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U.S. ARMY

Installation Clearance

Welcome

Congratulations on your reassignment, retirement or separation from
service. This briefing is provided to fulfill the Installation Clearance Briefing
requirements of AR 600-8-101 and will provide all Soldiers with guidance and
useful information to prepare you for clearing the installation.

WE ARE THE ARMY’S HOME
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U.S. ARMY

Installation Clearance

Clearing Process / Initiate Clearance Record (DA 137-2)

All Soldiers can initiate the clearing process thirty-three (33) calendar days prior to the
start of their PCS leave or Transition leave. Or 33 calendar days from date of
retirement/separation if you are not taking transition leave.

Packets are picked up by appointment only from the In/Out-processing section, Bldg. 2140
(Waller Hall), Room 200 Monday, Tuesday, Wednesday, Thursday and Friday. Clearance
packets will not be provided on Federal Holidays and scheduled DONSA's.

If you are retiring or separating from service, please schedule your DD214 review with
Transition Services at the Retirements/Separations Section of Waller Hall room 207A.
Once you have scheduled your review date, please stop by the Installation Clearance
station to initiate your clearance record (DA 137-2). The DA 137-2 WILL BE PROVIDED
after your DD214 review.

***Clearing is done in DUTY UNIFORM**
***Soldiers are not authorized to clear while in a leave status***

DA FORM 137-2 (INSTALLATION CLEARANCE RECORD) IS
ONLY GOOD FOR 30 CALENDAR DAYS from the day they are
printed!!

WE ARE THE ARMY’S HOME
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U.S. ARMY

First Page

Agency Listing Sheet

INSTRUCTIONS FOR CLEARING (Read this prior to clearing any agency) Dated: 20 May 2021
PLEASE NOTE: All agencies that have a name listed in column 13 of your clearing papers have been pre-cleared

L\GENC\' ‘WHO NEEDS TO CLEAR THIS AGENCY LOCATION CONTACT FOR CLEARANCE HOURS
AFCS RELOCATION & LOAN CLOSET ALL SOLDIERS mfﬁ g‘;lw 967-T166
‘Waller Hall
Bldg 2140
ARMY EMEGERNCY RELIEF ALL 50LDIERS Rm 400 967-9852
‘Waller Hall
CENTRAL ISSUE FACTLITY ALL SOLDIERS Bldg 5640 ilﬁﬂi
T h e fl rSt part Of yO u r C I earl n g CHLDAND Yoml?]‘.?\?:;\%i‘;‘;ﬁél- SERVICESSCROOL SOLDIERS W/SCHOOL AGE CHILDREN s}};:‘n;"‘\'ﬁ:;?'“ Lot o
. . . {Across from Cowan Stadium) 0800-1700 T
packet will be the Agency listing oz c0s wasouass iy
h t T h - h t - d DENTAL FACILITY ALL SOLDIERS PER CLINIC Per Clinie
sheet. IS shee p roviaes yo u EDUCATION OFFICE SEPARATING SOLDIERS smwﬁ%?‘?n 967.7298
with locations, hours of — v T
operations, an d P hone FrvANCE st souprmss i 674098 (GEPARATIONS)
FURNISHINGS MANAGEMENT OFFICE BARRACKS HAND RECIEPT HOLDERS BLDG 4079 966-1894/2895

numbers of the Agencies you
potentially must clear. Agencies J—— T
highlighted in yellow are in

Bldg. 2140 Waller Hall

966.2057
W a I | er H al I CENTRAL CLEARANCE/ REASSICNMENTS ALLSOLDIERS COTORM206B ol
Bldg. 9660 Door §
' MT, W &F 0730-13001230-
INSTALLATION PROPERTY BOOK OFFICE ALLSOLDIERS el e [EN]
1600
Blde. 2109 967-5889
LIERARY ALL SOLDIERS X.10* & Pendleton 967.5533
JBLM, WA 98433 952-3454
MEDICAL FACILITY PRIMARY CARE
ALL SOLDIERS PROVIDER PERTMC

WE ARE THE ARMY’S HOME
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U.S. ARMY

Second Page _
DA Form 137-2 Installation Clearance Record

The Second Page of your clearing
packet will be the DA137-2
Installation Clearance record. At

the top of this form there will be M) D/ 137-1/ DA 137-2/ DA 5434/ DD 2648
a list of documents you will i s e RO e e

need to bring with you in order B ot e o coteee rtton e om0 e o et S St s

ROUTINE USES: rsonnel and finance records. To ensure that debt to the government and ifs instrumentalises is payment

. o ation per d and that action is taken to obtain pay
t 0 | n a O u t I e exal ' l p eS payment Batore re Soldier’s transition from actwe duty, separation or retrement. Forms will not be disclossd cutsid the Depamem of Defense (DoDj and DoD sponscred
. agenciss.

DISCLOSURE: Disclosure is voluntary: howswer, failure to complete this form may result in only partial payment of inal pay.

rOVIded above are not a” NSTRUCTIONS TO T SOLDER, Tis o repemn packa s derad = st you s i ot g o s S8 seuraay v wowdsty s covie s
his ¥. Hyou gir e Ary. JaUre 5 camplete s checkis: Gomeciy an. enfirely Wil result i you recening 53 r

your final pay pem: ng venfc.wc :ryDFA Sof Jny uulsu clng detis. Actviies man kec ‘mlh an (@ require clearance for all Soldiers separating or retiring from the Active Army, including Al
. . . . personnel. Activities marked with : aszensk .|re clearan ce for Soldiers depamng on F'..s Activities not marked wil be cleared per installation instructions. This checklist must be ccm: ieted
I n CI u SIVe to each SO I d I e r an d the I r t:e'h: ur final military pay appointment  Separation payments will not be released untl installation clearance is completed Provide any additional information n Remarks, block 16
SECTION A - PERSONNEL DATA (To be completed by the commander, 51, processing confrol stafion, or appointed official)
. . 1. NAME 2 RANK 3. ORDERS NO.
clearing process. The next slide LR TONY roma
. 4. GAINING UNIT 5. LOSING UNIT 8. DATE OF ORDERS [YYYYMMDD)
. W12KH2 WSAAX1T 20220914
W|” cover the dOCU| | IentS 7 REASON FOR CLEARING  DEFARTURE DATE (¥YY¥MMDD)
[Jees [Jets [JRETREMENT [ JoOTHER (Specify] 20230519

SECTION B - INSTALLATION STANDARD CLEARANCES
Al signatures are required prior fo reporting fo the processing conirol station (section ) for final clearance. Not having these required signatures will cause a delay in your final clearance.
B . [ EED 1 15,
INSTALLATION ACTIVITY YES DEBT AMOUNT NAME (Last, First, Middie) TELEPHONE NO. SIGNATURE
a. DENTAL FACILITY @"

necessary to final clear.

