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PURPOSE 
The purpose of this guide is to increase the efficiency in the Enlisted Administrative 
Separation process for Joint Base Lewis-McChord. This will be accomplished through 
streamlining the chain of command, departments, and interagency procedures and 
placing them in one consolidated guide. 
 
APPLICABILITY 
All unit leadership, agencies, and departments who are assigned or attached to the I 
Corps and Joint Base Lewis-McChord who play a role in processing an Enlisted 
Administrative Separation. 
 
REFERENCES 
 

● Army Regulation 40-501, Standards of Medical Fitness 
● Army Regulation 635-200, Active Duty Enlisted Administrative Separations 
● Army Regulation 600-81, Soldier for Life-Transition Assistance Program 
● Army Regulation 600-8-2, Suspension of Favorable Personnel Actions (Flag) 
● Department of the Army Form 268, Report to Suspend Favorable Personnel 

Actions (Flag) 
● Department of the Army Form 3822, Report of Mental Status Evaluation 
● Department of the Army Form 4856, Developmental Counseling Form 
● Department of the Army Form 5138, Separation Action Control Sheet 
● Department of Defense Form 2648, Service Member Pre-Separation/Transition 

Counseling and Career Readiness Standards eForm for Service Members 
Separating, Retiring, Released from Active Duty (REFRAD) 

● Department of Defense Form 2807-1, Report of Medical History 
● Department of Defense Form 2802, Report of Medical Examination 
● Command Directed Behavioral Health Evaluations (CDBHE) HJB Form 222 
● Commander’s Request for Behavioral Health Evaluation for Chapter Discharge 

HJB Form 222-1 
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STEP 1 
 
 
 
 
 

DO NOT FLAG THE 
RESPONDENT FOR 

ELIMINATION 
USING THE BA 

FLAG CODE, YET! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 2 
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UNDERSTANDING THE PROCESSING GOALS 
 
2-1  All I Corps and Joint Base Lewis-McChord (JBLM) departments, agencies, and 
personnel listed in this guide play an important role in processing Enlisted 
Administrative Separation in an effective and efficient manner. 
 
2-2  Notification Procedure:  
 

a.  When the notification procedure is used, an Enlisted Administrative Separation 
should take no more than 15 working days (three workweeks, Monday to Friday) in 
accordance with (IAW) Army Regulation (AR) 635-200, Active Duty Enlisted 
Administrative Separations, paragraph 1-8a. 

 
b.  This procedure is used when the Soldiers has less than six (6) years of active 

and reserves service and is being recommended for an honorable discharge or a 
general, under honorable conditions discharge. 
 
2-3  Board Procedure 
 

a. When the board procedure is used, an Enlisted Administrative Separation should 
take no more than 50 working days (10 work weeks, Monday to Friday) IAW AR 635-
200 paragraph 1-8b. 
 

b. Soldiers who are recommended for an other-than-honorable characterization of 
service discharge or Soldiers who have six (6) or more years of active and reserves 
service are eligible for an Administrative Separation Board IAW AR 635-200, paragraph 
3-7c(4) and paragraph 2-2c(4) respectively. 
 
2-4  The timeline for processing an Enlisted Administrative Separation is tracked on the 
DA Form 5138, Separation Action Control Sheet, IAW AR 630-200 paragraph 1-8f. 
 
2-5  Day one of the processing goal for each procedure starts when the initiating 
commander notifies the Soldier and the Soldier acknowledges notification. Day 15 or 
Day 50 is the day the packet is submitted to Transition. 
 
Note: Gathering the required documents to request an Administrative Separation is not 
included in the processing goals time. Your Brigade (Bde) Legal Office will not accept 
an incomplete request packet. 
 
 

DO NOT FLAG THE SOLDIER FOR SEPARATION YET 
 

STEP 3 
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GATHERING THE REQUIRED DOCUMENTS 
 
3-1  The requesting company commander (Co Cdr) and first sergeant (1SG) or their 
designee are responsible for gathering all the required documents needed to process 
the Administrative Separation request. The points of contact for the departments and 
agencies that play a role in the Administrative Separation process are listed in Appendix 
A. 
 
3-2  Once an offense is committed that warrants initiation of separation, the Co Cdr, will 
counsel the Soldier IAW AR 635-200, paragraph 1-17. See APPENDIX B for a 
counseling statement example. 
 
3-3  The Co Cdr will immediately send the Soldier with a NCO escort to conduct 
Transition Assistance Program and his/her Medical/Physical Evaluation and Mental 
Status Evaluation (MSE), if applicable.  Additionally, it is encouraged that a NCO in the 
Soldier’s NCO support channel conducts a courtesy layout of the Soldier’s Clothing 
Record. This will help to identify and fix deficiencies early, so that STEP 12 - Central 
Issuing Facility in this guide, can be expedited. 
 

STEP 3-3a 
 

a. MEDICAL/PHYSICAL EVALUATION PHASE I AND PHASE II 
 

(1)  The Co Cdr will create, date, and sign a memorandum requesting that the 
Soldier to start his/her Phase I and II Physical Evaluation for involuntary separation. See 
APPENDIX C for an example of the request memo. Hearing and vision appointments 
can be scheduled through the appointment line (1-800-404-4506) or conducted through 
walk-in appointments from 0700-0830 Monday through Friday. 
 

(2)  The Soldier, the Co Cdr, or the Cdr’s designee will call the Winder Family 
Medicine Clinic PHA appointment line at 253-477-0900 and schedule an appointment 
for the Soldier’s Medical Phase I evaluation. Phase II will be conducted telephonically. 

 
(3)  The Soldier and the Soldier’s escort will attend the Physical Separation Brief 

located at the Winder Family Medicine Clinic (9119 Mil Park Ave) at the prescribed date 
and time. The escort must have the Co Cdr’s request for the Physical Evaluation. 
 

(4)  At the brief, the escort will give the request memorandum to medical staff, 
and the Soldier will receive a packet and be given instructions to immediately complete 
several appointments that day (i.e. Optometry, Audiology, Labs, etc.). See APPENDIX 
D The escort will also be given instructions that he/she must follow. See APPENDIX E. 
The Phase I process should take about 24-48 hours as the Soldier must wait until the 
following day to complete his/her Labs. The escort must ensure that the Soldier stays 
on task. 
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(5)  At the end of Phase I, any documents requiring the Cdr’s signature, must be 

signed and dated by the Cdr and given to the escort in preparation for the Phase II 
physical. 

 
(6)  When the Soldier is complete with the initial separation medical packet, the 

Soldiers, Co Cdr, or designee, will call back the appointment line at 253-477-0900 and 
set the appointment for Phase II. 

