUPPDET, NSA MIDSOUTH MILLINGTON, TN
B COMMAND TO WHICH TRANSFERRLED 10, SGLI COVERAGLE u NONE
COMMANDER NAVY PERSONNEI COMMAND (PERS 010 MILILINGTON TN 2oAs< Asacinr. e 400 (00 |
11 PRIMARY SPECIALTY (Lis? number, 08e and S and monehs o 12. RECORD OF S;“Vlcf. YEAR(S) MONTH(S) DAY(S) -\; | \,I E I
. AR o » DATE ENTEREWAD THIS PE 3012 04 37
-7791 INFORMATIONS SYSTEMS ADMINISTRATORQYRS, | b SEPARA DATE THIS PER 3018 12 12
51*5\95 > - = x = " NET ACPIVE SERVICE THIS 06 07 16 ]
= = = S5 - G TOTAY PRIOR ACTIVE SERVICE  \ 00 00 00 SOES S( :I I
¢ « TOTAL PRIOR INACTIVE SERVCE Y\ 00 00 00
pe 00 00 00
/ 02 06 19
» - T > > 06 24 D l' I \ ‘ 7 ( :
X X X X X L _EFFECTIVE DATE OF PAY. I A Nne 15 JOI SER I E
1 DL(,O'{I\Y‘ONS MEDALS, BADGES, CITATIONS AND C AIGN | 14 MILITARY LOUCAT (Course dthe, ramber of weeks, and morkh and
R S AW, DED OR AUY)‘ORIZED penods Yo
NAVY AND MARINE CORPS ACHIEVEMENT MEDAL JOAVY "E-| RECRUIT BASIC ARY TRAINING (SWKS JUN12):
RIBBON, GOOD CONDUCT MEDAL(2), NATIONAL ENSE INFORMATION £YSTEMS TECHNICIAN CLASS "A~ SCHOOL, TRANSCRIPT
SERVICE MEDAL, GLOBAL WAR ON TERRORISM (IOWKS SEP] X 2 % 2 X 5 %
EXPEDITIONARY MEDAL, GLOBAL WAR ON ORISM X T I T
SERVICE MEDAL, SEA SERVICE DEPLOYM RIBBON, - *x % % x °x
ENLISTED SURFACE WARFARE SPECIALI g e E = T I I
15a COMMIS SIONED THROUGH SERVICE YiS x| NO SEPARA IO
b. COMMIS SIONED THROUGH ROTC SCMS’.P ('0 USC Sec. "O?'b) / YES x| NO
| in YES i [77e]
16. DAYS ACCRUED LEAVE PLETE DENTAL EXAMINATION AND ALL APPROPRIATE YES | NO l E S I IO | \- AIR il
D T
60.0 1% |
[ 18 REMARKS
“SUBJECT TO ACTIVE DUTY ALL/ANNUAL
3 < x x 3 x x x
x x x 3 x x x

el BUPERSINST 1900.8E/
e e e e o e MILPERSMAN 1910-104

stateiocably) OFFICE OF VETERANS AFFAIRS |
a MEMBER “YEW%‘C‘;‘ COFY 3 BE SENT TO THE CENTRAL OFFICE OF THE DEPARTMENT OF VETERANS AFFAIRS l [
| __(WASISNGTON,

20. MEMBER REQUESTS COPY 6 BE SENT TO (Speafy

x| YES| [[NnO
ves| [ Ino
21a. MEMBER SIGNATURE B DATE 22a. OFFICIAL AUTHORIZED TO SIGN (Typed name, grade, itle, signature) | B-
20181012 20181012
SPECIAL ADDITIONAL INFORMATION (For wuae Dy authorized agencies only)
23. TYPE OF SEPARATION 24. CHARACTER OF ICE