02 JAN 2023

0. DEERS/RAPIDSAD CARDS AND TAGS @

In the top right corner of your DA e
137-2, will be your scheduled final :::jj;::j:w
out date. For any reason you are e o

CHILD AND YOUTH SERVICES/SCHOOL LIAISON
oFFicER @

unable to clear the installation e

on your scheduled date please ‘ﬁ'.:if:.fﬁiiﬁffﬁ

[k PRINT CLEARANCE PAPERS

contact Installation Clearance to bsesinlls .
discuss.

HAWKINS, DESHONETT L

THIES. CHARLENE M

WALKER, ANTOINETTE

ARROYO, STEPHANIE M

JOHNSON, LANCE R

JOHNSON, LANCE R

o o

JGHNSON, LANCE R

EHH!HMMMHHHHS

E

US EDITIONS ARE OBSGLETE AFDLCvisoEs
Rage 113

On the left side of the DA 137-2
will be a date stamp. This date
stamp is the day that your
clearance record was printed.
The DA 137-2 is only good for
thirty days after it is printed.

WE ARE THE ARMY’S HOME
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U.S. ARMY

Second Page Continued

DA Form 137-2 Installation Clearance Record

DA 137-1/ DA 137-2 / DA 5434 | DD 2648
AS you IOOk at the document |n INSTALLATION CLEARANCE RECORD

DATA REQUIRED BY THE PRIVACY ACT OF 1574 S

1 1 1 AUTHORITY: Section 301, Title 5, USC.
O C n S a a I 0 n C I V I y yO u PRINCIPAL PURPOSE: To ensure Soldier readiness before PCS. To complete clearance verification before transition from active duty, transfer to another Service or Component. separation.

discharge, or retirement

. . . ROUTINE USES: To close cut instaliaton personnel and finance records. To ensurs that debt to the govemment and fts instrumentalities is identified and that action is taken to obtain payment
WI I I S ee a I ISt of ag e n C I es . th ese payment before the Soldier's transition from active duty, separation or retrement. Forms will not be disclosed outside the Depariment of Defense (DoD) and DoD sponsored
agences.
! DISCLOSURE: Disclosure is voluntary; however, failure to complete this form may result in only partial payment of final pay.

- - INSTRUCTIONS TO THE SOLDIER: This out-processing packet s designed to assist you and the installation in completing your final clearance as accurately and expeditiously as possible. It s your
are t e agenciles vou will nee to responsiiity 1o compiete s chectist Broperhy. 1 you are Separaing o el from the AShve Army. Falure o compIte e checkls correcly and entirely Wil /ol n you repeing 65 peroent of
your final pay pending verification by DFAS of any outstanding debts. Activities marked with an @ require ciearance for all Soldiers separating or retiring from the Active Amy, including AGR
personnel. Activibes marked with an asterisk (*) require clearance for Soldiers departing on PCS. Activibes not marked will be cleared per installation instructions. This checklist must be completed

before your final military pay appointment. Separation payments will not be released untl installation clearance is completed. Provide any additional information in Remarks, block 16.
C I ear_ SECTION A - PERSONNEL DATA (To be completed by the commander, $1, processing control station, or appointed official)
T.NAME 2. RANK 3. ORDERS NO
MONTANA, TONY 156 2570018
4. GAINING UNIT 5. LOSING UNIT 8. DATE OF ORDERS (YYYYMMDD)
foe) W12KH2 WaAAX1 202200914
- O\ [7- REASON FOR CLEARING 8. DEPARTURE DATE (YYYYMMDD)
However, if you look at block 13 S [ " Meemoion  Conen s R
1 N SECTION B - INSTALLATION STANDARD CLEARANCES
. =z {Ail signatures are required prior {o reporting fo the processing control station (section d) for final slearance. Not having these required signatures will cause a deiay in your final clearance.
and you see a pre-printed name zf A = T ;
— w LLATION ACTIV Ty YES | DEBT AMOUNT NO 4 i TELEPHONE NO. SIGNATURE
N W oenra raciTy @
o @

in that block, then the agency
has already pre-cleared you,
you are no longer required to e

It TRAINING AIDS CENTER @

clear that activity. e

In. RESERVE COMPONENT CAS

DEERS/RAPIDSS

CARDS AND TAGS @

CENTRAL ISSUE FACLITY &

HAWKINS. DESHONETT L

THIES, CHARLENE M

WALKER, ANTOMETTE

R COUNSELOR @ ARROYD, STEPHANIE M

| ABMP-BARRACKS FURNISHING @' JOHNSON, LANCE R

| MADIGAN CREDENTIALS TEAM @

If there are no pre-printed e
names in block 13 you must T
physically clear that activity.

JOHNSON. LANCE R

[

JOHNSON, LANCE R

T AFD LG 100
Fage 1

WE ARE THE ARMY’S HOME
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U.S. ARMY DA Form 137-2 Clearance Record

Second Page Continued

SECTION B - INSTALLATION STANDARD CLEARANCES (Continued)
n. 12 13, 14, 18,
DEBT AMOUNT | NO NAME (Last, First, Middia) TELEPHONE NO. SIGNATURE

On the back side of the DA 137-2 " sl

L RENTAL PARTNERSHIP PROGRAM (RFP) @"

Section B block 9 you will seetwo  [=¢

Final Out- Processing activities.