 
(7)  The representative on the appointment line will tell the Soldier the date, time, 

and location of the Phase II physical.  
 
(8)  The Soldier and his/her escort, at the time prescribed, will go to the 

appropriate clinic with all required documents from Phase I and all documents that the 
commander signed. The Soldier will complete the Phase II physical. The Soldier portion 
of the Physical Evaluation is complete at this time. 

 
(9)  After a medical provider reviews the physicals and signs the documents, the 

Co Cdr will be notified that the packet is available to pick up. The Soldier or Co Cdr are 
the only personnel who are authorized to pick up the Phase I and Phase II medical 
documents. See APPENDIX F. If the Soldier is the person who will pick up the packet, 
have the Soldier escorted to do so. 

 
(10)  The Co Cdr will retain the documents and place them in the Administrative 

Separation Request packet for the Bde Legal Office. 
 

STEP 3-3b 
 
b.  MENTAL STATUS EVALUATION (MSE) 
 

(1)  Once the Co Cdr has informed the Soldier of his/her intent to initiate 
separation for Chapters 10, 13, and 14 (sec III), IAW AR 635-200 paragraph 1-33b, the 
following must occur: 

 
(a) The Co Cdr will complete the Command Directed Behavioral Health 

Evaluations (CDBHE) HJB Form 222 and Commander’s Request for 
Behavioral Health Evaluation for Chapter Discharge HJB Form 222-1. See 
APPENDIX G. 
 

(b) The Co Cdr will email the documents to the Counseling Psychologist and the 
Behavioral Health Officer, who will then schedule the Soldier’s behavior 
health appointment.  

  
(c) The Co Cdr or his/her designee will identify a noncommissioned 
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officer who outranks the Soldier, who will escort the Soldier his/her behavior health (BH) 
appointment(s). 

 
(d)  The Soldier and the escort will report to the location at the time and the date 

prescribed for the Soldier’s appointment. 62nd MED BDE Soldiers will walk into Rainer 
Embedded Behavioral Health Clinic. 

 
(e)  The escort will remain with the Soldier the entire time that the Soldier is in the 

clinic. 
 
(f)  If there are documents requiring the Co Cdr’s signature, the provider will give 

it directly to the escort. 
 
(g)  After the Soldier has completed all MSE appointments, the escort will be 

given the complete Department of the Army Form 3822, Report of Mental Status 
Evaluation. See APPENDIX H 

 
(h)  The escort will give the DA Form 3822 to the Co Cdr. 
 
(i)  The Co Cdr will retain the form and add it to the request for separation packet. 

 
(2) The Co Cdr is the only personnel who can cancel the Soldiers appointment(s). 
 

Note: The following Chapters do not require an MSE 
o Chapter 5-13: Personality Disorder = requires Command Directed Mental Health 

Evaluation (CDMHE) 
o Chapter 5-17: (Behavioral Health (BH) = requires CDMHE; Medical = no MSE)  
o Chapter 9: ASAP/SUDCC Rehabilitation Failure 
o Chapter 18: Failure of Height/Weight standards 

 

STEP 3-3c 
 

c.  TRANSITION ASSISTANCE PROGRAM (TAP) 
 

(1)  The Soldier’s Co Cdr or 1SG must email TAP (usarmy.jblm.imcom.list.dhr-
tap@army.mil) and enroll the Soldier into the TAP or Soldier’s supervisor must take the 
Soldier to the TAP office in Hawk Career Center (Bldg 11577, room 124, 11577 41st 
Division Dr.) to enroll the Soldier. 

 
Note: Only the 1SG, Co Cdr, or superior command team can change a Soldier’s TAP 
appointments once enrolled. 

 
(2)  If the Soldiers must be expedited through the TAP process, the Bn Cdr must 

complete a memorandum for record requesting that the Soldier completes the online 

mailto:usarmy.jblm.imcom.list.dhr-tap@army.mil
mailto:usarmy.jblm.imcom.list.dhr-tap@army.mil
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version of the TAP process. See APPENDIX L. 
 
(3)  At the Soldier’s initial TAP appointment, the TAP Counselor will initiate the 

electronic version of the DD Form 2648, Service Member Pre-Separation/Transition 
Counseling and Career Readiness Standards eForm for Service Members Separating, 
Retiring, Released from Active Duty (REFRAD). See APPENDIX J for the PDF version 
of the form. 

 
(4)  During the Soldier’s Pre-Separation Brief the Soldier will fill out all required 

information on the DD Form 2648. The Counselor will go back and sign the DD Form 
2648 later. 

 
(5)  During the Soldier’s CAPSTONE appointment, the Counselor will fill out all 

required information to include CDRs email for notification. 
 
(a)  The Soldier will digitally sign the DD Form 2648. 
 
(b)  The counselor will digitally sign the DD Form 2648. 
 
(6)  Once the counselor signs the DD Form 2648, it will be automatically sent to 

the Co Cdr signature. 
 
(7)  The Co Cdr must check his/her junk email and regular mail to ensure that 

he/she received the electronic version of the DD Form 2648. 
 
(8)  The commander must complete the form IAW the DD Form 2648 instruction 

slides. See APPENDIX K. 
 
(9)  Once the commander signs the form, he/she will print it and add it to the 

Administrative Separation packet 
 

Note: If the Soldier is unable to complete the TAP process prior to the separation 
authority’s directive AND an other-than-honorable discharge is the directed, the Co Cdr 
can determine if the Soldier will participate in the TAP IAW AR 600-81 paragraph 7-
2e(3). Appendix L is a sample memorandum waiving the TAP process when both 
conditions are present. 
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STEP 3-3d 
 

d. ENLISTMENT/REENLISTMENT CONTRACT 
 

(1)  The Co Cdr, 1SG, or their designee will contact the applicable S1 or Career 
Counselor a get a copy of the Soldier’s original and current enlistment contact for 
verification of time in service. 

 
(2)  The S1 or Career Counselor will provide the Co Cdr/1SG or their designee 

with a copy of the Soldier’s enlistment contract, for first term contracts, or most recent 
reenlistment contract. See APPENDIX M. 

 
(3)  The Career Counselor will calculate the number of active and reserve time 

when applicable and inform the Bde Legal Office. This information is needed to See if 
the Soldiers are eligible for an Administrative Separation board based on the time in 
service. If a DD Form 214, Certificate of Uniformed Service, was issued to the Soldier at 
the completion of any of his/her time in service, the career counselor/S1 must give a 
copy of the DD Form 214 to the Co Cdr. 

 
(4)  The Co Cdr will place the copy of the contract, the DD Form 214 (when 

applicable and the calculated time in service in the separation request packet. 
 

