
Separations and
Retirements Process



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

Objective



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 
Submission 

Service Member 

Complete required forms 
from NPPSC 1800/1 for Fleet 

Reserve/Retirement or 
NPPSC 1900/2 for separation.

CPPA 

Receive retirement or 
separation package from 

member.  Review and 
submit package to TSC. 

TSC

Receive and review package. If 
package contains all required 
initial documents. Create and 

release retirement/separation 
orders.

TSC

If all required 
documents are 

received. Generate DD-
214 worksheet on 

NSIPS

Service Member

Review DD-214 worksheet and 
route back for corrections as 

needed. Otherwise, route back 
as accurate. 

TSC

Process corrections, 
when accurate, generate 

DD-214 in BOL.

Service Member
Review DD-214 in BOL, 
sign, and route for final 
authorization signature 

from TSC.

Service Member
Once TSC signs, Final 

DD-214 is now 
viewable on BOL. Print 
copies (1&4) as needed.



Separation Process



Separation Package Submission

Prior to starting the separation package for submission to the CPPA, 
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 1900/2 – Separation Checklist

Start the Separation Checklist

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) .



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)

▪ Approved Separation Leave Request

▪ Approved PTDY Orders (involuntary separation only)

▪ 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

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



Separation Documentation (cont.)

Complete package must contain the following, as applicable:

▪ Reserve Documentation, if available

• Signed Reserve Contract (for Officers with < 8 years)

• NAVPERS 1070/613 “Agreement to Serve”, if not already submitted (ISP recipients)

• Signed Reserve Contract Sheet (ISP recipients)

▪ Command Check-Out Sheet

▪ Bachelors Enlisted Quarters Check-Out 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)

• DD884 (Application for Transportation for Dependents)

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



Fleet Reserve/Retirement 
Process



Fleet Reserve/Retirement Package 
Submission

Prior to starting the retirement package, CPPA will ensure that the 
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

Fleet Reserve/Retirement Checklist

Start 9-12 months prior 

For Permanent and Temporary Disability 
Retirement (PDRL/TDRL) start package upon 
acceptance of Physical Evaluation Board 
(PEB) findings. 

CPPA will submit packages once PDRL/TDRL 
message is received.

**Do not submit PEB findings 
with package**



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**



Fleet Reserve/Retirement 
Documentation (cont.)

Complete package with required documentation:
▪ Copy of prior DD-214s (Certificate of Release or Discharge from Active Duty) if not available from 

member’s OMPF

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

▪ Command Check-Out Sheet

▪ Bachelors Enlisted Quarters Check-Out 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**



Separations Questionnaire

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 EAOS, or being Administratively Separated (ADSEP)

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



Separations Questionnaire (cont.)

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 
Separation Orders



Separations Questionnaire (cont.)

MEDICAL/DENTAL 
ENDORSEMENT(S) REQUIRED 

Section II is for the medical and dental officer only

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



Separations Questionnaire (cont.)

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

Verify the member’s ESR for missing awards 



Permissive Temporary Duty (PTDY)

A member shall only be eligible PTDY for Job/House Hunting if:

• Retiring

• Transferring to the Fleet Reserve,

• Involuntarily separated under honorable conditions

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

CONUS OCONUS

10 days (Involuntary Separation) 20 days (Involuntary Separation)

20 days (Fleet Reserve/Retirement) 30 days (Fleet Reserve/Retirement) 



Terminal Leave  
Lump Sum Leave (LSL) 

NOTE:  To verify the member’s Leave in 
MMPA use JJAA and then the FID BR 
(Leave Balance)

To check the Service Member’s LSL FID is 
“BL” which will tell you the most recent 
payment of LSL

To see if current LSL is/has posted check 
FID 74

When a member requests terminal leave:

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

▪ Leave will end at 2359 on the last day of active duty.

 - i.e.  Member’s separation date is 30 June, leave 
will end on 30 June at 2359.

▪ All of the days requested through the last day will 
be charged. 

▪ There is no maximum amount of terminal leave 
(approval is at the CO’s discretion)

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:

Per OPNAVINST 1900.4 CH 2, a Sailor may be eligible for 
ISP if:
• Involuntarily separated
• Must have completed at least 6 or more but less than 

20 years of active duty service.
• Must agree to serve 3 years in the Ready Reserve in 

addition to any other remaining service.

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

CPPA must prepare a NAVPERS 1070/613 stating that the 
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 
MILPERSMAN 1910-050 reference of an ISP NAVPERS 1070/613 



Certificate of Release or Discharge 
from Active Duty (DD Form 214)

VMET

NSIPS/ESR/OMPF

SOES/SGLI

JOINT SERVICE 
TRANSCRIPT

SEPARATION 
QUESTIONAIRE

DD 214 KEY:

BUPERSINST 1900.8E/ 
MILPERSMAN 1910-104



NSIPS DD Form 214 Process

DD-214
▪ Once PSD has verified all documents are complete, a DD-214 

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.***



New Accession Training (NAT) 
Separations Routing Guidance

This slide is provided by TSC Norfolk



OCONUS Separations Routing 
Guidance

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:

▪ EAOS (Expiration of Active Obligated Service)

▪ EDLN (Estimated Date of Loss)

▪ EREN (Expiration of Reserve Enlistment)

▪ Fleet Reserve/Retirement
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Separation Travel Claim 
Process



DD 1351-2 Travel Voucher

Errors, missing, or unreadable 
information will cause delays

Block by block is covered in the 
Travel Claim training.

The CPPA is the subject matter expert 
on how to fill out this form



Travel Claim Processing

Member submits completed package after completing final 
travel to:

• home of selection (retirement)

• home of record (separation)

Must contain:
• Orders

• DD Form 1351-2

• EFT Form

• Receipts for reimbursable expenses over $75

MAIL to:
Navy Personnel Command                     
(unless sent to previous command)
My Navy Career Center
BLDG 768 RM E302
5720 Integrity Drive
Millington TN 38055-6300



Travel Claim Submission

Service Member
Mail completed travel claim to 

the My Navy Career Center 
(MNCC)

or send travel claim to CPPA 
from previous command

MNCC
Review and submit travel 

claim to the Travel 
Processing Department 

(TPD)

TPD
Process and liquidate travel 

claim

Service member
Receive Final Travel 

Entitlements

CPPA (previous command)
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 EAOS 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 SEAOS showing a later date.



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



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=ojf1gR0dTBC8MewfdHmkUA%3d%3d 

▪ Receipts SOP: 
https://mpte.navy.deps.mil/sites/npc/pers2/Lists/Standard%20Operating%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 (PII) OF COMMAND PERSONNEL AND PREVENT THE 

UNAUTHORIZED ACCESS TO, OR LOSS OF PII.

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



Questions?

Separations & Retirements



This concludes the 

Separations and Retirements process 

training.

Thank you for your participation!

Conclusion
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