RETIREMENT CHECKLIST


___ 1.  Turn in ID Cards (Members and Dependents, on your final out-processing appointment)

___  2.  Medical and Dental Records, Members only will have to pick up records and turn them in on 

        final outprocessing appointment

___ 3.  Base Supply Clearance Letter (Received from Base Supply Customer Services), 953-5521

___ 4.  Personnel Wireless Communication, Bldg 941, RM A20. (Clear any cell phones, pagers, and 

       hand held radios)  Contact Mr. Cole @ 3-7314. 

___ 5.  Copy of Terminal & or Permissive Leave forms (AF Form 988, Contact Mr. Capps @ 3-7344 

       to schedule an appointment).  Must have orders prior to appointment.   

___ 6.  Tri-Care Processing letter (Received from the Tri-Care office at base clinic)

___ 7.  Dental exam letter, DPMAR FM-38

___ 8.  Retirement Ceremony Letter, DPMAR FM-30

___ 9.  Relocation Processing Letter, DPMAR FM-23

___ 10.  Security Termination Statement, AF Form 2587 

___ 11.  Finance letter, DPMAR FM-25 

___ 12.  Pre-Separation Counseling letter, DPMAR FM-32 (Education Office)

___ 13.  Transition Pre-separation Counseling letter, DPMAR FM-33 (Family Support Center @ 3-2353)

___ 14.  DD Form 2648 (Received at TAP briefing)

___ 15.  TMO Clearance.  Member must make arrangements through TMO for shipment of household goods.


TMO is located in Bldg. 804, North

___ 16.  Turn in VA Disability Claims Form at final out-processing appointment. (Received 

       at TAP briefing) (Optional) 

___ 17.  Survivor Benefit Plan application (DD Form 2656) must be completed prior to your

         retirement date. This is mandatory and the member’s responsibility to complete the SBP.  To 

         schedule appointment call Mr. Chuck Young at DSN 493-8472.  

___ 18.  Officer Statement of Understanding (Legal office briefing on the Joint Ethics Regulation. Contact 

         the Legal office at 3-2786. 

** According to AFI 36-2102, para 2.19.4, the separations and retirement section will “Conduct the final separation interview on the member’s actual separation date or the workday prior if it falls on a weekend or holiday; on the workday prior to terminal leave effective date; or on the workday before authorized travel begins.” 

**You must be in uniform to final out process. **

Retirement Counselors:

A-G
493-6279
H-N  
493-5544
O-Z  
493-5669

I have been counseled and understand all the actions needed to complete my out-processing and have received all the forms listed above that are applicable to my retirement.

Name: _____________________ Signature: ___________________ Date: ___________________