STEP 3-3e 
 

e. ALL OTHER SUPPORTING DOCUMENTS 
 

The Co Cdr, 1SG, or their designees will ensure that all other required supporting 
documents are enclosed in the Administrative Separation request packet. See  
Appendix N. 

 
 

STEP 4 
REQUEST FOR ADMINISTRATIVE SEPARATION ACTION 

 
4-1  The Co Cdr will complete the Administrative Separation Request Form and sign it. 
 
4-2  The Co Cdr, 1SG, or member of the NCO support channel will submit the complete 
request for and the Administrative Separation packet supporting documents to their Bde 
Legal Office. 
 
4-3  The request packet must include all required documents, based on the type of 
chapter being requested by the Co Cdr. 
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DO NOT FLAG THE SOLDIER FOR SEPARATION YET 

 

STEP 5 
PREPARATION AND DISTRIBUTION 

 
5-1  Once the request packet is received by the Bde Legal Office, a member of the Bde 
Legal Office will review the packet to ensure that the packet has all the required 
documents. 
 

a.  The Paralegal will review the MSE documents and ensure that Block 74 of the 
DD Form 2807-1 is checked indicating that the Soldier is medically qualified for service. 
The paralegal will also inquire about the Integrated Disability Evaluation System (IDES) 
process. 
 

b. If this is a dual action packet, meaning a Chapter 10 or 14 AND a MEB, the 
separation will continue. However, IAW paras 1-34d(1) and 1-34d(2) the separation 
authority cannot take final action until the General Courts-Martial Convening Authority 
directs to either proceed with the Administrative Separation or proceed with the IDES 
process. 
 

c. If the Soldier is not in IDES, the processing will continue. 
 
5-2  AR 635-200 does not require the DD Form 2648 from TAP to process the 
Administrative Separation through the chain of command. However, the DD Form 2648 
must be included in the approved separation packet prior to the Bde Legal Office 
submitting the approved separation to Transition. 
 
5-3  The Bde Legal Office will prepare the Administrative Separation memorandums 
IAW AR 635-200, within three working days. 
 
5-4  The Cdr/1SG or his/her designee will pick up the Administrative Separation packet 
from the brigade legal office. 
 
5-5  The Soldier who is the subject of the Administrative Separation is now referred to 
as the respondent. 

 
DO NOT FLAG THE SOLDIER FOR SEPARATION YET 
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STEP 6 
NOTIFICATION AND ACKNOWLEDGEMENT 

 
6-1  The initiating Cdr will sign the notification and he/she or his/her designee will read 
notification to the respondent.  
 
Note: This starts day one of the processing goal for the Administrative Separation 
process. 
 
6-2  The respondent must acknowledge notification. If the respondent refuses to sign 
the acknowledgement, the Co Cdr will prepare a memorandum for record (See 
APPENDIX O) stating that the respondent refuses to sign, insert it into the 
Administrative Separation packet, and immediately inform your Bde Legal Office. 
 
6-3  The Co Cdr will notify the Soldier of his/her right to speak with a Trial Defense 
Attorney (TDS) attorney. If the respondent declines TDS after being encouraged to 
Seek advice from counsel the respondent will be ordered to go to TDS to make that 
election with the TDS paralegal or attorney. 
 

FLAG THE SOLDIER/RESPONDENT AFTER 
NOTIFICATION OF ELIMINATION WITH A “BA” 

FLAG CODE. 
 

6-4  After the Co Cdr notifies the respondent, the Co Cdr must Flag the respondent for 
elimination with a BA Flag Code. See APPENDIX J. 
 

a. IAW AR 600-8-2, paragraph 2-6, the flagging authority, unit Cdr, or first 
line supervisor will counsel all Soldiers on active duty, in writing, upon initiation of 

any Flag within 3 working days unless notification would compromise an ongoing 
investigation. (See APPENDIX I for an example of a flag counseling) 

 
b. IAW AR 635-200, paragraph 2-2b the effective date of the Flag will be the date 

the Co Cdr signs the intent to separate notification memorandum to the respondent. 
 
6-5  The Co Cdr will include the signed and executed Flag into the Administrative 
Separation Packet along with an updated Soldier Talent Profile (STP) reflecting the Flag 
Code.  
 
6-6  The Co Cdr will give the original packet to the respondent’s escort and send the 
escort and the respondent to the Bde Legal Office. The BDE paralegal will scan the 
updated STP and the signed and executed Flag, and review the packet prior to TDS. 
The Bde Legal Office will also give the respondent a copy of the packet. The original 
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packet must stay with the escort. The respondent must not be given the original packet. 
 
 

STEP 7 
TRIAL DEFENSE SERVICE PROCEDURE 

 
 
7-1  TDS will see Soldiers pending separation on Tuesdays and Thursdays from 1300-
1500. All Soldiers must have a physical copy of their packet prior to being seen. 
Soldiers must arrive to the scheduled time early, to ensure there is time for the TDS 
Paralegal to review the packet to ensure that all required documents are completed and 
enclosed. 
 
7-2  At the appointment, the respondent will watch the TDS separation video. The video 
show times are 1330, 1400, and 1430. When the video is complete, the respondent will 
decide if he/she would like to consult with a defense counsel or a defense paralegal. 
TDS is usually able to see clients the same day they arrive. If a Soldier is unable to be 
seen, the TDS paralegal will forward an extension request memo to respondents’ chain 
of command. 
 
7-4   
 

a. If the respondent does not elect to submit matters, TDS will make a copy of the 
completed election of rights and waiver (when applicable) and give it to the SM or their 
escort to bring back to BDE Legal Office or the Commander. 

 
OR 

 
b. If the respondent elects to submit matters, they will have seven duty days 

prescribed in AR 635-200 paragraphs 2-2c(6) and 2-4b(7) to provide their matters to 
their Command team or the BDE legal office. 
 
7- 5  See APPENDIX P for the dates and times of the in-brief. Administrative Separation 
services are only available on a walk-in basis on the appropriate days and times 
(Tuesday & Thursday, 1300 - 1500). 
 
7- 6  TDS is located at 2027D Pendleton Avenue, Joint Base Lewis-McChord, WA 
42223. 
Email: usarmy.jblm.i-corps.list.sja-tds@army.mil  or usarmy.jblm.forscom.list.jblm-
tds@mail.mil 
Number: 253-477-1847 
Website: https://www.facebook.com/JBLMTDS  
 

mailto:usarmy.jblm.i-corps.list.sja-tds@army.mil
mailto:usarmy.jblm.forscom.list.jblm-tds@mail.mil
mailto:usarmy.jblm.forscom.list.jblm-tds@mail.mil
https://www.facebook.com/JBLMTDS
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STEP 8 
BRIGADE LEGAL OFFICES’ RESPONSIBILITY AFTER TDS 

 
8-1  The Bde Legal Office will place the respondent’s matters and elections into the 
original Administrative Separation packet. 
 
