
USAG BAVARIA Transition Center 
Pre-Separation Brief
This comprehensive guide outlines the separation process for U.S. Army Soldiers, covering normal transitions, involuntary 
separations, and Officer separations. It provides detailed information on required timelines, documentation, and 
procedures to ensure a smooth transition out of active duty. The guide also emphasizes the importance of early 
preparation and adherence to military protocols throughout the separation process.

https://gamma.app/?utm_source=made-with-gamma


Normal Transition Process

For Soldiers undergoing a normal transition out of the Army, it is crucial to begin pre-transition processing as early as possible. The Transition 
Center plays a pivotal role in this process, offering guidance and support to ensure a smooth separation.

Key steps in the normal transition process include:

• Visit the Transition Center up to 180 days prior to your ETS (Expiration Term of Service) date. Early engagement allows for proper planning 
and addressing any potential issues well in advance.

• Submit all required documents on the Transition Checklist through a Personnel Action Request (PAR) in the Integrated Personnel and Pay 
System - Army (IPPS-A) no later than 120 days before your ETS date. This timeline ensures that all paperwork is processed efficiently, reducing 
the risk of delays in your separation.

• It's important to note that the minimum processing time for the Transition Center is 10 business days. This does not include the 30 duty days 
allowed for clearing the Unit and Installation. Soldiers should plan accordingly.

The Transition Center staff are trained to assist you with any questions or concerns you may have about the separation process. They can 
provide valuable insights into benefits, career opportunities, and resources available to transitioning soldiers. It's essential to take full advantage 
of their expertise to make your transition as smooth as possible.

Remember, the transition process is not just about paperwork; it's about preparing for your future beyond military service. Use this time to 
reflect on your career goals, explore educational opportunities, and consider how your military skills can translate to civilian employment.



Involuntary Separation Process
Involuntary separation, often referred to as "chaptering," is a more complex process that requires careful attention to detail and adherence to 
specific protocols. Soldiers facing involuntary separation must follow a distinct set of procedures to ensure compliance with Army regulations.

1 Submit Chapter Documents
Chaptered Soldiers must submit all documents listed on the 
Transition Center Chapter Checklist through a Personnel 
Action Request (PAR) in IPPS-A. This step initiates the formal 
separation process and ensures all required information is 
recorded in the Army's personnel system.

2 Hand-Carry Chapter Packet
Once the Chapter Packet is complete with all supporting 
documents, it must be hand-carried to the Transition Center. 
This personal delivery allows for immediate review and 
determination of the Date of Separation, which is crucial for 
planning subsequent steps.

3 Receive Separation Orders
Chaptered Soldiers will receive their separation orders no later 
than 2 days after submitting the complete Chapter Packet and 
all necessary documents to the Transition Center. This quick 
turnaround is designed to provide clarity and allow for timely 
planning.

4 Follow Installation Protocols
When visiting the installation, chaptered Soldiers must be 
escorted and remain in uniform at all times. This requirement 
ensures compliance with military regulations and maintains 
order during the separation process.



Final-Out Procedures

The "Final-Out" is a critical step in the separation process, marking the official end of a Soldier's active duty service. This procedure 
applies to both voluntary and involuntary separations and requires careful attention to detail and timing. During the Final Out you will 
obtain your signed DD214 (Certificate of Release or Discharge from Active Duty).

Key aspects of the Final-Out process include:

• Timing: Soldiers will complete their Final-Out at the Transition Center two days before their ETS date or the start of Terminal Leave. 
This timing allows for any last-minute issues to be addressed without delaying separation.

• Mandated documents must be completed before Final-Out:

⚬ Signed Capstone DD 2648: This form verifies that the soldier has completed all required transition assistance activities.

• Clearing the Installation: Soldiers are allowed 30 business days to clear the installation. This process involves returning all issued 
equipment, settling any outstanding accounts, and completing necessary paperwork with various base facilities.

• Uniform Requirement: Soldiers must be in uniform for the Final-Out process and to receive their DD214 (Certificate of Release or 
Discharge from Active Duty). This requirement maintains military bearing through the last official act of service.

The DD214 is a crucial document that will be needed for various civilian purposes, including employment applications, VA benefits, and 
more. Ensure you receive this document and keep it in a safe place.



Officer Separations

The separation process for Officers involves additional steps and documentation to ensure a proper transition from commissioned service. Officers planning to separate from the Army must complete the following requirements:

1 Soldier Request for Separation

Officers must initiate the separation process by submitting a formal request to HRC. This document should clearly state the reason for separation and the desired separation date.

2 Separation Counseling

In accordance with AR 600-8-24 Chapter 1-14, officers must undergo separation counseling. This counseling must be signed by an O-6 (Colonel) or above, ensuring that senior leadership is aware of and supports the separation 
request.