. PRINT CLEARANCE PAPERS *

MELTON, TONJA M

MCRAE, ERIC P

FAUX, ROBERT

MOHR, RAMONA M

THOMAS, KENNITH W

q LUBRARY @'

One will be Finance Final Out e L)

5. FINANCE FINAL OUT PROCESSING (ROOM 300)

Processing and the other will be e

u. QUTPATIENT MEDICAL RECORDS @*

FI n a.I Out = ProceSS| n g . \. PROVOST MARSHALLVEH/REG WALLER HALL @'

[ | e ) ) ) 0 )| 0 ) 90 3 )

Finance will sign and stamp in
block 9 and in block 17 of

O

OO0 D |Oo0OOoOooOoOooE

6. REMARKS.

S e C t I 0 n ‘ UT-PROCESGING REMARKS: ALL CLEARING MUST BE DONE IN MILITARY APPEARANCE, IN ACCORDANCE WITH AR 670-1.
TN G LT AR PAY PHCCrToe
17. MILITARY PAY CLEARANCES
2. DEFENSE MILITARY PAY OFFICE b. NAME (Last, First, Midolie) < TELEPHONE NO . SIGNATURE & DATE (YYYYMMDD]

(1) Travel Pay Processing @'

Installation Clearance will sign and  foewsnrmroess

. J[3) Debe Processing @
stamp in block 9 as well as block P et Re— R —
Jand dated Service Member Deployment History Out-
H processing Verification form? @'
18a and 19a Of SeCtlon D- |ﬂl‘HﬁM5dﬂwtheubp(:ilsilD?@sl'UD . NAME (Las, Firsi, Midafs) ‘¢. TELEPHONE NO. IZ??W
[

Processing Control Station. el ' i

WE ARE THE ARMY’S HOME
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U.S. ARMY

Unit Clearing papers

DA 137-1is your unit
clearance record. The front of
the document MUST be filled
in with your information.

DA 137-1

UNIT CLEARANCE RECORD
For use of this form, see AR 600-8-101; the proponent agency is DCS, G1

DATA BY THE PRIVACY ACT OF 1874

AUTHORITY: Section 301, Title 5, USC.

PRINCIPAL PURPOSE:  To ensura soldier readiness bafare PCS. To complete clearance verification before transition from active duty, transfer to anather Service or Component, separation,
discharge, o retiremant

To close out installation persannel and financa records. To ensura that debt to the government and its instrumantalities is identified and that action is taken to abt.
payment before the soldier's transition from active duty, separation or retirement. Forms will not be disclosed outside the Department of Defense fDoD) and Dol

ROUTINE USE!

sponsared agencies.
DISCLOSURE: Disclosure is voluntary; howaever, failure to complete this form may result in only partial payment of final pay.

INSTRUCTIONS TO THE SOLDIER: This out-pracessing packet is designed to assist you and the installation in completing your final clearance as accurately and expeditiously as possible.
You are responsible for ensuring that this checklist is completed properly. If you are transitioning from tha Active Army, failure to completa this checklist corractly and entirely will result in
you receiving only 65 percent of your final pay pending verification by DFAS of any outstanding debts. This chacklist must be completed before your final military pay appointment
Separation payments will not be released until installation clearance is complated.

TO THE UNIT COMMANDER/BN §1: This soldier is scheduled to PCS or transition from the Active Ammy. We need your assistance to ensure proper installation clearance and computation of
the soldier's final leava and pay entitlemants. Identify all actions within the last 60 days before the soldier's departure date and complete the items below. Failure ta provide this information
will cause the withholding of 45 percent of the soldier's final pay at transition, panding DFAS final verification of outstanding transactions.

I4 ORDERS NO.

7. DATE OF ORDERS (¥¥YYMMOD)

9. DEPARTURE DATE (¥¥YYAMM|

[Tecs [Ters [ reTirement [otHer specitys

SECTION B - DEBT VERIFICATIONS

70. a b c d
DUTY STATUS TYPE OF ABSENCE LOG NUMBER OR ORDER KUMBER START DATE (Y¥Y¥MMDD) RETURN DATE (¥¥¥YYMMDDI
(When Applicabie]
Indicate all leave, TDY,
hospitalization, field duty, lost
time, AWOL, and ir
within 60 days prior to
issuance of the clearance
forms.
SECTION C - ADVERSE ACTIONS
1 a c. d. e COMPLETION DATE
DATE OF SOURCE EFFECTIVE DATE
ADVERSE ACTIONS TYPE OF ACTION DOCUMENT (¥YYYMMOD) PUNISHMENT (YYYYMMDD] (YYYYMMDD)
Al that have occurred within
60 days prior to issuance of
clearance forms. Include
UCMJ actions, courts martial,
administrative reductions, and
administrative discharges.
DA Form 137-1-R, APR 97, is obsolets 280 V1,00

DA FORM 137-1, JUN 2003

WE ARE THE ARMY’S HOME
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U.S. ARMY

Unit Clearing papers

DA 137-1

SECTION D - PROPERTY ACCOUNTABILITY AND PAY ITEMS

11. PROPERTY ACCOUNTABILITY

a. 11b. DATE OF SOURCE DOCUMENT 7id. DISPOSITION
STATEMENT OF CHARGES/ CASH (YY¥YMMDD)
COLLECTION VOUCHER
[ ] REPORT OF SURVEY Tic. AMOUNT
On the back Of the page a” 12a_PAY ITEMS{Check all that apply) 12b_INCENTIVE PAY (Specify Type) | 12c. BONUS
: ) [Jess  [Jean  [Jeoa [Jowa [ Jrsa [ e [ Jweo [ Jsose [] ENLISTMENT [] REENLISTMENT
five areas (as seenin the [lomen ey

SECTION E - BATTALION/UNIT CLEARANCE ITEMS. A check by an item confirms that the item has been verified and that necessary action has been faken.

example here) MUST be |
. - W-W
S I g n e d an d d ate d by th e DD Form 714 (Meal Card Conirol Book) DD Form 2648/DD Form 2645-1 DA Form 6 (Duty Roster) i Family Member Program

. .. . DA Form 2173 (Line of Duty Exit Survey/DD Form 2958 E-Profile ADPAAS Update
ap p ro p rl ate a-u th 0 r I tl e S I n ;:‘Fﬁz}M 0/2166-8 (Evaluation Reports IZ[)): ESHWTLE:SBU(S:EQEL (Body Ci ition Program) gﬁ Eﬂ ?9;5' (&aﬂ’;‘ﬁi’? I;S;Tr:v:lﬁz;‘; Lézdr:‘e
order to final out the T G
S S T e T —

installation. Sors o L m— s

Training Room PERSTEMPO Verification Sheet Upload DA Form 5248-R info JPASICATS

c. DATE (Y¥YYMMDD)

ipply Room | 11 M [
[ Ams Room || Protective Mask Inserts 1 I
16. OTHER
a_ OTHER CLEARANCES b NAME (Lasi, First, Middie) I ¢ SIGNATURE d_DATE (V¥YVMMDD)
Career Counsalor ot B
==
= ]
== ]
T7. REMARKS

18. SOLDIER'S AUTHENTICATION

WE ARE THE ARMY’S HOME
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U.S. ARMY

MPPS A

INTEGRATED PERSONNEL AND PAY SYSTEM - ARMY

Submitting Absence Request in Conjunction
with PCS

One Soldier x One Record ko One Army.