8-2  The Bde Legal Office will either distribute the packet to the Co Cdr for him/her to 
complete the commander’s report or the Bde Legal Office will walk it through the chain 
of command based on the urgency of the packet. 
 

STEP 9 
COMMANDERS’ RESPONSIBILITY 

 
9-1 Upon receipt of the Administrative Separation from the Bde Legal Office, the Co Cdr 
must review, sign, and date the commander’s report. 
 
9-2  The Co Cdr/Bde Legal Office will take the packet to the Bn Cdr. 
 
9-3  The Bn Cdr will review, sign, and date his/her recommendation. ONLY DO 
SUBPARAGRAPHS 9-3a AND 9-3b IF THE BN CDR IS THE SEPARATION 
AUTHORITY. 
 

a.  If the Bn Cdr is the separation authority, he/she will review, sign, and date his/her 
directive and return the packet to the Bde Legal Office. 
 

b.  The Bde Legal Office will distro the Administrative Separation IAW with STEP 11 
– TRANSITION, of this guide 
 
9-4  The Bde Legal Office/Bn Cdr will take the separation packet to the Bde Cdr. 
 
9-5  The Bde Cdr will sign and date his/her recommendation. ONLY DO 
SUBPARAGRAPHS 9-5a AND 9-5b IF THE BDE CDR IS THE SEPARATION 
AUTHORITY. 
 

a.  If the Bde Cdr is the separation authority, he/she will review, sign, and date 
his/her directive and return the packet to the Bde Legal Office. 

 
b.  The Bde Legal Office will distro the Administrative Separation IAW with STEP 11 

– TRANSITION, of this guide. 
 
9-6  The Bde Legal Office will take the separation packet to the Office Of the Staff 
Judge Advocate’s Military Justice Division for the next commanding general’s (CG) 
appointment. 
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STEP 10 
ACTION AFTER DIRECTIVE FROM THE SEPARATION AUTHORITY 

 
10-1 If the separation authority retains the respondent or suspends the separation, the 
Bde Legal Office will: 
 

a. Provide the respondent and the initiating Cdr with a copy of the separation 
authority’s directive; and 

 
b. File a copy locally. 

 
10-2  If the separation authority directs separation, the Bde Legal Office will submit the 
complete original packet to Transition. 
 
10-3  If the separation authority directs an other than honorable discharge, the 
respondent must be reduced to Private (E1) IAW AR 635-200, paragraph 1-14d. The 
Bde Legal Office will send the separation authority’s memorandum to the appropriate 
S1 for immediate reduction. The effective date of the reduction is the date the 
separation authority directed the other than honorable discharge. 
 
 

STEP 11 
TRANSITION 

 
11-1  Bde Legal Office will email a copy of the approved Administrative Separation 
packet along with the DA Form 5138, See APPENDIX Q, to Transition. 
 
11-2  Transition will cut orders within 24 to 48 hours. 
 
11-3  Once orders are cut, Transition will email a copy of the separation orders to the 
Co Cdr, the Bn S1, and the Bde Legal NCOIC. 
 
11-4  Based on the email the Soldier with an escort, will report to Transition at the 
appropriate appointment time given. 
 
11-5  The respondent will go to the Transition brief and receive his/her clearing papers.  
 
11-6  The respondent will immediately start clearing within five working days. 
 
11-7  The respondent will be removed from all duty lists and field exercises. 
 
11-8  When the respondent has completed all the clearing requirements including STEP 
12 below, the Soldier can final out. 
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STEP 12 
CENTRAL ISSUING FACILITY 

 
12-1  The Co Cdr/1SG will ensure that the Respondent is escorted to Central Issuing 
Facility (CIF) to make the respondent’s initial appointment. 
 
12-2  All initial appointments must be made in person unless the Soldier is out of state. 
If the Soldier is out of state, the Co Cdr will email CIF to coordinate an appointment on 
behalf of the respondent. 
 
12-3  CIF will give the respondent an appointment slip for the respondent to return. on 
the back of the appointment slip is the Standards for Turn-In/Issue of OCIE. A 
representative will go over the Standards for Turn-In/Issue of OCIE with the respondent. 
 
12-4  The respondent will prepare his/her gear for turn-in and return to CIF on the date 
and time listed on his/her appointment slip. All gear under the ETS column of the 
respondent’s Clothing Record with a No (N), the Soldier will turn in. 
 
12-5  If the Respondent does not have all his/her gear required for turn in one of the 
following will occur: 
 

a.  If the number of gear missing is 10 or less, the Soldier can do a walk-in to turn in 
those 10 items or less. 

 
b.  If the number of missing gear is more than 10, then CIF will issue the Soldier 

another appointment slip to return to turn-in the remainder of the gear. 
 
12-6  If the CIF process MUST be expedited, the process must be done IAW CIF SOP 
(see APPENDIX R) and the Co Cdr must complete an early turn-in memo (see 
APPENDIX S). 
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POINTS OF CONTACT 
 

 
Headquarters and Headquarters Battalion, I Corps; 
201st Expeditionary – Military Intelligence Brigade 

Senior Paralegal NCO: (253) 477-4427 
 
 
 
 
 

 
189th Combined Arms Training Brigade 
Senior Paralegal NCO: (253) 477-3380 

 
 
 
 
 
 

593d Expeditionary Sustainment Command    
Senior Paralegal NCO: (253) 967-9622    

HQ, 593d ESC Paralegals: (253) 966-0783    
13th CSSB Paralegal: (253) 967-7541    

533d TB(MC) Paralegal: (253) 966-0783    
 

 
 

555th Engineer Brigade 
Senior Paralegal NCO: (253) 477-5777 
HHC, 555th EN BDE Paralegals: (253) 966-0424 
864th EN BN Paralegal: (253) 966-0424 
110th CM BN Paralegal: (253) 966-0424 
3EOD BN Paralegal: (253) 966-0424 

 
 
 

62D Medical Brigade   
Paralegal NCO: (253) 966-3719    

29th HC, 62D MED BDE Paralegal: (253) 966-3719    
56th MMB, 62D MED BDE Paralegal: (253) 966-3719  
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42D Military Police Brigade; 
6TH Military Police Group (CID) 

Senior Paralegal NCO: (253) 966-2475 
 
 
 
 
 

 
 

5TH Security Force Assistance Brigade 
Senior Paralegal NCO: (253) 966-2275 

 
 
 
 
 

1ST Multi-Domain Task Force    
Senior Paralegal NCO: N/A    

Contact Paralegals through MS Teams    
 
 
 
 

17TH Field Artillery Brigade 
Senior Paralegal NCO: (253) 477-4735 

 
 