25 SEPARATION AUTHORITY

HQNQTABLE

26. SEPARATION CODE 27. REENTRY CODE
MILPERSMAN 1910-104 MBK

28. NARRATIVE REASON FOR SEPARATION

RE-1
COMPLETION OF REQUIRED ACTIVE SERVICE
29. DATES OF TIME LOST DURING THIS PERIOD (YVYYARMDD) Iu.mmsr- coPvY 4
TI_NONE Pty
DD FORM 214, AUG 2009 PREVIOUS EDITION 1S OBSOLETE lpxm'l

[Mhm _,J][ Reset | S(‘RVICC 2

Oestgner 8.0
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NSIPS DD Form 214 Process

CAUTION: NOT TO BE USED FOR

THIS IS AN IMPORTANT RECORD. ANY ALTERATIONS IN SHADED AREAS
IDENTIFICATION PURPOSES SAFEGUARDIT, E

RENDER FORM VOID

CERTIFICATE OF RELEASE OR DISCHARGE FROM ACTIVE DUTY

This Report Containg Information Subject 10 the Privacy Act of 1974, As Amended

1. NAME (Last First. Mode) 2. DEPARTMENT, COMPONENT AND BRANCH 3 SOCIAL SECUIRITY NUAre

ARMY/RA

[5. PAY GRADE wﬁiiﬁ? YYYMMDO)
206

4a. GRADE, RATE OR RANK
S5G

S5G

SPRVEQBLIG

YYMUOO) y

6. RE ATION TERMINATION DATE
. 000000

73 PLACE OF ENTRY INTO ACTIY
) GHTS, OHIO

BROADVIE

8a. LAST DUTY ASSIGNMENT AND MAJOR COMMAND
D CO 1ST CYB AS

..... AS 5545

5076
w‘s&{covzuc% | none

9. COMMAND TO WHICH TRANSFERRED
N/A UNT: $ 400,000,00

11. PRIMARY SPECIALTY (st cumber, 350 a0 yoars and maonths in 12. RECORD OF SERVICE { YEAR(S) | MONTIS) |  DAY(S)
specially List a03800N specially mumbers and ites iowolving pesdls of 3. DATE ENTERED AD THIS PERJID 2004 | 09 | - pmcy
ORI PSR | B.STPARATION DATE s pfRICO | 2013 b | 5
NT ANALYST 8 YRS 3 MQOQR7/NOTHIN o NET Aéiv'e's!-kvfc. "m’s’;'.*laa OO0y Y 7““27—
d.TOTAL PRIOR AGTIVE SERVicE | 0000 | 00 | 00

o TOTAL PR} CTIVE SERVICE 0000 00 00
|t POREIGySERVICE 3001 00 L
9. SEA sfRviCE 0000 00 | 00

. PTIAL ENTRY TRAINNG 9000 00
EFFECTIVE DATE OF PAY GRAOE | 2011 Ul 0T

14, MILITARY EDUCATION (Course t8%. 0umder of waehs. a0 month and

yrar compiatecs)
LD

A
M
o
™
™
™
/

/™

IN BLOCK 18

15s. COMMISSIONED THROUQ HGQERVICE ACADEMY — | ___|ves| X | ~o |
b. COMMISSIONED THROUGH R\ TCACHOLARSHIP (10 USC Sec 21070) | YES| i :'(7 NO
©. ENUSTED UNDER LOAN REPAYMENT PROGRAM (10 USC Chap. 109) (¥ Yes. years of commiment  NA ves| X

NO
16. DAYS ACCRUED LEAVE | 17. MEMBER WAS PROVIDED COMPLETE DENTAL EXAMINATION AND ALL APPROPRIATE ves | nO
X

PAID 45.5

DENTAL SERVICES AND TREATMENT WATHIN 90 DAYS PRIOR TO SEPARATION |

It

The irformation Contained Peren & ST 1O COMEUEr MAINAG athin the Department of Defense o with any oher @1eced Federal o ron-F ederal agency 10r verfcanon|

purcoses and 10 Setermine elpbilty for, BNAGr Corinued Comglance win the regqurements of a Federal beneft program

19a. MAILING ADDRESS AFTER SEPARATION (incluce 2 Code) | b. NEAREST RELATIVE (Name and acaress - include 2IF Code)