WE ARE THE ARMY’S HOME
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U.S. ARMY Ag enda

 Why

« Absence Process

 InTransit Grid

« Absence in Conjunction with PCS

« Absence in Conjunction with PCS/PTDY

« Absence in Conjunction with PCS and TDY

« Absence in Conjunction with Legacy Orders

« Absence in Conjunction with Legacy Orders/PTDY
* Errors

=—\f1=




U.S. ARMY Absence Process

Absence Management (Leave)

BLUF: IPPS-A will generate the DIJMS FID to report Member Absence

Member Yes
Submit Absence Approval 4_
HR Pro / Request Authority?
Commander /
Manager

Processing Facts

* All Absence requests are transacted in IPPS-A.
* The supervisor is the Approval authority. If the supervisor is the intermediate approver, not the approval authority, they must add workflow for the
approval authority (follow local unit policies and SOPs).
* Approved chargeable absence requests will automatically generate a DIJMS FID (SB) and send to DIJMS using interface:
+ 2days for ordinary absence after end date
* To ensure the correct chargeable absence/leave, servicing HRs/S-1s must modify leave dates prior to IPPS-A generating a FID.
* PCS chargeable absence will be triggered from the arrival process using the in-transit grid.
* Key internal controls: Monitor transactions waiting approval (Monitor Approval Query); verify transactions processed (submitted FIDS report).
* Direct DMO input should not occur without prior coordination between the servicing HR and servicing Finance Office / AMPO.

13



U.S. ARMY InTransit Grid

IPPSA InTransit Grid
Arrivals and departure in IPPSA are done via the InTransit Grid.
Members with a PCS assignment in IPPSA will need to follow these guidelines:

PCS Absences must be submitted with the reason of “02-Abs in Conjunction
with PCS” to process correctly in IPPS-A. Absence Request will cover from
the date of physical departure from the losing unit to the day prior to the
report date on the PCS assignment orders to include any TDY enroute.

An authorized user from the Member’'s home unit must verify the PCS absence
record populates the InTransit Grid inside the PCS assignment during the in-
processing assignment transaction.

The Member must have an approved “02-Abs in Conjunction with PCS” absence
that ends the day before the report date. The gaining unit uses the InTransit Grid
during the arrival processing transaction to update the Authorized Travel Days
(ATD) if applicable (see Process 12-9 in user manual for Arrival and Process 12-10
for Departure).

If the system detects a change in leave, the system automatically updates the
Leave Request to reflect changes input during the arrival process.

If the arrival date is not equivalent to the begin date of the assignment, the system
will check for entitlements to ensure early arrival is allowed. The system will
automatically modify the assignment begin date to match the new arrival date.

14



U.S. ARMY

PCS Assignment
Absence (Without House Hunting)




U.S. ARMY

Absence (Without House Hunting)

This is an example of how to fill out an Absence request without House Hunting.

Service member has an approved assignment with a report date of

1 August 2023

Current/Approved

CurrentApproved w Urganizational Instance ]
Business Unit US Army Active Component ocation FORT DRUM
Pending/Working
Component Category ACMS-Force Structure Unit-Avail Pers Job Code W420A HUMAN RESOURCES TECHNICIAN
Completed UIC WETVAA 0010 AVHHC HHC COMBAT AVN Position 02925227 #2 Human Resources (HR) Techni
Duty Status Present for Duty
Canceled "
Duty Status Attribute
w» Permanent Assignments
r e Pemr 55 neé v
m 2rows
ID/Source  Status Compo Action/Reason Code Begin/End Dt UIC Position Location
14617919 PCA 10/30/2020 WETVAA 02925227 00021717
Arived  Active A 2
eMILPO Reassignment 077312023  0010AVHHC HHCCOMBATAVN  #2 Human Resources (HR) Techni  FORTDRUM Ot Actions ©
11587137 PCS 08/01/2023 WAPGO1 08160695 00040077
Approved  [ctive S Vie
Jo Operational worieuss  0001ARHHC 02 REPLACEMENT  Standard Excess ELPAso  OmMerActions @ v

» Temporary Assignments

16



U.S.ARMY Absence (Without House Hunting)

From your Self Service page select My Absences.

17



U.S.ARMY Absence (Without House Hunting)

Absence Request (without House Hunting Absence) ﬁlB_ES*A ‘

Request Details

Return to View Requests

| Submit |
Absence Type | All hd
IAW IPPS-A User Manual,
Absence Name | Fosence v Authorized Travel days are either
"Reason | 02-Abs in Conjunction wiPCS ___ v automatically determined by DTOD
*Start Date |06/15/2023 ) or manually entered by the unit

when processing the arrival at the

D / gaining installation.
ays

End Date |07/31/2023

u Duration |47.00
Status Push Back
For a "Chargeable” absence request, enter non-chargeable days as dates before/after the "Start/End"” Dates in the Depart/Return Dates fields. SPECIAL ACCRUAL/SELL

REWUES | S/IBALANCE ADJUSIMENI 5: 1 he duration should always be one day and total number ot days entered in space below. NUIE: Reserve/Guard on active duty between
30 & 365 days (or a contingency op) can elect to sell all accrued instead of a specific number of days.

an

*Date of Departure |08/15/2023

e

*Date of Return |07/31/2023
*Supervisor Id |000: Q POYER

Comments | 17avel Days: 27-31 July 2023

+ In the above example, it appears as if the Service member will be charged 47 days, however, during the arrival
process, the ATD will automatically calculate based on losing and gaining unit zip codes. In the event the days need
to be adjusted, the in-transit grid will allow the HR Pro to adjust, as necessary prior to processing the absence
through DJMS.

