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DEPARTMENT OF THE ARMY

INSTALLATION MANAGEMENT COMMAND, ATLANTIC REGION

HEADQUARTERS, UNITED STATES ARMY GARRISON, FT CAMPBELL

39 NORMANDY BOULEVARD

FORT CAMPBELL, KENTUCKY 42223-5617


IMCB-HRM-TC





        
       
                                                          4 October 2012
      DOCUMENT CHECKLIST FOR CHAPTER SEPARATION ORDERS 

_____
ALL:
Completed Information Sheet on Reverse
_____
ALL:
ORIGINAL & FINALIZED Chapter - ALL documents in pkg MUST BE LEGIBLE.  Light/faded copies NOT accepted
_____
ALL:
DD Form 93 (Record of Emergency Data) MOST RECENT, CORRECT, WITNESSED & SIGNED

_____
ALL:
SGLV 8286 (Serviceman’s Group Life Insurance) MOST RECENT, CORRECT, WITNESSED & SIGNED

_____
ALL:
ERB (Enlisted Record Brief) CURRENT WITH DEPLOYMENTS/AWARDS/SCHOOLS

_____
ALL:
All awards, certificates, and diplomas for all schools that is not listed on your ERB
_____
ALL:
LES (Leave and Earnings Statement) MOST RECENT and CURRENT END OF THE MONTH
_____
ALL:
Enlistment Contract for initial entry into the REGULAR ARMY (pages 4/1, 4/2, 4/3)  



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

_____
ALL:
ACAP Checklist (DD Form 2648) from Pre-separation counseling (should be part of Chapter package)
_____
If you have Re-enlisted you will also need:


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

_____
If you have Extended you will also need:  


ALL Extension(s) to contracts

_____
If you are Prior Guard or Reserve you will also need:

Enlistment Contract for Guard/Reserve  (pages 4/1, 4/2) 
_____
If you are Prior Guard or Reserve you will also need:        
ANY Discharge documents

_____
If you have any Prior Service you will also need:  

ALL DD 214(s)   
_____
If you were AWOL or Confined you will also need:
DA 4187(s) for ALL lost time 
_____
If certain AVIATION MOS’s you will also need:  

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

_____
If PREGNANT you will also need:



Medical Profile included in Chapter package

_____
If SCHOOL DROP you will also need:


4187 with CMD Approval & official acceptance
letter from school

_____
If taking Leave/PTDY you will also need: 


Signed DA Form 31 with both leave and PTDY dates

(PTDY requires COMMAND APPROVAL AND APPLIES ONLY  to involuntary separations NOT adverse separations)  
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Room 118 Hours of Operation





0900 – 1130 and 1200 – 1530 


Monday -Friday 





(Closed All Federal Holidays)





Please plan on being in the office for a minimum of 1 hour





Chief, Transition Center	Mr. Faulkner	798-5280


Guard/Reserve/WTU	Mr. Zentmyer	798-2961


Retirement Orders		Ms. Griffin	798-2712


Officer ETS		Ms. Booth	798-3174


ETS & Chapter Orders


Ms. Bartlett    798-6905	Ms. Pressley	798-3813


Ms. Booth     798-3174	Ms. Guthrie	798-2956


Ms. Robinson     798-2805	  Ms. Vargas	798-2961
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