 
 
 

Madigan Army Medical Center   
Paralegal NCO: (253) 968- 4060   

 
 

22D Signal Brigade 
Senior Paralegal NCO: N/A 
Contact Paralegals through MS Teams 
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1-2 Stryker Brigade Combat Team (7 ID) 
Senior Paralegal NCO: (253) 477-3234 

 
 
 
 
 

2-2 Stryker Brigade Combat Team (7 ID)    
Senior Paralegal NCO: (253) 477-2240    

 
 
 
 
 

16th Combat Aviation Brigade 
Senior Paralegal NCO: (253) 477-3532 

 
 
 
 
 
Clinics 
 

McChord Clinic  
690 Barnes Blvd. 
Joint Base Lewis-McChord, WA 98438 
253-982-2222 
 
Winder Soldier-Centered Medical Home (SCMH)  
9119 Mil Park Ave 
Joint Base Lewis-McChord, WA 98433 
253-477-0800 / Front Desk: 253-477-0901 
 
Okubo SCMH  
11582 C Street 
Joint Base Lewis-McChord, WA 98433  
253-966-1991 Option #1 
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Allen SCMH  
P3849 Railroad Ave 
Joint Base Lewis-McChord, WA 98433  
253-967-0877 
 
Madigan Army Medical Center 
9040 Jackson Ave. 
Joint Base Lewis-McChord, WA 98431 
 

  
 
Department of Behavioral Health:  
 

Rainer Embedded Behavioral Health:  
Building 9921A 
Mon-Fri 0730-1630  
(253) 968-4851 (option #2 to speak with a receptionist) 
Counseling Psychologist: Mr. Kenneth Clifton 
 kenneth.e.clifton.civ@health.mil 

 
Transition 
 

BLDG 2140 (Waller Hall) 2140 Liggett Ave, Joint Base Lewis-McChord, WA 
98433 
COM: (253) 967-3882 
 
 

 
Transition Assistance Program 
 
BLDG 11577 (Hawk Career Center) 
11577 41st Division Drive 
Joint Base Lewis-McChord WA 98433 
253-967-3258 / 3919 
Email:usarmy.jblm.imcom.list.dhr-tap-outreach@army.mil 
 
 
Trial Defense Service  
 

2027D Pendleton Avenue, Joint Base Lewis-McChord, WA 42223 
Office: 253-477-1958 

 
 
 

mailto:usarmy.jblm.imcom.list.dhr-tap-outreach@army.mil










































































INITIATE A FLAG IN IPPS-A 

1. The HR Pro or 1SG logs into IPPS-A and clicks on HR Professional menu at the top of 
the screen. 

2. Select HR Personnel Action Requests (PAR) 
3. Enter Soldier’s data (Empl ID and Last Name) and click Search 
4. Click on the Soldier’s name 
5. Click Create Personnel Action (green button) 
6. Enter the effective date of the initiation of separation 
7. For Action, select “Miscellaneous” 
8. For Reason, select “Request for SFPA Flag 
9. Description example: “Administrative Separation Flag for SPC XXXX” 
10. Restriction Category: FLAG 
11. Restriction Code: FLAGB – Involuntary Separation or Discharge 
12. Report Type Code: Initial  
13. Begin Date: Enter the effective date of the initiation of separation 
14. Click Submit (will send to S1 Pool to be reviewed) 
15.  S1 must review PAR, insert the workflow, and send to Commander 
16.  Commander approves PAR in IPPS-A 
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APPENDIX K 



Commander’s Verification
DD Form 2648 Completion

AUGUST 2024



Email Token

Copy and Paste the link 
into your browser. Do NOT 
use Internet Explorer as it 
is not supported.

Use MS Edge, Google 
Chrome, Mozilla Firefox, or 
another modern browser.

This should automatically 
open up the Soldier’s 
eForm for signature.



1. Service Member Personal Information 
The Commander may 
update the Soldier’s 
#9 Anticipated Date 
of Separation or #10 
Date started Pre-
Separation 
Counseling if needed.



2. Initial Counseling 

The Commander may review 
the CRS required by tier level 
and CRS completed in section 
2 under CRS.

This information assists in 
verifying the correct warm 
handovers have been given if 
the Soldier is CRS non-
compliant.



3. Pre-Separation/ Transition Counseling, Pre-Separation/ Transition 
Counseling Needs Assessment, Review and Verification

1.Pre-Separation Counseling completion 
•Will be red if Pre-Separation Counseling is completed 
within 364 days of separation date.
•Will be green if Pre-Separation Counseling was 
complete prior to 365 days before separation date. 

2.VOW Compliance
•Will be green when Pre-Separation Counseling, 
DOLEW/One-Day, and VA Benefits & Services have a 
date recorded or waiver input. 
•Will be red if there is not a date recorded for each 
event or is missing the waiver. 

Number of items that need the Commander’s 
attention

Under Section 3 mandated requirements are reported by a 
transition counselor and are either green or red based on 
completion/warm handover need.



3. Pre-Separation/ Transition Counseling, Pre-Separation/ Transition 
Counseling Needs Assessment, Review and Verification

3. ITP completion
• Should be green if counselor verified or
• Red if that CRS was not verified. 
• Commander answers yes for completed ITP or no 
for incompletion.

4. CRS completion-number of CRS shows if any 
were listed as “No” by counselor. 
• Will be green if all CRS were verified by counselor.
• Will be Red if any CRS were missing or not verified 
by the counselor at Capstone.
• Commander answers yes for all completed CRS or 
no for incompletion, or select N/A if CRS are not 
applicable to the Service Member.

Under Section 3 mandated requirements are reported by a 
transition counselor and are either green or red based on 
completion/warm handover need.



4. CRS completion -number of 
CRS shows if any were listed as 
“No” by counselor. 

•Red if not all CRS were verified. 
•If red, Commander can click to view 
all career readiness standards and see 
which CRS were incomplete as shown.

3. Pre-Separation/ Transition Counseling, Pre-Separation/ Transition 
Counseling Needs Assessment, Review and Verification



4. Other Warm Handovers and Supporting Agencies

In Section 4, Warm Handovers are shown if any 
have been reported by the transition counselor. 

Number of items that need the Commander’s attention



4. Other Warm Handovers and Supporting Agencies

The Commander must verify 
warm handovers were provided 
for the following areas:
1. Met all applicable CRS.
2. Has adequate transportation to 

meet the Soldier’s post-
transition needs.

3. Has adequate housing to meet 
the Soldier’s post-transition 
needs.

• If Warm handover(s) was 
already listed, then the 
Commander selects Yes.

• If the Warm Handover was not 
listed, the Commander selects 
No.