« |tis not necessary to annotate the ATD in the comments because it's automatically calculated, but you may do so as
shown in the above example. It is optional.

+ Absence may only require unit commander approval (pending unit SOP/policies

18



U.S. ARMY

PCS Assignment
Absence (With House Hunting)




U.S. ARMY

Absence (With House Hunting)

This is an example of how to fill out an Absence request with House Hunting.

Currently House Hunting must be added at the start of a SMs PCS Absence. This
IS subject to change as IPPSA is updated.

« Service member has an approved assignment with a report date of

1 August 2023

Current/Approved

N Q M

CurrentApproved

|+ Organizational Instance

)
1ess Unit  US Army Active Component L n FORT DRUM
Pending/\Working
mpo: sgory  ACMS-Force Structure Unit-Avail Pers Job Code W420A HUMAN RESOURCES TECHNICIAN
Completed WETVAA 0010 AVHHC HHC COMBAT AVN P 02925227 #2 Human Resources (HR) Techn:
¢ Status Present for Duty
Canceled
vl
I I ma v
m 2rows
ID/Source  Status Compo Action/Reason Code BeginEndDt UIC Position Location
114617919 PCA 10/30:2020 WETVAA 02925227 00021717
Armived Active Other Actions (=
eMILPO Reassignment 0773172023 0010 AVHHC HHC COMBAT AVN #2 Human Resources (HR) Techn: FORT DRUM
158713 PCS 08/012023 WAPGO1 08160695 00040077
Approved  «tive - .
Jo Operational 0001 AR HHC 02 REPLACEMENT  Standard Excess EL PASO Other Actions @ V

WE ARE THE ARMY’S HOME
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US. ARMY Absence (With House Hunting)

From your Self-Service page select My Absences.

21



U.S. ARMY Absence (With House Hunting)

Absence Request (with House Hunting Absence) ﬂI.BES*A

Request Details

Retumn to View Requesls

Absence Type | All v
*Absence Name | Administrative Absence Vv

*Reason | N1-House Hunting v

“StartDate  06/15/2023

End Date  06/24/2023
I Duration |10.00 Days
Status Push Back
For a "Chargeable™ absence request, enter non-chargeable days as dates before/after the “Start/End” Dates in the Depart/Return Dates fields. SPECIAL ACCRUAL/SELL
REQUESTS/BALANCE ADJUSTMENTS: The duration should always be one day and total number of days entered in space below. NOTE: Reserve/Guard on active duty between
30 & 365 days (or a contingency op) can elect to sell all accrued instead of a specific number of days.

*Supervisor Id |000. Q POYER

Altached is my house hunting leave for PCS
Comments

+ Enter the House Hunting dates as shown above.

+ House Hunting must be entered before the ‘Absence in conjunction with PCS’ period
and as long as the ‘Absence in conjunction with PCS’ has the entire absence period
annotated as shown.

+ Ensure the proper approval authority signs the request for House Hunting.
+ Recommend having Housing Hunting be signed prior to approving PCS Absence.

22



U.S. ARMY Absence (With House Hunting)

Absence Request (with House Hunting Absence) 'RI,E:_ES*A
Request Details
Submit
Absence Type = Al v
*Absence Name | Absence v
Enter *Reason = 02-Abs in Conjunction w/PCS v
Chargeab|e<: “start Date 06/25/2023 |
days on top end Date 07/31/2023 ]
Duration 37.00 Days
| Status Push Back

For a "Chargeable™ absence request, enter non-chargeable days as dates before/after the "Start/End” Dates in the Depart/Return Dates fields. SPECIAL ACCRUAL/SELL
REQUESTS/BALANCE ADJUSTMENTS: The duration should always be one day and total number of days entered in space below. NOTE: Reserve/Guard on active duty between
30 & 365 days (or a contingency op) can elect to sell all accrued instead of a specific number of days.

Enter entlreé:m of Departure 06/25/2023 k)

absence “Date of Return | 07/31/2023 E=]

perIOd *Supervisor Id 000 Q
Comments

« **Reminder** : Authorized Travel Days (ATD) will be automatically determined
by Defense Table of Official Distances (DTOD) or manually entered by the unit
when processing the arrival. The 37 chargeable days in the example above will
adjust upon arrival to gaining unit.

« Absence may only require unit commander approval (pending unit SOP/policies
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U.S.ARMY Absence (With TDY)

This is an example of how to fill out an Absence when a member has TDY enroute

If a service member has TDY enroute we recommend requesting House Hunting

upon arrival to gaining command. However, if requesting house hunting with tdy
please follow previous slides.

* Service member has an approved assignment with a report date of 1 August
2023 with a TDY enroute from 1 July to 25 July Departing 1 June.

Current/Approved

Current/Approved [+ Organizational Instance

)
ss Unit US Army Active Component Location FORT DRUM
Pending/\Working
mponent Category ACMS-Force Structure Unit-Avail Pers Job Code W420A HUMAN RESOURCES TECHNICIAN
Completed WETVAA 0010 AVHHC HHC COMBAT AVN Posit 02825227 #2 Human Resources (HR) Techni

Duty Status Present for Duty
Canceled

Create Permanent Assignment v
u 2 rows

ID/Source  Status Compo Action/Reason Code BeginEndDt UIC Position Location
114617919 PCA 10/3072020 WETVAA 02925227 00021717

Arived  Active Other Actions
eMILPO Reassignment 07/3172023 0010 AV HHC HHC COMBAT AVN  #2 Human Resources (HR) Techn FORT DRUM -
11587137 PCS 080172023 WAPGO1 08160695 00040077

Approved ctve -
JO Operational 0001 AR HHC 02 REPLACEMENT Standard Excess EL PASO Other Actions © v

WE ARE THE ARMY’S HOME
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U.S.ARMY Absence (With TDY)

With IPPSA the absence must cover the date of departure from the losing unit until
the day before the report date this includes all TDY dates.