20. MEMBER REQUESTS COPY 6 BE SENT TO (Specey statefocasty) oH OFFICE OF VETERANS AFFAIRS | % |YES| | NO
3. MEMBER REGUESYS COPY 3 BE SENT YO THE CENTRAL OFFICE OF THE ospmruzm’o‘i’v:‘fe’hi»s’kn’hhs"{ ¥ |ves|
(WASHINGTON. DC) X | NO
21.a. MEMBER SIGNATURE B DATE 223, OFFICIAL AUTHORIZED TO SIGN (Tvoed name ovads tfe scnaturel | B DATE
ym 00) | (YYYYMMOO)
0131125 20131125
DD FORM 214, AUG 2009 PREVIOUS EDITION IS OBSOLETE MEMBER - 1

DD-214

J

A
e
. “ W
7
e Z

>

» Once PSD has verified all documents are complete, a DD—M
worksheet in NSIPS will be created by the separation clerk.

= Upon receipt of notification to verify all information the member
shall:

Log into NSIPS ESR

Read every line and page carefully. If corrections are
required, reroute as inaccurate and list all corrections needed.

Once correct, mark as accurate and route to the assigned
clerk.

DD-214 will be available in BOL for final review and signature.

» Final DD-214 will be viewable in BOL via Navy Personnel Command
Document Services for member to print (copy 1 and copy 4).

***Ensure member still has a valid CAC and CAC reader.
Connectivity to a DoD network is recommended.***

tBMyNavy




New Accession Training (NAT)
Separations Routing Guidance

= New Accession Training (NAT) Sailors must be first gained to their Navy Reserve
Center (NRC) prior to separation. When processing a NAT separation, NRCs must:

» Submit Activity Gain case to the following TSCs, as applicable:
— TSC San Diego (Center of Excellence — Gains and Losses (West))
= eCRM case to PP ACTIVITY GAINS WEST queue
— TSC Pensacola (Center of Excellence — Gains and Losses (East))
» eCRM case to PP ACTIVITY GAINS EAST queue

 Submit Nat Separation case to TSC Norfolk:
— eCRM case to PP RETIREMENTS_SEPARATIONS queue

This slide is provided by TSC Norfolk 3 !MYNAW
= p——=1 Berving Sailnie 3/7




OCONUS Separations Routing

Guidance

o,
—

7l 7 P
11

TRANSFER/LOSS FLIGHT/NAVPTO DD-214

Case #1 (5-9 Months in Advanced) Case #2 (once orders are received) Case #3 (can submit at any time - asap)

TSC Yok K Submit all NAVPTO KSDs TSC Norfolk
OCONUS Gainzn%stlo:ses COE to the applicable NAVPTO Separations and Retirements COE
Queue: PP TRANSFERS OCONUS queue for flight itinerary. PP RETIREMENTS_SEPARATIONS
: Routed P3SD: TSC Norfolk
Routed PSD: Yokosuka

PP NAVPTO-YOKOSUKA ;
CPPA submits request to generate Transfer v CPPA submits DD214 request

Orders for Enlisted Separation / Retirement (if PP NAVPTO-GUAM to Sep/Ret COE to include

applicable) 5-9 months in advance applicable checklists and KSDs.
KSDs: Enlisted Authornization for Sep/Ret and

NPPSC 1900/1 Separation Questionnaire PP NAVPTO-BAHRAIN v NPPSC 1300/2 Separation
(Blocks 1-17: used to generate orders) Checklist
Orders will be uploaded into the Transfer PP NAVPTO-NAPLES
Transaction (as applicable) Note: skip the above v NPPSC 1900/1 Separation
if member has Orders (e.g. Officers) Questionnaire
Transfer Transaction Remains open until
ebers st L v NPPSC 1800/1 Fleet Reserve/
SDs for Sep/Ret Transfer/Loss: : .

e NPPSC 1300/1 ATA aRetllzig:Jelg;f Checklist (as

e Updated NAVPERS 1070/602 PP

e Flight itinerary

e Endorsed orders for date of detach/loss OCONUS Seps: Ensure requirements of MILPERSMAN 1910-
Transaction will remain open until member's 812 are met. Evaluations, separation physical (e.g. medical and
activity loss is posted.

dental), and leave papers should all be completed prior to arrival
to TPU for separation processing.