3 Sexual Assault Memo

Officers must complete and sign a memo acknowledging the Army's policies and procedures regarding sexual assault. This step ensures awareness of these critical issues even after separation.

4 Soldier Talent Profile

A comprehensive profile highlighting the officer's skills, experiences, and accomplishments must be submitted. This document can be valuable for future career opportunities.

5 Reserve Counseling Memo

Officers must receive counseling about opportunities in the Army Reserve and sign a memo acknowledging this counseling. This ensures awareness of continued service options.

6 Tuition Assistance Acknowledgement Memo

Officers must visit the Education Center to discuss and acknowledge any obligations related to tuition assistance received during their service.

All voluntary separation requests must be submitted through the officer's brigade S1 to the local Transition Center. The Transition Center will then transmit the request to Human Resources Command (HRC) via IPPS-A for final processing and 
approval.

Officers should be prepared for a potentially longer processing time due to the additional requirements and approvals needed at higher levels of command. It's advisable to start the separation process well in advance of the desired separation 
date to account for any potential delays.



Transition Timeline and Planning

Effective transition planning is crucial for a successful separation from the Army. Understanding and adhering to the timeline of events can help soldiers navigate the process smoothly and ensure all requirements are met in a timely 
manner.

180 Days Before ETS

Begin pre-transition processing by visiting the Transition Center. Start gathering necessary documents and information for the separation process.

120 Days Before ETS

Submit all documents on the Transition Checklist through a Personnel Action Request (PAR) in IPPS-A. Ensure all paperwork is accurate and complete to avoid delays.

90-60 Days Before ETS

Complete Separation Health Physical and schedule Capstone DD 2648 signing. Begin clearing unit and installation, which can take up to 30 business days.

30 Days Before ETS

Finalize all clearance procedures. Address any outstanding issues with the Transition Center. Prepare for Final-Out process.

2 Days Before ETS or Terminal Leave

Conduct Final-Out at the Transition Center. Receive DD214 and complete any last-minute requirements.

Throughout this timeline, soldiers should be proactive in seeking information and completing required tasks. It's important to remember that while the Transition Center provides guidance, the responsibility for a smooth transition 
ultimately lies with the individual soldier.

Soldiers should use this time to also focus on personal preparations for civilian life, such as job searching, securing housing, and planning for continued education if desired. The Army provides various resources to assist with these 
aspects of transition, and soldiers are encouraged to take full advantage of these offerings.



Importance of Proper Transition

A well-executed transition from military to civilian life is crucial for both the individual soldier and the Army as an institution. Proper adherence to 
transition procedures ensures that soldiers are well-prepared for their next chapter while maintaining the integrity and efficiency of the Army's personnel 
systems.

Benefits for Soldiers

Following the transition process diligently provides numerous benefits to 
separating soldiers:

• Ensures all earned benefits are properly documented and accessible

• Provides time to address any medical or administrative issues before 
separation

• Allows for thorough preparation for civilian life, including job searching 
and relocation planning

• Offers access to valuable resources and counseling to ease the 
transition

Benefits for the Army

A smooth transition process also benefits the Army in several ways:

• Maintains accurate personnel records, crucial for future reference and 
policy planning

• Ensures proper allocation of resources and manpower

• Helps in identifying trends and areas for improvement in retention and 
soldier satisfaction

• Contributes to a positive image of the Army among veterans and the 
general public

By treating the transition process with the seriousness it deserves, Soldiers not only set themselves up for success in their post-military lives but also 
contribute to the overall effectiveness and reputation of the U.S. Army. The experiences and feedback of transitioning soldiers are invaluable in shaping 
policies and procedures for future generations of service members.



Feedback and Continuous Improvement

The Army values your service and wants to understand why Soldiers are leaving. Please take a moment to scan the QR code and complete a brief, 4-question survey on any mobile device. This is your chance to 
help shape a better future for the next generation of Soldiers.

This survey is an integral part of the Army's efforts to enhance the transition process and address any systemic issues that may be contributing to soldier separations. By participating, you contribute to:

• Identifying common challenges faced during the transition process

• Highlighting areas where additional support or resources may be needed

• Providing insights into factors influencing decisions to leave the Army

• Helping the Army develop more effective retention strategies

• Improving the overall experience for future transitioning soldiers

Your honest feedback is invaluable and will be used to inform policy decisions, resource allocation, and program development. The Army is committed to creating a transition process that not only meets the 
needs of separating soldiers but also strengthens the force as a whole.

Remember, your journey with the Army doesn't end at separation. As a veteran, you remain a part of the Army family, and your experiences continue to shape the institution. By providing feedback, you play an 
active role in ensuring that the Army remains a strong, supportive, and effective fighting force for years to come.
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