• If Warm Handover was not 
needed then N/A would be 
selected.



4. Other Warm Handovers and Supporting Agencies
The Commander must also 
verify warm handovers were 
provided for:
4. Has adequate peer support to 

meet the Soldier’s post-
transition needs.

5. Warm Handover based on Less 
than Honorable Discharge.

• If Warm handover(s) was 
already listed, then the 
Commander selects Yes.

• If the Warm Handover was not 
listed, the Commander selects 
No.

• If Warm Handover was not 
needed then N/A would be 
selected.



4. Other Warm Handovers and Supporting Agencies

If the Commander finds a new Warm Handover is warranted, 
then they may add any needed Warm Handover(s) here. 



5. Signatures and Remarks
Any Remarks made by the 
Transition Counselor or Soldier 
can be seen here.
The Commander can also make 
any remarks if needed.

Lists how signature were 
obtained through both phases 
for counselor and service 
member.

Signature request can be 
completed from Commander 
once all required fields have 
been answered.



Commander’s eForm Dashboard
• After signing a DD2648 or 

closure of a Soldier’s 
record, the 
Commander/designee will 
be able to view their 
dashboard.

• eForms that have not been 
completed/signed will be 
under In-Progress eForms.

• eForms that have been 
signed by that individual 
will be under Completed 
eForms. 

In-Progress eForm should be signed NLT 14 days after receipt of email token.
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DEPARTMENT OF THE ARMY 
UNIT 
UNIT 

JOINT BASE LEWIS-MCCHORD, WA 93433-9500 
 
            
AFZH-DC           1 September 2024   
 
 
MEMORANDUM FOR RECORD 
 
SUBJECT:  Expedited TAP: PFC Doe, John C. (A CO 2-11 IN BN) 
 
 
1. Requesting PFC Doe, John (A CO 2-11 IN BN) be expedited through the completion 
of minimum Transition Assistance Program Career Readiness Standards (TAP-CRS) 
requirements as outlined in AR 600-81. This command asks that the Soldier complete 
all requirements online, rather than in class. 
 
2. Justification: PFC Doe is being separated from the military involuntarily and will be 
separated from the Army as soon as feasible. Explain here why Soldier needs to be 
expedited through TAP Process. 
 
3. The point of contact for this memorandum is CPT Michael Jordan at 253-477-1234 or 
michaeal.b.jordan.mil@army.mil. 
 
 
 
 

COURAGE PRIDE 
LTC, IN 
Commanding 

 
    
 
 
 
 



GIVE THIS TO YOUR 1SG OR COMMANDER: To schedule/change TAP Un-Programmed Loss (a.k.a. Chapter) classes and 
appointments, have your 1SG or Commander send an email request with the following information to: 
usarmy.jblm.imcom.list.dhr-tap@army.mil using SUBJECT LINE: UPL REQUEST 

-First and last name as listed on CAC. 
-Last four of their SSN 
-SM’s contact number 
-DOD ID # 
-SM’s Civilian email ONLY  
-MOS 
-Company Commander full name and email as listed 
-Include if needing specific dates for UPL TAP week classes.  
-Dates SM will be unavailable to avoid scheduling conflicts 
 
Also include any other important information you would like us to know in the email. Please Cc all leaders that has a 
need to know and/or can reschedule classes. 

****PLEASE NOTE: The SM CANNOT schedule/change their own classes and appointments! **** 
__________________________________________________________________________________________________ 
GIVE THIS TO YOUR 1SG OR COMMANDER: To schedule/change TAP Un-Programmed Loss (a.k.a. Chapter) classes and 
appointments, have your 1SG or Commander send an email request with the following information to: 
usarmy.jblm.imcom.list.dhr-tap@army.mil using SUBJECT LINE: UPL REQUEST 

-First and last name as listed on CAC. 
-Last four of their SSN 
-SM’s contact number 
-DOD ID # 
-SM’s Civilian email ONLY  
-MOS 
-Company Commander full name and email as listed 
-Include if needing specific dates for UPL TAP week classes.  
-Dates SM will be unavailable to avoid scheduling conflicts 
 
Also include any other important information you would like us to know in the email. Please Cc all leaders that has a 
need to know and/or can reschedule classes. 

****PLEASE NOTE: The SM CANNOT schedule/change their own classes and appointments! **** 
 
GIVE THIS TO YOUR 1SG OR COMMANDER: To schedule/change TAP Un-Programmed Loss (a.k.a. Chapter) classes and 
appointments, have your 1SG or Commander send an email request with the following information to: 
usarmy.jblm.imcom.list.dhr-tap@army.mil using SUBJECT LINE: UPL REQUEST 

-First and last name as listed on CAC. 
-Last four of their SSN 
-SM’s contact number 
-DOD ID # 
-SM’s Civilian email ONLY  
-MOS 
-Company Commander full name and email as listed 
-Include if needing specific dates for UPL TAP week classes.  
-Dates SM will be unavailable to avoid scheduling conflicts 
 
Also include any other important information you would like us to know in the email. Please Cc all leaders that has a 
need to know and/or can reschedule classes. 

****PLEASE NOTE: The SM CANNOT schedule/change their own classes and appointments! **** 

mailto:usarmy.jblm.imcom.list.dhr-tap@army.mil
mailto:usarmy.jblm.imcom.list.dhr-tap@army.mil
mailto:usarmy.jblm.imcom.list.dhr-tap@army.mil


Getting Started Guide
(All DoD Service Branches, Federal
Agencies, All Separation Categories)

Welcome to the Transition Assistance Program (TAP). This is a Mandatory Commander’s program designed to prepare and 
connect Service Members, DoD Civilians, retirees, and family members, who are making critical career and transition decisions
long before their separation date. All Service members serving 180 continuous days or more on active duty must begin the TAP 
process no later than 365 days before the date of their anticipated transition from active duty(date on their DD Form 214).  

Our mission is to foster and promotes retention, both on active duty and in the Reserve Component by helping Service Members 

compare and contrast benefits and compensation with similar public or private sector occupations, to make informed career 

decisions. When Service Members decide to leave active duty, the program shows them how continued service in the Reserve 
Component can supplement their income, provide education and career opportunities, and expand their contacts in the
community.

This world-class transition assistance will “prepare” you for a new career, and “connect” you with employers primed to hire 
veterans by ensuring everyone has the opportunity to develop the knowledge, skills, and self-confidence necessary to be 
competitive and successful in the global workforce and to achieve their post military service goals.