Separation Orders will be generated by TSC Yokosuka. If sep orders modifications are required after Sailor
has transferred to TPU, communicate with TSC Norfolk via eCRM for order modification.

B BEmynavy

This slide is provided by TSC Norfolk




Projected Loss Report

The Projected Loss report will allow CPPA to identify
separating and retiring Sailors by using the following sections:

= EAOQS (Expiration of Active Obligated Service)
= EDLN (Estimated Date of Loss)
= EREN (Expiration of Reserve Enlistment)

» Fleet Reserve/Retirement




Personal Data - Privacy Act of 1974

Support UIC: 43322 TSC MEMPHIS

Name

2

Rank/
Rate SSN

PS2
PSSN

Records Found For Support UIC 43322

BR/
UIC CL

4016A 11
4016A 11

Navy Standard Integrated Personnel System

PROJECTED LOSS REPORT

Section 1 - EAOS

thru 04/30/2023

Opr

0

EAOS --- Extensions ---
EAOS Ind EXPENL Oth Sch
12/27/2022 12/27/2022 26 0
01/04/2023 01/04/2023 16 0

0

PRD

07/01/2023
07/01/2023

The Data contained herein is protected by the Privacy Act of 1974.
All measures required to protect this information should be taken.

EDLN
Date

EDLN
Resn

Run Date 07/15/2022
Page No. 1 of 6

(Group By Support UIC)

Projected
Loss Date

Transfer
Aprv Date



Separation Travel Claim
Process




DD 1351-2 Travel Voucher

J

=Y
=_D
_
X \§
) =
N N
N N
\ 2
N N N
N \ N
N N
8 N N
N N N
Y P\
N &
=
N
l Read ruv.«.y Act Sta Penalty St on back before co«-pn«mq =
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space
1. PAYMENT v
1 € loctrons vt . : V
Pransiar W) | Oty necessary when & OTCC is used white on Oficial travel for the Government
] Payment by Check e TONOWING Amount of Thin FEIMBbUrEEMont dredy 10 the Government Travel Charge Card contracton
T NAME (Last Furst Michmw i) (Frost o fyoe l, GRADE [4 sem S TYPE OF PAVMENT (X as st
Tov wtoyes
© AGORERS. 5 WUIBER AND BTREE o BTATE o D GOt .
e rrors, missing, or unreadable
w £ AMAR ADORE 55 10. FOR D.O. USE ONLY '
T CATTIAE TELEPHONE NUMBER & | & [V EL OROERAUTHORZATION — | 5. FREVIOUS GOVERNMENT PATIENTS! a DO VOUCHER NUMBER
54 | rmnen Aovances
i R Information will cause delays
12. DEPENOENTS) (X arndl compinte an appcmbie; 1. DEFENDENTS ADORESS ON RECEIFT OF « PAID BY
[ Accomrareso | [ Unaccomearaeo CROENS et 2u n
T P r—— e £ LA, - i
T ITERARY
= DAY S PLACE i <
[ L ] L]
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.
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- DATE T B NATURE OF

0.00

MORE THAN 24 HOURS

0.00
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. OATE 5 N

' The CPPA is the subject matter expert
| | —= = = on how to fill out this form
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3. COLLECTION DATA
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DD FORM 1351-2, MAY 2011
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Travel Claim Processing

Member submits completed package after completing final

travel to:
« home of selection (retirement) MAIL to:
 home of record (separation) Navy Personnel Command
. (unless sent to previous command)
Must contain: My Navy Career Center
e Orders BLDG 768 RM E392
9720 Integrity Drive
* DD Form 1351-2 Millington TN 38055-6300
* EFT Form

* Receipts for reimbursable expenses over $75




Travel Claim Submission

Review and submit travel
claim to the Travel Processing
Department (TPD)

Mail completed travel claim to
the My Navy Career Center
(MNCC)
or send travel claim to CPPA
from previous command

Process and liquidate travel
claim

Receive Final Travel
Entitlements

Review and submit travel
claim to the Travel
Processing Department
(TPD)




Best Practices

Separation cases are initiated and actionable no later than 60 days before member is scheduled
to depart the command. Failure to do so will result in “Signature Unattainable” on the DD-214 and
could lead to delays in retirement pay.

