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• Welcome

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

• Agency  Listing Sheet

• DA Form 137-2 Installation Clearance Papers

• DA Form 137-1 Unit Clearance Papers

• IPPS-A Absence request

• DA Form 5434 Sponsorship Program Counseling and 

Information Sheet

• Individual Medical Readiness (IMR)

• Physical Health Assessment (PHA)

• HIV Blood Screening

Installation Clearance 
Briefing Agenda
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Installation Clearance 

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.  

Welcome
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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***

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

DA FORM 137-2 (INSTALLATION CLEARANCE RECORD) IS 

ONLY GOOD FOR 30 CALENDAR DAYS from the day they are 

printed!!
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Agency Listing Sheet

The first part of your clearing 

packet will be the Agency listing 

sheet. This sheet provides you 

with locations, hours of 

operations, and phone 

numbers of the Agencies you 

potentially must clear. Agencies 

highlighted in yellow are in 

Waller Hall. 

First Page
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Second Page

The Second Page of your clearing 

packet will be the DA137-2 

Installation Clearance record. At 

the top of this form there will be 

a list of documents you will 

need to bring with you in order 

to final out. The examples 

provided above are not all 

inclusive to each Soldier and their 

clearing process. The next slide 

will cover the documents 

necessary to final clear.

In the top right corner of your DA 

137-2, will be your scheduled final 

out date. For any reason you are 

unable to clear the installation 

on your scheduled date please 

contact Installation Clearance to 

discuss. 

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. 

DA Form 137-2 Installation Clearance Record

DA 137-1 / DA 137-2 / DA 5434 / DD 2648 

0
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2
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Second Page Continued

DA Form 137-2 Installation Clearance Record

As you look at the document in 

block 9 Installation Activity you  

will see a list of agencies; these 

are the agencies you will need to 

clear. 

However, if you look at block 13 

and you see a pre-printed name 

in that block, then the agency 

has already pre-cleared you, 

you are no longer required to 

clear that activity. 

If there are no pre-printed 

names in block 13 you must 

physically clear that activity. 

DA 137-1 / DA 137-2 / DA 5434 / DD 2648 

0
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Second Page Continued

DA Form 137-2 Clearance Record

On the back side of the DA 137-2 

Section B block 9 you will see two 

Final Out- Processing activities. 

One will be Finance Final Out 

Processing and the other will be 

Final Out - Processing. 

Finance will sign and stamp in 

block 9 and in block 17 of 

Section C. 

Installation Clearance will sign and 

stamp in block 9 as well as block 

18a and 19a of Section D. 

Processing Control Station. 
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Unit Clearing papers

DA 137-1

DA 137-1 is your unit 

clearance record. The front of 

the document MUST be filled 

in with your information. 
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Unit Clearing papers

DA 137-1

On the back of the page all 

five areas (as seen in the 

example here) MUST be 

signed and dated by the 

appropriate authorities in 

order to final out the 

installation.
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• 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

Agenda
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Absence Process

YesMember 

Approval 

Authority  

Review / 

Approve

Review / Approve  

Absence Management (Leave)

DJMS

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

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 DJMS FID (SB) and send to DJMS using interface:

• 2 days 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.

Supervisor 

Submit Absence 

RequestHR Pro / 

Commander / 

Manager 

Intermediate 

Approver

Review / 

recommend 

Approval / Denial. 

Add workflow for 

approval authority

Approval 

Authority?

No

Deny, notification 

sent to Member   

Deny, notification 

sent to Member

Yes

No

Yes

No
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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.
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PCS Assignment

Absence (Without House Hunting)
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Absence (Without House Hunting)

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



WE ARE THE ARMY’S HOME

1717

Absence (Without House Hunting)

From your Self Service page select My Absences.
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Absence (Without House Hunting)



WE ARE THE ARMY’S HOME

19

PCS Assignment

Absence (With House Hunting)
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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. 
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Absence (With House Hunting)

From your Self-Service page select My Absences.
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Absence (With House Hunting)

06/15/2023

06/24/2023



WE ARE THE ARMY’S HOME

2323

Absence (With House Hunting)

06/25/2023

07/31/2023

06/25/2023



WE ARE THE ARMY’S HOME

24

PCS Assignment

Absence (With TDY)
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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. 
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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. 
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PCA Assignment

Absence (Without House Hunting)
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Absence PCA (Without House Hunting)

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

PCA
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Absence (Without House Hunting)

Ordinary

• 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 IPPSA to see if it is PCS or PCA. However, you will receive Orders 

in IPPSA if it’s a PCS and you should have Hard copy legacy orders if it’s a PCA. 
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PCA Assignment

Absence (Without House Hunting)
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Absence PCA (With House Hunting)

Ordinary

• 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 IPPSA to see if it is PCS or PCA. However you will receive 

Orders in IPPSA if it’s a PCS and you should have Hard copy orders if it’s a PCA. 
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Absence PCA (With House Hunting)

• 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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Absence PCA (With House Hunting)

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

PCA
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Amending Request
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Amending Absence Request

• You can amend the type of absence request and 

the dates once it is canceled or pushed back.

• To save the dates without resubmitting. Amend 

the dates and click check eligibility. Then click on 

return to view or back. This will save the current 

information without having to resubmit.
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Errors
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ERRORS

• If you receive this error the absence request does not end on the day before 

the report date. Or it is 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. 
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IPPS-A

Absence Request 

Remember, in order to initiate the clearing 

process, you will need to provide a copy of 

your PCS orders, amendments and 

approved Absence request. 

*** REMEMBER, WHEN FILLING OUT 

YOUR ABSENCE REQUEST, YOUR 

ABSENCE REQUEST END DATE MUST 

END ONE DAY BEFORE YOUR ACTUAL 

REPORT DATE.***

***EARLY REPORT AUTHORIZED DOES 

NOT REPLACE YOUR ACTUAL REPORT 

DATE.***
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Questions?

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

mailto:usarmy.jblm.imcom.list.dhr-mpd-all-pas@army.mil
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Counseling and Information sheet

DA Form 5434 Sponsorship (PCS ONLY)

For those Soldiers requiring DA 5434 

Sponsorship Program Counseling and 

Information Sheet it will be listed at the top 

of your DA Form 137-2.

Block 3 Gaining Unit/Activity MUST be 

completed by the gaining command before 

you can final out the installation IAW AR 

600-8-8 Total Army Sponsorship Program. 

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 

similar organizations on a case-by-case 

basis.
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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 assignment to 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!
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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. 

mailto:usarmy.jblm.imcom.mbx.dhr-out-processing@army.mil
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QUESTIONS?  
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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

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
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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
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