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DEPARTMENT OF THE ARMY

HEADQUARTERS, UNITED STATES ARMY TRAINING CENTER AND FORT JACKSON 

FORT JACKSON, SC  29207


REPLY TO


ATTENTION OF

ATZJ-CS

SUBJECT:  Memorandum of Instruction for Trainee Separation Procedures


ATZJ-CS









MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Memorandum of Instruction (MOI) for Trainee Separation Procedures

1.  PURPOSE:  This MOI establishes policies and procedures to manage the processing of trainees and receptees with approved administrative separations, and provides guidelines for Release from Active Duty (REFRAD) processing of Army Reserve and National Guard Soldiers.

2.  APPLICABILITY:  This MOI applies to all Initial Entry Training (IET) and tenant units on Fort Jackson when processing Regular Army (RA), Army Reserve (USAR) and Army National Guard (ARNG) Soldiers in training for discharge or REFRAD.

3.  GENERAL:

     a.  Proponent - The Trainee/Student Processing Work Center (TSPWC), Adjutant General (AG) Division, Directorate of Human Resources (DHR), is the lead agency for processing all trainee discharge and REFRAD separation actions.


b.  Administrative Discharges - Trainees receiving administrative discharges are those from all components that the commander approved separation from the Army for medical reasons, fraudulent enlistment, misconduct, entry level performance, or homosexuality.


c.  Released from Active Duty - Reserve Component (RC) Soldiers who are REFRAD are to return to their parent ARNG or USAR unit due to graduation, State Recall, early release from training, or failure to complete graduation requirements.


d.  Processing Timeframes - The normal processing time to complete all trainee separation actions from receipt of an approved separation action at the TSPWC is 7 working days (Note: The AG Division Most Efficient Organization Contract allows 5 working days to prepare, review and authenticate all separation documents.  Finance requires 2 additional working days after receipt of the separation documents from the AG Division to complete all final pay account documents).  However, emergency circumstances can dictate expeditious processing within either 24 hours or 72 hours of receipt of approved separation action.  All IET battalion commanders, Moncrief Army Community Hospital (MACH) medical authority, or the Reserve Component Liaison Office will approve expeditious processing of trainees based on the IET Separation Processing Timeline matrix criteria at enclosure.


e.  Separation Processing During EXODUS - All trainee separation actions processed during the month of December will be subject to the special processing procedures and deadlines established in the annual Fort Jackson EXODUS Circular.  Commanders must adhere to these procedures and deadlines to ensure all trainees complete separation processing prior to the last EXODUS shipment date.

4.  Processing Procedures/Responsibilities:


a.  All IET Units will:



(1)  Notify Transition Team, prior to the scheduled outprocessing appointment, if a trainee will not be attending the briefing because of PT failure, UCMJ, ASI, hospitalization, etc.


    (2)  Retrieve medical, dental, and training records after approval of separation action.  Forward original and five copies of approved separation paperwork along with the records above to the TSPWC Transition Team.



(3)  Ensure Soldiers turn in any unit property before departing their unit area.



(4)  Inventory the trainee’s initial clothing issue.  If any items are missing, afford the trainee an opportunity to purchase replacement item(s).  Prepare and submit a statement of charges for any missing items to HHC, United States Army Garrison (USAG), Bldg 2466, along with the remaining clothing inventory.  Retrieve any items turned into post laundry prior to the trainee’s arrival at HQ, USAG.



(5)  Ensure trainees are in possession of their active duty Identification Card (ID) or a memorandum from commander stating reason/how trainee lost ID Card.



(6)  Ensure that Soldiers have at least one set of appropriate civilian clothes for the day of separation and enough funds to travel to place of departure (prior to arrival at Transition Team Section).



(7)  Provide an NCO to escort all trainees to HHC, USAG.  Trainees must arrive not later than 0715 on the date of separation and the escort must remain until clothing inventories have been completed.  To ensure the safety and security of all processing personnel, unit escorts must remain with any Soldier released from the 7 West floor of MACH for separation processing.



(8)  Escort REFRAD Soldiers to AG NLT 0900 for morning briefing or 1300 for afternoon briefing.  Upon arrival, escort will provide a listing of all Soldiers not present for the briefing.  To ensure the safety and security of all processing personnel, unit escorts must remain with any Soldier released from the 7 West floor of MACH for separation processing.



(9)  Verify class roster of all Soldiers graduating four working days before graduation.



(10)  Contact Transition Team on all Soldiers being newly started or held over and provide them with new graduation dates within 24 hours of determination.



(11)  Ensure Soldiers have the following in their possession prior to attending TSPWC Transition Team outprocessing briefing,:



- Active Duty ID Card or Memorandum from commander stating reason/how Soldier lost ID Card



- Medical Records



- Dental Records



- Training Records



- Black Pen


b.  120th AG Battalion (Reception) will:



(1)  Forward original and 5 copies of the approved separation action, DA Form 201 file, Medical Records, Dental Records, DA Form 137, Commander’s Finance Memo, and 16 copies of orders to TSPWC Transition Team for all RA Soldier separations.  Packets must be submitted NLT 1030 daily.  The Transition Team will publish orders for ARNG & USAR Soldiers with a discharge date of 7 working days from receipt of packet at the Transition Team.  



