










RETIREMENT INFORMATION SHEET 

• Below are important steps to take prior to your final out with Retirement Services

Office (RSO).

(1) Administrative Absence Submit approved copies of your Administrative Absence prior 

to final out with control number to RSO. Your installation clearance will be delayed until 

received as such.

(2) Retirement Ceremony- If you request to participate in the post-retirement ceremony, 

contact Mrs. Kathleen Wright (804) 734-6412/7299 located at

Building 1107, Corner of Barfoot Ave and First Street, Room 215 Fort Gregg-Adams, VA 

23801. ALL AWARDS MUST BE COMPLETED AT LEAST 4 WEEKS PRIOR. ** If

you wish to participate in a retirement ceremony at a different installation, inform RSO for 

further instructions.

(3) Retirement Physical YOU are responsible for ensuring you take a retirement physical 

NOT EARLIER THAN 6 MONTHS PRIOR to your departure on Administrative Absence, 

and NO LATER THAN 30 DAYS PRIOR to your actual retirement date. You MUST

make an appointment for part one by calling (804) 734-9057.

(4) VA 21-526 - Veteran's Application for Compensation or Pension (VA Claim). A 

representative is located at Fort Gregg-Adams Soldier Support Center Room 107 A 

(Inside Retirement Services Office), call to schedule an appointment at 804-734-7750. 

See attached VA's Pre-Discharge Claim Checklist (Benefits Delivery at Discharge (BOD) 

Program). 

(5) Survivor Benefit Plan (SBPJ - It is mandatory that you and your spouse (if

applicable) receive Survivor Benefit Plan counseling prior to your final out. During this

counseling you will also receive an estimate of your retirement pay. SBP counseling is

given by a Certified Survivor Benefit Retirement Services Office (RSO) Counselor. Be

sure to complete the SBP worksheet prior to your final out, even if you are declining

coverage. Once a SBP election is made it cannot be changed once retired; you can

terminate SBP one-time during a one year window between the 25th and 36th month of

being retired (spouse concurrence required) or you can change your election during an

open season, unless SBP was declined during that open season period. SBP

information is located at www.armyg1.army.mil at the link Retiree.

(6) D0214 Worksheet (Certificate of Release or Discharge from Active Duty). This

document should be carefully reviewed before final out. You will receive your final

DD214 (member 1 and member 4) at your final out appointment with RSO. ** Make sure

to update your Soldier Talent Profile with your 51 before your Final Out

Appointment to include Awards and Education.

(7) Finance and Accounting Office - You must call (804) 734-6360/7287/7623 to

schedule an appointment or finance clearing. Be sure to bring copies of your
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VA's Pre-Discharge Claim Checklist 
Service members who are separating and plan to file for disability can file their claim before separation. 
This is done through the Veterans Affairs (VA) Benefits Delivery at Discharge (BDD) program. This 
program allows Service members to apply for VA disability compensation benefits prior to separation. 
Claims must be filed between 180 to 90 days prior to separation. This is a voluntary program, by 
choosing to participate in the BDD program, you are agreeing to meet the requirements of the program. 
The following checklist will help you compile the documents that you will need to file your claim (some 
may not apply to you). 

 
  Electronic copies of all military medical records is preferred, covering all active 

duty periods. NOTE: request your medical records 30-60 days in 
advance. (Official copy of Military Medical records are required to submit with 
your BDD claim.) 

 
  birth certificates for dependent children (if applicable) 

  Social security numbers for all dependents and spouse (if applicable) 

Prior service DD214's and current Retirement/ETS orders - Required 
 

All divorce decrees for spouse and self if currently married (if applicable) 
 

Current Marriage license (if applicable) 
 

Standard Form 1199a Direct Deposit (requires your bank to physically sign it) 
 

Line of Duty and timeline regarding injuries (National Guard/Reserve) (if applicable) 
 

A Separation Health Assessment - Part A Self-Assessment that can be downloaded 
from https://www.benefits.va.gov/compensation/dbg publicdbgs.asp (Required) 

PROCESS: Once you know your Release from Active Duty Date and have an official copy of your 
military medical records, schedule an appointment: https://vesa.dvs.virginia.gov/ 

Virginia Department of Veterans Services, Fort Lee Benefits Office  

Soldier Support Center 
1401 Barfoot Avenue 
Building 3400, 
Fort Lee, VA 23801  

Room 120E/F 

PH: (804)766-3478 
 
BDD claims are time-sensitive, and you must submit your claim between 180 to 90 days prior to 
your release from active-duty date. Electronic copy of medical records is preferred so that we 
can review and submit your claim electronically. 

http://www.benefits.va.gov/compensation/dbgpublicdbgs.asp
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