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                                                     13 March 2015
 DOCUMENT CHECKLIST FOR ETS SEPARATION ORDERS

---------    ALL:
Record review verification (Transition Center, Room 213)
_____
ALL:
Completed Information Sheet on the back side of this document (page 2).
_____
ALL:
ERB (Enlisted Record Brief) CURRENT WITH DEPLOYMENTS/AWARDS/SCHOOLS
_____
ALL:
Leave and Earnings Statement (LES), MOST RECENT END OF THE MONTH LES
_____
ALL:
Enlistment Contract for initial entry into the REGULAR ARMY (DD Form pages 4/1, 4/2, 4/3)  


Exception:  Prior Service Reserve or National Guard WILL NOT have page 4/3

_____
ALL:        Original checklist (DD Form 2648) from Pre-separation counseling (Bldg 5661, ACAP)



(This is required before final out) 

_____
If you have Re-enlisted you will need:


     ALL Re-Enlistment Contract(s) (pages 4/1, 4/2)

_____
If you have Extended you will need:  


     ALL Extension(s) to contracts
_____
If you are Prior National Guard or Reserve you will need:
     Enlistment Contract for initial entry (pages 4/1, 4/2)
     and ANY Discharge documents 

_____
If you have any Prior Service you will need:  


     ALL DD 214(s)   
_____
If you were AWOL or Confined you will need:

     DA 4187(s) for ALL lost time 
_____
If certain AVIATION MOS’s you will need:  


     DA 759 (Flight Record) from Battalion S-3.  

_____
If your ETS date was changed you will need:


     Official documentation showing WHY changed
_____
If taking Transition Leave you will need:  


     Completed DA Form 31 (Leave Request)  
     At least signed by Company Commander.
_____    If you have ALREADY joined the Guard or Reserve you will need:  Completed Contract from the Reserve Component

       Office


Chief, Transition Center	Mr. Faulkner	  798-5280





ETS/Chapters/REFRAD/WTU


Separation Services	Mrs. Pressley        798-3813


Separation Services	Mrs. Robinson      798-2805


Separation Services	Mrs. Dela Torre    412-0832


Separation Services	Ms. Arias                798-2961


Separation Services	Mrs. Knight	 798-3465


Separation Services	Mrs. Korby             798-6905


Officer Separations	Mrs. Guthrie          798-3174   








Hours of Operation


M, T, W, F (0730-1530)


THURS (0900-1530)


CLOSED DAILY 1130-1200 


(Closed All Federal Holidays)





Location


BLDG 2702 Michigan Ave


Room 213











