
United States Army Garrison Hawaii 
Officer Retirement Checklist

Rank/Name: Unit: 

DOD ID: EMPL ID: 

Retirement Date: Phone: 

Enterprise Email: 

BDE S1 Information: 
(Name/Phone/Email) 

REQUIRED DOCUMENTS 

Memorandum requesting for Voluntary Retirement Signed by Soldier 

Endorsement Memo signed by O6/Chief of Staff (Civilian equivalent is GS 
15 or higher) 

Signed by 06, Chief of Staff, SES or GO 

Sexual Assault Memo Signed by Soldier 

Retirement Certificate/US Flag Worksheet 

Survivor Benefit Plan Questionnaire 

Proof of Creditable Service (Not all documents will apply) 
• DA 71, Oath of Office
• Active Duty Orders USMA/ROTC Contract
• DD Form 4-1,2 and 3
• DD 214, Certificate of Release or Discharge from Active

Duty
• NGB 22, Certificate of Discharge from National Guard
• NGB 23/55, ARNG Retirement Points Statement

• DA Form 5016 (FROM IPPS-A NOT ACCEPTED), Chronological
Statement of Retirement Points-only Prior Reserve

• DA Form 1506 Statement of Service-For Computation of
Length of Service for Pay Purpose (If you had a break in
service (Completed during current period of service))

If you have NO break in service, only submit 
your initial enlistment contract 

https://www.milsuite.mil/book/groups/arn
g- hrp-t-retirement-services

https://www.hrcapps.army.mil/Portal 

(Not all documents will apply) 

Must submit supporting documents 
w/DA1506 

Proof of Command Sponsorship for Dependents 

• PCS/Amended orders to Hawaii

• Command Sponsorship approval memo

Early Return of Dependents (EROD) orders
• Birth Certificate for children born after arrival to Hawaii

(Not all documents will apply) 

Soldier Talent Profile (STP) (dated within 30 days) Within 30 days of packet submission to 
RSO 

ADDITIONAL DOCUMENTS – IF APPLICABLE 

Waiver Memo (DEROS, Time in Grade, etc.) Signed by Soldier 

Exception to Policy Memo-Letter of Lateness 
If submitted less than 9 months from 
retirement date signed by O5 

Memo from HRC (MRD, SELCON, 2 X NS Must be signed by SM 

Divorce Decree, Marriage Cert, Children's birth Certificate If SM is divorced, married or had a child 
while station in Hawaii 

** All documents must be submitted as a single .PDF file, ensuring that the documents are all legible. 

The subject Line is as follows: Soldier’s rank, name and type of request (EXAMPLE: MAJ 
SMITH, JOHN –RETIREMENT REQUEST 

S1 must verify packet is complete, legible and packaged into one PDF file. S1 will then route the PAR with all supporting 
documents through the chain of command to obtain the O6 level Commander’s recommendation. Once complete the S1 will 
submit the PAR to UDL: 000000000003427/HAWAII_MPD_RETIREMENT_SERVICES.  

S1 will verify the packet is complete to include all supporting documentation with appropriate signatures. 

Signature of S1 member who verified the packet: 

Signed by Soldier 

http://www.milsuite.mil/book/groups/arng-
http://www.milsuite.mil/book/groups/arng-
http://www.hrcapps.army.mil/Portal
1053261554.CIV
Inserted Text
 Signed by Soldier  


1053261554.CIV
Inserted Text
ren's 


	RankName: 
	Unit: 
	DOD ID: 
	EMPL ID: 
	Retirement Date: 
	Phone: 
	Enterprise Email: 
	Text16: 
	Check Box17: Off
	Check Box18: Off
	Check Box19: Off
	Check Box20: Off
	Check Box21: Off
	Check Box22: Off
	Check Box23: Off
	Check Box24: Off
	Check Box25: Off
	Check Box26: Off
	Check Box27: Off
	Clear Form: 