12-35. PCS Absences must be submitted with the reason of “02-Abs in Conjunction with PCS”
to process correctly in IPPS-A. Absence Request will cover from the date of physical departure
from the losing unit to the day prior to the report date on the PCS assignment orders to include
any TDY enroute. Chargeable absence FID is sent by interface to DJMS after the arrival
transaction in IPPS-A is processed and the InTransit Grid is updated. The InTransit Grid is
available for manual update when processing assignment arrival transactions. This grid is only
available when arriving in conjunction with an approved PCS Absence Request. At the time of
Departure, the HR Professional verifies the assignment transit grid populates. The following are
the allowed InTransit values:

e Authorized Travel (AT) Days
e PCS Leave Days
e Temporary Duty (TDY) Event Days

12-36. An authorized user from the Member's home unit must verify the PCS absence record
populates the InTransit Grid inside the PCS assignment during the in processing assignment
transaction. The Member must have an approved “02-Abs in Conjunction with PCS” absence that
ends the day before the report date. The gaining unit uses the InTransit Grid during the arrival
processing transaction to update the Authorized Travel Days (ATD) if applicable (see Process 12-
9 for Arrival and Process 12-10 for Departure). If the system detects a change in leave, the system
automatically updates the Leave Request to reflect changes input during the arrival process. If the
arrival date is not equivalent to the begin date of the assignment, the system will check for
entitlements to ensure early arrival is allowed. The system will automatically modify the assignment
begin date to match the new arrival date.
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U.S. ARMY Absence PCA (Without House Hunting)

If you have legacy orders outside of IPPSA Absence request will be Ordinary leave

Service member has an approved assignment with a report date of
1 August 2023

Current/Approved

Name

mpl 1D
Current/Approved I'{]!I:.l'WIJ.l[II'H.:: Instance l

Business Unit US Army Active Component n FORT DRUM
Pending/\Working
Component Category ACMS-Force Structure Unit-Avail Pers Job Code W420A HUMAN RESOURCES TECHNICIAN
Compieted WETVAA 0010 AVHHC HHC COMBAT AVN Position 02825227 #2 Human Resources (HR) Techn
Duty Status Present for Duty
Canceled
Duty Status Attribute
« Permanent Assignments

Create Permanent Assignment v
m 2rows

ID/Source  Status Compo Action/Reason Code BeginEndDt UIC Position Location
114617919 PCA 10/3072020 WETVAA 02925227 00021717

Arrived Active -
eMILPO Reassignment 07/3172023 0010 AV HHC HHC COMBAT AVN  #2 Human Resources (HR) Techni  FORT DRUM OfherActions @
11587137 PCA 08/012023 WAPGO1 08160695 00040077

Approved  clive Other Actions (& Vie
JO Operational U 1 ZUDe 0001 AR HHC 02 REPLACEMENT Standard Excess EL PASO -
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U.S.ARMY Absence (Without House Hunting)

Absence Request (without House Hunting Absence) RIPPS+A

Request Details

Return to View Requests

 Submit |
Absence Type | All hd
IAW IPPS-A User Manual,
*Absence Name | Absence v " .
Authorized Travel days are either
‘Reason  Ordinary v automatically determined by DTOD
*Start Date |06/15/2023 ) or manually entered by the unit

when processing the arrival at the

End Date |07/31/2023 ]
/ gaining installation.
u Duration |47.00 Days
Status Push Back
For a "Chargeable™ absence request, enter non-chargeable days as dates before/after the "Start/End” Dates in the Depart/Return Dates fields. SPECIAL ACCRUAL/SELL
REWUES | S/IBALANCE ADJUSIMENI 5: 1 he duration should always be one day and total number ot days entered in space below. NUIE: Reserve/Guard on active duty between
30 & 365 days (or a contingency op) can elect to sell all accrued instead of a specific number of days.

an

*Date of Departure |08/15/2023
*Date of Return |07/31/2023 (]
*Supervisor Id |000: Q POYER

Comments Travel Days: 27-31 July 2022

¥ V1

» For Legacy absences you will need to go in and amend your leave form upon arrival at
gaining installation. This will insure you are charged the correct amount of leave.

* The InTransit grid will not function for PCA assignments. You can have your unit check
your assignment in IPPSAto see if it is PCS or PCA. However, you will receive Orders

in IPPSAf it's a PCS and you should have Hard copy legacy orders if it's a PCA.
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U.S. ARMY

Absence Request (with House Hunting Absence)

Absence PCA (With House Hunting)

Request Details
Retumn fo View Requests
Absence Type
*Absence Name
Enter *Reason
Chargea ble < *Start Date
days on top End Date
| Duration
Status

Enter entlre :'“ni[l.‘ilf Departure
d bSEnCE *Date of Return
period

*Supervisor Id

Comments

» For Legacy absences you

MPPS-A

Submit
Al v
Absence v
Ordinary v
06/15/2023
0772112023
37.00 Days

Push Back

For a "Chargeable™ absence request, enter non-chargeable days as dates before/after the "Start/End” Dates in the Depart/Return Dates fields. SPECIAL ACCRUAL/SELL
REQUESTS/BALANCE ADJUSTMENTS: The duration should always be one day and total number of days entered in space below. NOTE: Reserve/Guard on active duty between
30 & 365 days (or a contingency op) can elect to sell all accrued instead of a specific number of days.

06/15/2023 e
07/31/2023 )
000 Q POYER

Travel Days: 16 -21 July 2023
&

will need to go in and amend your leave form upon arrival

at gaining installation. This will insure you are charged the correct amount of leave.

* The InTransit grid will not function for PCA assignments. You can have your unit
check your assignment in IPPSAto see if it is PCS or PCA. However you will receive
Orders in IPPSAif it's a PCS and you should have Hard copy orders if it's a PCA.
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U.S. ARMY Absence PCA (With House Hunting)

Absence Request (with House Hunting Absence) kI_E_E§m

Request Details

Retum fo View Requests
Sty
Absence Type | All v
*Absence Name | Administrative Absence Vv

*Reason | NM-House Huntinn v

"Start Date |07/222023 il
End Date |07/31/2023 )

I Duration |10.00 Days
Status Push Back

For a "Chargeable™ absence request, enter non-chargeable days as dates before/after the “Start/End” Dates in the Depart/Return Dates fields. SPECIAL ACCRUAL/SELL
R[OIIESTS BALANCE ADJUSTMENTS: The duration should always be one day and total number of days entered in space below. NOTE: Reserve/Guard on active duty between
30 & 365 days (or a contingency op) can elect to sell all accrued instead of a specific number of days.