Identify career intentions early
Run the Projected Loss report frequently
CCC, Member, CPPA, and Chain of Command communicate for a smooth transition

Members attend TAP as close to 12 months prior to separation as practical
Verify member’s leave balance prior to terminal leave request

Submit separation questionnaire once endorsed by medical/dental
Member provides all documents prior to departing

Ensure no PCS orders are on file

eDD-214 in NSIPS allows the Separations Clerk to initiate the eDD-214 electronically within the NSIPS R&S module,
and electronically route to the member for verification

If member's EAQS is prior to the Retirement/FLTRES date, the member must extend/reenlist. The retirement/FLTRES
date will then take precedence and cancel out any remaining active duty time despite the SEAQOS showing a later date.

B BEmynavy




References

BUPERSINST 1900.8E, Certificate of Release or Discharge from Active Duty
= Career Counselor Handbook NAVPERS 15878L
= Command Pay and Personnel Administrator (CPPA) Handbook
= DoD Financial Management Regulation Volume 7A, Chapter 35
= Joint Travel Regulations
= MILPERSMAN 1133-090 (series) Enlisted Recruiting
= MILPERSMAN 1800-1899 (series), Retirement
=  MILPERSMAN 1900-1999 (series), Separation
= OPNAVINST 1900.2B, Transition Assistance Management Program (TAMP)

= OPNAVINST 1900.4 CH-2, Separation Pay for Involuntary Separation From Active Duty
B:Emynavy




Resources

= MyNavy HR CPPA Resources Page: https://www.mynavyhr.navy.mil/Support-
Services/Pay-Pers-Support/CPPA-Resources/

= CPPA Handbook:
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/CP
PA%20HANDBOOK.pdf?ver=0jflgROdTBC8MewfdHmMkUA%3d%3d

» Receipts SOP:
https://mpte.navy.deps.mil/sites/npc/pers2/Lists/Standard%200perating%20Proc
edures/SOPs.aspx

You are serving in a position of significant trust with access to the personnel records (data and documents) of command personnel.
AT ALL TIMES, YOU ARE TO PROTECT THE PERSONALLY IDENTIFIABLE INFORMATION (PI1l) OF COMMAND PERSONNEL AND PREVENT THE
UNAUTHORIZED ACCESS TO, OR LOSS OF PII. . i



https://www.mynavyhr.navy.mil/Support-Services/Pay-Pers-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/Pay-Pers-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/CPPA%20HANDBOOK.pdf?ver=ojf1gR0dTBC8MewfdHmkUA%3d%3d
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/CPPA%20HANDBOOK.pdf?ver=ojf1gR0dTBC8MewfdHmkUA%3d%3d
https://mpte.navy.deps.mil/sites/npc/pers2/Lists/Standard%20Operating%20Procedures/SOPs.aspx
https://mpte.navy.deps.mil/sites/npc/pers2/Lists/Standard%20Operating%20Procedures/SOPs.aspx

Summary and Review

In this lesson we covered:

= High-level submission steps in the process for Fleet Reserve and Retirement
» Resources and Required Key Supporting Documents Training Video
= Separations Process

* Fleet Reserve & Retirement Process

= PTDY - Terminal/Lump Sum Leave - Involuntary Separation Pay

= DD 214 Overview

= Navy Accession Training (NAT) Separations

OCONUS Separations Routing Guidance

Projected Loss Report

Separations Travel Claim

= References




Separations & Retirements

Questions?




Conclusion

This concludes the
Separations and Retirements process
training.

Thank you for your participation!
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