Step 1: Go to https://portal.armytap.army.mil to complete your registration and Individual Assessment. If using Firefox or Chrome
you can sign in with your CAC Card. If using Edge from a Government Computer you will need to use your DS Login In. If you are 
having issues feel free to visit us and we will assist you. 
Step 2: Schedule your Initial Counseling and Pre-separation Counseling using one of the methods listed below. 
• Call us at 253-967-3258
• Email us at: usarmy.jblm.imcom.list.dhr-tap-outreach@army.mil 
• Visit us at Hawk Career Center, 11577 41st Division Drive, Computer Lab, Room 213, or McChord Field, 100 Col Joe Jackson, 

Room 3005
• Un-Programmed Loss (a.k.a. Chapter) classes and appointments. Only Unit Commanders/1SG-Senior Enlisted Leader can 

request by sending an email request to usarmy.jblm.imcom.list.dhr-tap@army.mil using SUBJECT LINE: UPL REQUEST. Email 
should consist of:

- SM DOD ID Number - SM expected separation date
- Name as it appears on SM’s CAC - SM MOS
- Last four of SM’s SSN - SM Rank/Grade
- Best contact number for SM (preferably cell) - SM’s Civilian email
- Commander’s email

Client Portal/Dashboard

• Registration

• Mandatory Initial Assessment

• Check your Status

• Check Appointments

• Mandatory Post Assessment

https://portal.armytap.army.mil/
mailto:usarmy.jblm.imcom.list.dhr-tap@army.mil
mailto:usarmy.jblm.imcom.list.dhr-tap@army.mil


DEPARTMENT OF THE ARMY 
UNIT 
UNIT 

JOINT BASE LEWIS-MCCHORD, WA 93433-9500 
 
            
AFZH-DC                     1 September 2024   
 
 
MEMORANDUM FOR RECORD 
 
SUBJECT:  TAP CRS-Not Met: PFC Doe, Jane C. (A CO 2-11 IN BN) 
 
 
1. Requesting that PFC Doe, Jane (A CO 2-11 IN BN) be waived from completing 
Transition Assistance Program Career Readiness Standards (TAP-CRS) requirements 
in relationship to exiting the military service as outlined in AR 600-81. 
 
2. Justification: The Separation Authority has directed an other than honorable 
discharge in the Active Duty Enlisted Administrative Separations for PFC Doe. 
Consequently, I elect to not have the Soldiers participate in the Transition Assistance 
Program in accordance with AR 600-81 paragraph 7-2e(3). 
 
3. The point of contact for this memorandum is 1SG Army Strong at 253-477-1234 or 
army.strong.mil@army.mil. 
 
 
 
 

COURAGE PRIDE 
CPT, IN 
Commanding 
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APPENDIX N 



LEGAL ACTION REQUEST FORM
593D EXPEDITIONARY SUSTAINMENT COMMAND

JOINT BASE LEWIS-MCCHORD, WA

PLEASE PLACE REQUIRED DOCUMENTS IN THE ORDER REQUESTED 

PART I – ADMINISTRATIVE DATA 
NAME (Last, First MI) RANK Full SSN: GENDER RACE ETS 

UNIT, BN PEBD PCS Date: (if Applicable) Telephone # Date to Legal 

PART II – TYPE OF ACTION REQUESTED 
Article 15 Administrative Separation 

(  )  Vacation of Suspension (  )  Chapter 5-7 (Family Care Plan) 

(  )  Summarized Article 15 (  )  Chapter 5-14 (Mental Disorder) 

(  )  Company Grade Article 15 (  )  Chapter 9  (Alcohol /Drug Rehab Failure) 

(  )  Field Grade Article 15 (  )  Chapter 11  (Entry Level Separation) 

(  )  General Officer Article 15 (  )  Chapter 13  (Unsatisfactory Performance) 

Courts-Martial 
(  )  Chapter 14- 12 a/ b (Minor Disciplinary Infractions) / (Pattern 

 of Misconduct) 
(  )  Summary Courts-Martial (  )  Chapter 14- 12 c (Commission of Serious Offense) 

(  )  Special Courts-Martial (BCD) (  )  Chapter 14-12c(2) (Misconduct-Abuse of Illegal Drugs) 

(  )  General Courts-Martial (  )  Chapter 18  (Failure to meet Body Fat Standard) 

PART III – REQUIRED DOCUMENTARY EVIDENCE 
(Failure to provide the necessary documents will result in delay and rejection of the Article 15 or Administrative Separation Request.) 

Article 15 Administrative Separation 
(  )  5 Ws Counseling Statements  ORDER BY DATE (DA Form 
4856) Including  required counseling from para 1-17, AR 635-200 

(  )  5 Ws Counseling Statements  ORDER BY DATE (DA Form 
4856) Including required counseling from paragraph 1-17, AR 635-200 

(  ) MP or Police Reports if applicable (  )  Previous Record of Non-judicial Punishment (Art 15’s) 
(  )  DD Form 4187 with PMO stamp, AWOL (for Art 86) (  )  Medical Evaluation (Chapters 5-3, 5-7, 5-17, 8, 9, 11, 

 12, 13, 14, 15, 18) Part I and Part II 
(  )  Unit Policy/ Regulation (Required if used as basis for charge 
under Article 92) 

(  ) Mental Evaluation (Required for Chapters 5 (except 5-7), 13, 
14, and 15)  Full Report 

(  )  DD Form 2624 Urinalysis Results (for Art 112a) (  ) SFL-TAP Brief 
(  ) All Enlistment and Reenlistment Contracts

(  )  Assumption of Command Orders (Required if acting  
commander  will read/ impose punishment for Article 15) 
(  )  PAR Suspension of Favorable Action and FLAG counseling.

(  )  PAR Suspension of Favorable Action and FLAG 
Counseling  (FLAG must be initiated before submitting packet) 

(  )  Accurate and Updated STP (Must have correct rank, 
 PEBD, BASD, ASVAB Scores, and FLAG Codes) 

(  )  Accurate and Updated STP (Must have correct rank, 
 PEBD, BASD, FLAG Code, and ASVAB Scores) 

 MEB     YES (  )      NO (  ) 

PART IV – PLEASE SELECT THE TYPE OF DISCHARGE FOR 
ADMINISTRATIVE SEPARATIONS
 (   )  Honorable 
(   )  General 
(   )  Under Other than Honorable  (  )  Retention 
I verify that the necessary documentary evidence was properly submitted with this request. 