(2)  REFRADS:  Upon notification from the 120th Adjutant General Battalion (Reception), USAR/ARNG Liaison, forward the DA Form 201 file, Medical Records, and Dental Records to Transition Team.  All packets must be submitted NLT 1030 daily.  Establish the release date seven working days from submission to the Transition Team.  


c.  All Other Units must forward original and five copies of the approved separation action, Medical Records, Dental Records, and DA Form 137 to the Transition Team Section upon separation approval.  All packets must be submitted NLT 1030 daily.  The Transition Team will publish orders for RA, ARNG, and USAR Soldiers with a discharge date of seven working days from submission of packet to Transition Team Section.  


d.  HQ, USAG will:



(1)  Inventory initial clothing issue (Discharge Soldiers only).



(2)  Transport Soldiers (Discharge Soldiers only) to arrive at the Strom Thurmond Building NLT 0815 and pick them up at 1000 to transport to the Defense Military Pay Office (DMPO).



(3)  During Summer Surge, transport all REFRAD Soldiers from 120th AG Battalion to the Strom Thurmond Building and DMPO.


e.  The TSPWC Transition Team (Discharges) will:



(1)  Monitor the separation process to ensure all units/agencies comply with applicable policies and Army regulations.



(2)  Prepare DD Form 214 (Certificate of Release or Discharge from Active Duty) and conduct separation briefing for all Trainee Discharges.



(3)  Prepare finance packet and inform DMPO of any changes in separation date.



(4)  Notify DMPO by telephone when processing trainee discharges.  This early informal notification will help reduce any separation debt.



(5)  Fax or email a roster (one roster for RA Soldiers and one roster for USAR/ARNG Soldiers) to DMPO on the afternoon of day one and no later than 0830 on day two before Soldier reports for processing for discharge.  Roster will include Soldier’s name, social security number, Separation Program Designator (SPD), and unit.

EXAMPLE:  Soldiers scheduled for discharge on Friday: Fax or email roster no later than 0830, Tuesday.  The DMPO can request separation transactions at any time during the duty day.  However, DFAS releases requested information four times daily during duty hours (0930, 1100, 1300, and 1400).


f.  The TSPWC Transition Team (REFRADs) will:



(1)  Schedule unit outprocessing briefing dates based on Basic Combat Training (BCT) and Advanced Individual Training (AIT) graduation dates and notify the unit on specific briefing times.



(2)  Prepare finance packets upon receipt of Military Personnel Records Jackets (MPRJ). 



(3)  Prepare DD Form 214/DD Form 220 on trainee REFRADS.



(4)  Conduct trainee REFRAD briefings.



(5)  Ensure Soldier prepares a Mode of Transportation (MOT) and forward one copy to Personnel Movements Branch.



(6)  Return MPRJs of no shows to the TSPWC Basic Training (BT) Section or Advance Individual Training (AIT) Section seven working days after scheduled briefings.



(7)  Submit AIT REFRAD packets seven working days before REFRAD date to Finance.                                                                                                                                                                                                                                                                                                                                                                                



(8)  Submit Summer Surge, Split Option REFRAD packets NLT 14 working days before actual processing date to DMPO.



(9)  Immediately notify the DMPO Outprocessing Section to initiate the separation process upon receipt of unit discharge requests.


g.  The TSPWC Basic Training Section will:



(1)  Ensure all DA Form 201 Files (MPRJ) have the required minimum documentation IAW AR 600-8-104, Chapter 6.



(2)  Ensure 20 copies of orders are stamped with proper release date.



(3)  Forward MPRJ to Transition Team Section NLT 21 working days prior to graduation date.



(4)  Zero balance class rosters with unit prior to graduation.


h.  Transportation Representative (Discharges) will:



(1)  Receive the Discharge Travel Request from Transition Team By 0900 daily.  Soldiers scheduled for discharge will indicate their destination and the means of transportation.  Travel reservations will be made accordingly.



(2)  Make airline or bus reservations for all discharged Soldiers.  If Soldiers travel by air, they must take a taxi to the airport in sufficient time to make their scheduled flight.  If travel is by bus, the Soldier will either take a taxi to the downtown bus station or board the shuttle bus at Bldg 4350.  Each individual will be informed of what action he/she needs to take.


i.  Transportation Representative (REFRADs) will:



(1)  Receive Mode of Travel (MOT) from company level at least three weeks prior to graduation of Soldiers.



(2)  Ensure contracted travel agency books flights using proper date and time.



(3)  Arrange with each Battalion (during Summer Surge) and Transition Team (all other times) a designated date and time during the week of graduation to have Soldiers arrive at Transportation to receive airline/bus/train tickets.

5.  Additional Information:


a.  TSPWC Separation Briefings:  The Transition Team will conduct daily separation briefings as follows:  (If Soldier does not arrive on time, the Soldier’s new outprocessing time will be 72 hours after being notified why Soldier was a no show).



(1)  Discharge:  0800 daily, includes Emergencies/No Shows only.



(2)  REFRAD:  0900 and 1300 daily.


b.  Early REFRAD dates:  When requesting an early REFRAD date, units must submit a request through the Reserve Component Liaison.  The Reserve Component Liaison NCO will forward the memorandum of approval to the TSPWC Supervisor, BT Supervisor, or AIT Supervisor NLT seven working days prior to the new release date.  The responsible TSPWC supervisor will forward the MPRJ and a copy of approval of request for early release to Transition Team Section within seven working days of approved release date.


c.  Trainees will normally complete REFRAD outprocessing the day prior to graduation.  However, if the graduation date falls on a Monday, the Soldier must complete REFRAD outprocessing on the day of graduation.  Prior clearance on Friday is not authorized.


d.  Non-graduates who complete training (i.e., passed EOC APFT Test) will be processed five working days from date the TSPWC Transition Team is notified.

6.  The point of contact for this MOI is Ms. Roberts, TSPWC supervisor, 4-4422.

                           //S//
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