*Supervisor Id | 000 Q POYER

Altached is my house hunting leave for PCS
Comments
E

« Enter House Hunting Dates as shown above.
« Ensure the proper approval authority signs the request for House

Hunting.
« Recommend having House Hunting be signed prior to approving

Absence.
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U.S. ARMY Absence PCA (With House Hunting)

If you have legacy orders outside of IPPSA Absence request will be Ordinary leave

Service member has an approved assignment with a report date of
1 August 2023

Current/Approved

Name

mpl 1D
Current/Approved I'{]!I:.l'WIJ.l[II'H.:: Instance l

Business Unit US Army Active Component n FORT DRUM
Pending/\Working
Component Category ACMS-Force Structure Unit-Avail Pers Job Code W420A HUMAN RESOURCES TECHNICIAN
Compieted WETVAA 0010 AVHHC HHC COMBAT AVN Position 02825227 #2 Human Resources (HR) Techn
Duty Status Present for Duty
Canceled
Duty Status Attribute
« Permanent Assignments

Create Permanent Assignment v
m 2rows

ID/Source  Status Compo Action/Reason Code BeginEndDt UIC Position Location
114617919 PCA 10/3072020 WETVAA 02925227 00021717

Arrived Active -
eMILPO Reassignment 07/3172023 0010 AV HHC HHC COMBAT AVN  #2 Human Resources (HR) Techni  FORT DRUM OfherActions @
11587137 PCA 08/012023 WAPGO1 08160695 00040077

Approved  clive Other Actions (& Vie
JO Operational U 1 ZUDe 0001 AR HHC 02 REPLACEMENT Standard Excess EL PASO -
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US. ARMY Amending Absence Request

Absence
Canceled 05/02/2023 - 05/25/2023
24 Days ?
NA
Absence Type | All v
T v * You can amend the type of absence request and
the dates once it is canceled or pushed back.
*Reason | 02-Abs in Conjunction w/PCS v
“Start Bale (122 - To save the dates without resubmitting. Amend
End Date |07/01/2023 the dates and click check eligibility. Then click on
Duration  1.00 Days return to view or back. This will save the current
status Saved information without having to resubmit.
Check Eligibility
Absence
Saved 07/01/2023
Manager Absence Request 1 Days ?

NOT_ELIGIBLE
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U.S. ARMY ERRORS

Absence Reason

PCS

Duration between 2 dates-DAYS
27.00

Chargeable Ahsence Elig Check
NOT_ELIGIBLE

Eligibility Message
NO PCS ASGMT FOUND

e

» |If you receive this error the absence request does not end on the day before
the report date. Or itis a PCA assignment in IPPSA.

» If you get the error these dates must be forecasted, simply click on the check
eligibility and it will clear the error.

Absence Type [ All V]
*Absence Name Absence v
*Reason = 02-Abs in Conjunction w/PCS v
*Start Date  07/01/2023 5]

End Date 07/01/2023 [

Duration 1.00 Days

Status Saved

Check Eligibility ‘ '
| _//{' e R

WE ARE THE ARMY’S HOME
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U.S. ARMY

IPPS-A

Absence Request

ABSENCE REQUEST = AUTHORIZATION AND APPROVAL DATA
T TETHE PRUMA O ACT O 00

ERCE MEMBER

that asverizes ye b iy ey o shatien o st Yeu st cary

o chnrs et e s o sche e wll ety commaner.

Remember, in order to initiate the clearing s

reparting ds)

process, you will need to provide a copy of o e ——

Ths fzrmm mas st rmrmasin i tae Memiaer's s o o lrmess whike aisert bemduty sulimn. B repriet he el ine

your PCS Orders’ amendments and MEMEES ABSENCE INFORMATION — TRANSACTION NUMBEs: 123456

[T ET)

approved Absence request. Lt Fra. ™ sasssas

T ABEERCE THPE

L ABEERCE FEASON

CHG - Chargeable Absence PCS- Abs in Conjuncion wiPCS

TANGERCE START DATE & ABSERCE R DATE . DATE OF DEPART LRE B DATE OF RETURR

+* REMEMBER, WHEN FILLING OUT N
YOUR ABSENCE REQUEST, YOUR
ABSENCE REQUEST END DATE MUST

END ONE DAY BEFORE YOUR ACTUAL
REPORT DATE. *** | —

Tib. FRAL APPRNER CONMERTS

Enter Physical leave Address Enter Departing Locaton Address

Ve ACMIREST RAT M COMMENTS

**EARLY REPORT AUTHORIZED DOES _

T TR R T RTTer: T

NOT REPLACE YOUR ACTUAL REPORT S oo e | oo

PTHEIRITY. 10U SC M0, Secrdary of U Army, O FAM G008, Mlllary Human B s e nagamant, Admn it ve Prsdlns.
A I *k%k eI PR
D E [ayatern GaF5) (uly

o atelticral infbrmtion, s the System of Recer Mofos ADROD-8704 AHRC
o oot b ) et {0 Ot~ e B ol

e persenn el acties for o by Sekfers in acoordan: @ wih 08 BAMS00. Meties Ay Personrd

% The primry @ dministraive ol e e s Human B sosros suppoting eekeindudng Chengng duty seus, Reyusting

prerscrneiaction fnsassig rment, treinng, e ), Am aundng s omed Acics fecs axsigrment, promeion, ebc). Fom wil notbe dcioed cuside
[Er it of Chafan des {0 0 el D00 sgn el e

[ S LOEURE. Widunlury. however, fallun b impart perinent infarmaion may rsln @ debey o eme n preosisng he nagusl for peronnd acdion

WE ARE THE ARMY’S HOME
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U.S. ARMY

Questions?