Name/Grade/Branch/Signature of requesting Commander Date 

FOR OFFICIAL USE ONLY 

Preparer Date Rec’d NCOIC Review Date 

To Unit (Rank, Name) Date Trial Counsel  Review Date 

TDS Appointment Date Return to Legal (punishment, filing) Date 

    Escort Name               Email Phone Number 
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DEPARTMENT OF THE ARMY 
HEADQUARTERS, FORT DRUM 

JOINT BASE LEWIS-MCCHORD, WA 93433-9500 
 
 
 
 
 

 

AFZH-DC           1 September 2024   
 
 
MEMORANDUM FOR RECORD 
 
SUBJECT:  Separation Under Army Regulation (AR) 635-200, Chapter 14-12c, 
Commission of a Serious Offense, Rank (RNK) First M. Last, Company, Battalion, 
Brigade, I Corps, Joint Base Lewis-McChord, Washington 93433 
 
 
1.  On DATE, RNK Last was notified of his/her administrative separation and refused to 
sign the acknowledgement of receipt of separation notice.  
 
 2.  The POC for this memorandum is the undersigned at 253-477-1234 or 
first.m.last.mil@army.mil.   
 
 
 
  
 FIRST M. LAST 
 CPT, LG 
 Commanding 

mailto:first.m.last.mil@army.mil
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APPENDIX P 



 

U.S. ARMY TRIAL DEFENSE SERVICE (TDS) 
FORT LEWIS FIELD OFFICE 

Bldg 2027D, PENDLETON AVENUE, JOINT BASE LEWIS-MCCHORD, 
WASHINGTON 98433 

 
 

OFFICE HOURS 
(253) 477-1847 

 
Monday 
0930 – 1130 / 1300 – 1630  

Tuesday & Thursday (Walk-Ins) 
Article 15: 0930 – 1100 

Separations: 1330 – 1500 

All others: 1500 – 1630 

Wednesday 
CLOSED 
Friday 
0930 – 1130  

 

• All walk-ins are on a first come, first serve 
basis. 
 

• All Soldiers must have a physical copy of 
their packet prior to being seen. SMs 
arriving for Article 15 / Separation 
briefings with unsigned and or 
incomplete packets will be turned 
away. 
 

• Tue / Thur Video Show Times: 
Article 15:            0930, 1000, 1030 
Separations:       1330, 1400, 1430 
  

• If a Soldier is unable to meet the timelines 
for the Article 15 video or Separation 
video, they can attend the “all others” time 
slot from 1500 – 1630.  

 

  

*Per AR 635-200 para 2-2(c)(3) and AR 27-10 para 3-18(a) accused Soldiers are 
entitled to a copy of legal actions at the time of notification. 

 
SUSPECT RIGHTS 

 
Suspected of an offense? Pending an investigation? Contact TDS. 
 
Clients requesting advisement regarding investigations (“Suspect Rights”) may 
always call or message us and request an appointment. “Suspect Rights” clients will 
be seen as soon as possible, including outside above appointment blocks. 

 
COURTS-MARTIAL 

 
Soldier is brought to TDS only after: 
(1) Command reads charge sheet to Soldier (“preferral”); and 
(2) SJA section delivers a digital copy of the file to TDS Drop Box on Teams. 
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10.

11.

12.

13.

1.

2.

3.

4.

5.

6.

7.

8.

Notification to service member of initiation of separation procedures.

Service member acknowledges receipt of notification.

Service member indicates election of rights.

Unit Commander's recommendation for separation forwarded to:

Separation case received at:

Actions completed (Specify):
and/or case forwarded to:

Separation case received at:

Actions completed (Specify):
and/or case forwarded to:

Separation case received at:

Final Disposition (Specify):

Service member separated from the service.

Total days required to process case.

NAME (Last, First, Middle Initial)

UNIT DATE PREPARED

REMARKS

9.

SEPARATION ACTION CONTROL SHEET
For use of this form, see AR 635-200; the proponent agency is DCS, G-1.

ITEM
NO. ACTION DATE

DAYS
REQUIRED

TOTAL
ELAPSED DAYS

Service member entitled to and elected
hearing before Administrative Board.
Board convened on:

DA FORM 5138, SEP 2010 PREVIOUS EDITIONS ARE OBSOLETE. APD LC v1.00

TABTABTABM















AR 600-8-101, Chapter 3, para 2 Out-Processing Requirements  

On a case-by-case basis, an escort may be appointed to ensure that the Solder out-

processes all required activities. Examples of when an escort may be required are, but 

not limited to, transitions due to emergency circumstances, an expedited separation 

based on hardship, or high-risk separations (for example, administrative eliminations, 

acts of misconduct, or separations for the convenience of the Government or good of 

the Service) 

Escort Rank and Full Name:  

______________________________________________________________________ 

Escort Email/Phone Number:  

______________________________________________________________________ 

Escort MUST be a rank above the Soldier that is being administratively separated. The 

information provided above MUST be the same escort for the DD 214 Briefing, to aid 

the Soldier for clearing the installation, and receiving his/her DD 214. 


	Appendix K - Commanders Instructions for Completing the DD Form 2648.pdf
	Commander’s Verification
	Email Token
	1. Service Member Personal Information 
	2. Initial Counseling 
	3. Pre-Separation/ Transition Counseling, Pre-Separation/ Transition Counseling Needs Assessment, Review and Verification
	3. Pre-Separation/ Transition Counseling, Pre-Separation/ Transition Counseling Needs Assessment, Review and Verification
	Slide Number 7
	4. Other Warm Handovers and Supporting Agencies
	4. Other Warm Handovers and Supporting Agencies
	4. Other Warm Handovers and Supporting Agencies
	4. Other Warm Handovers and Supporting Agencies
	5. Signatures and Remarks
	Commander’s eForm Dashboard

	Appendix L - TAP Process.pdf
	Slide 1


	NAME Last First MI: 
	RANK: 
	Full SSN: 
	GENDER: 
	RACE: 
	ETS: 
	UNIT BN: 
	PEBD: 
	PCS Date if Applicable: 
	Telephone: 
	Date to Legal: 
	  Vacation of Suspension: 
	  Chapter 58 Family Care Plan: 
	  Summarized Article 15: 
	  Chapter 513517 Mental Disorder: 
	  Company Grade Article 15: 
	  Chapter 9 Alcohol Drug Rehab Failure: 
	  Field Grade Article 15: 
	  Chapter 11 Entry Level Separation: 
	  General Officer Article 15: 
	  Chapter 13 Unsatisfactory Performance: 
	  Summary CourtsMartial: 
	  Chapter 1412 c Commission of Serious Offense: 
	  Special CourtsMartial BCD: 
	  Chapter 1412c2 MisconductAbuse of Illegal Drugs: 
	  General CourtsMartial: 
	  Chapter 18 Failure to meet Body Fat Standard: 
	NameGradeBranchSignature of requesting Commander: 
	Preparer: 
	Date Recd: 
	NCOIC Review: 
	Date: 
	To Unit Rank Name: 
	Date_2: 
	Trial Counsel Review: 
	Date_3: 
	TDS Appointment: 
	Date_4: 
	Return to Legal punishment filing: 
	Date_5: 