Please contact the Personnel Automation Section at
usarmy.jblm.imcom.list.dhr-mpd-all-pas@army.mil

Kennith Thomas MPD Pas Assistant 253-967-5693


mailto:usarmy.jblm.imcom.list.dhr-mpd-all-pas@army.mil

U.S. ARMY

Counseling and Information sheet

DA Form 5434 Sponsorship (PCS ONLY)

[AHachments Nend |

SPONSORSHIP PROGRAM COUNSELING AND INFORMATION SHEET
is AR agency is As 5 tallation Management

For those Soldiers requiring DA 5434
Sponsorship Program Counseling and
Information Sheet it will be listed at the top T
Of your DA Form 137_2. \Pf:f.}kagEgasgf#gg&;ggs&oﬂgéogamousADDRF.S.» SUEMIT COMPLETE FORM ELECTRONICALLY

DATA REQUIRED BY THE PRIVACY ACT OF 1374

FOR OFFICAL USE ONLY|

AUTHORITY: 10U.S.C. 3013, Secratary of the Ammy. 10 U.S.C. 1056, Relocation assistance programs, AR B00-8-8, The Total Amy

PRINCIPAL PURPOSE:  Perso
to

Block 3 Gaining Unit/Activity MUST be e

DISCLOSURE Disc
ty 1o assign a Spor

completed by the gaining command before e
you can final out the installation IAW AR ) T e

Typed or Priisa Mams:

600-8-8 Total Army Sponsorship Progra

Please contact your sponsor and ensure
they complete this portion of the form. If this
is not complete by the time you final out,
you will need an Exception To Policy
(ETP). The first general officer/senior
executive service equivalent in the
Soldier’s chain of command may
delegate ETP authority down to the BDE

commander or equivalent leaders of T m—
similar organizations on a case-by-case
basis.

WE ARE THE ARMY’S HOME
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U.S. ARMY

IMR

Individual Medical Readiness (PCS ONLY)

OPROC station will need a copy of your
Individual Medical Readiness (IMR)
*See example provided on the right.

If you are on assignmentto a BCT or
Deployable unit you are required to
conduct a PHA within 60 days of
departure, to ensure assignment
eligibility requirements are met and
Soldier is worldwide deployable
upon arrival to gaining unit.

If you are on assignment to an
OCONUS location, you must have a
completed HIV test done within 1 year
of your report date.

* Soldiers are given advanced notice
concerning their PCS moves. Please
ensure you complete the required steps
in order to out-process successfully!

MR Active Report

Immunization Profile: ROUTINE ADULT, Deployment Date: 2021/08/27

Report Date: 2021/08/27 3:31 PM, Data as of Date: 2021/08/27

MRC DhA e Hv ) " HRC MED MwT PAN OFR OPH oPv
R G R R G G G G G G G G G

MRC 3

Personnel Physical Assessment Data

Hame PULHES 131

SSH Do

DoDID # urrent Exam Date R 2019/09/23 I

Rank Exam Source Physical Exam

o8 Administrative Status Code(s)

Sex Height &7

UIC / Descr Weight m

Compa o Temp Profile (Click to view Temporary Profile data) Ho

Arrival Date Expiration Date

Location T BASE LEWIS MCC Flight Status N

MACOM £y Duty Limiting Conditions (DLC)

Command ou 6 M

Duty Title / AOC o2 G__M

Dental o3 6 M

Dental Class R4 o4 G N

Panorex G v oS RY

Last Dental Exam 119/05/13 s G N

Vision o7 6 M

Vision Class R4 Pharmacy/Lab/Xray

Vision Sereening Date 018/05/23 Required Medications on Hand G

PR Glasses G

Mask Inserts G luu e 2 W

Mission Required Contact Lenses Ha [ G ¥

Miitary Combat Eye Protection v Sickle Cell Scraen ¥

Military Combat Eye Protection Inserts G 1A Sickle Cell Screen Date 2016104027

Last Prescription Date on File A GEPD Date 2014/05/08

Hearing GEPD Status tormal

Hearing Class G Malaria Questionnaire G

Hearing Readiness Status Ready Immunizations

Audiogram Date 2019/05/03 IMM Profile (Profile / Summary / DD2764C) G ROUTIHE ADULT

Triple or Single flange Earplugs Issued? Y Annotated in Deployment Medical Record

Equipment Blood Type o+

Hearing Aid G Medication A

Medical Warning Tags G Medical Warning Tags s

Allergy / Conditions A Immunization Record ¥

Occupational Protection Summary Sheet of Medical Froblems

Respiratory G Cormective Lens Prescription M

Hearing G Deployment Health Assessments

Vision G Latest Date For Status Date

WE ARE THE ARMY’S HOME
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U.S. ARMY

Next Steps

Now that you have successfully completed your Installation level out-
processing brief IAW DA PAM 600-8-101, and are 33 calendar days
from the start of your absence request, or date of retirement/separation
from service, please email a copy of your documents
(orders/amendments/Absence Request) to:
usarmy.jblm.imcom.mbx.dhr-out-processing@army.mil

Please be mindful, this process is NOT an automated response. You DO
NOT NEED TO CALL immediately after your submission to find out
if the out-processing section has received your documents; or when you
will receive an appointment. The out-processing section will respond to
your email within 72hrs or less depending on daily workload.

Remember: if you are retirering/separating from service, please
schedule your DD 214 review date with Retirements/Separations section
first. Then write your DD 214 review date at the top of your orders prior
to emailing your documents.

WE ARE THE ARMY’S HOME
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U.S. ARMY

QUESTIONS?

WE ARE THE ARMY’S HOME
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U.S. ARMY

Points of Contact
The OPROC Station is in Waller Hall bldg. 2140, Room 200.

Hours of Operation
Monday - Friday 0900-1530

Out-Processing Control Station:
Email: usarmy.jblm.imcom.mbx.dhr-out-processing@army.mil

Retirement & Separation Services Customer Service:
Email: usarmy.jblm.imcom.list.dpfr-mpd-all-transition-center@army.mil

Reassignment Processing Center
Email: usarmy.jblm.imcom.list.dhr-mpd-reassignments-help-desk@army.mil

Official Passports:
Email: usarmy.jblm.imcom.list.dhr-mpd-passports@army.mil

WE ARE THE ARMY’S HOME

44



mailto:usarmy.jblm.imcom.mbx.dhr-out-processing@army.mil
mailto:usarmy.jblm.imcom.list.dpfr-mpd-all-transition-center@army.mil
mailto:usarmy.jblm.imcom.list.dhr-mpd-reassignments-help-desk@army.mil
mailto:usarmy.jblm.imcom.list.dhr-mpd-passports@army.mil

U.S. ARMY References

AR 600-8-8 Total Army Sponsorship Program (28 June 2019)
AR 600-8-10 Leaves and Passes (3 June 2020)

AR 600-8-101, Personal Readiness Processing (6 March 2018)
DA PAM 600-8-101

WE ARE THE ARMY’S HOME
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