




NAME: _____________________________________________SSN: _______-_______-_______ 
	                                    (Last, First MI)

UNIT:  ________________________________________________________________________

UNIT POC:  _________________________ POC #:  _____________________

REQUIRED DOCUMENTS: The Unit Administrator or Service Member are responsible for the gathering and accuracy of these documents.

· Orders (Entire period of Uninterrupted Active Duty Service)
· Awards printout from RCAS
· RPAS
· AFCOS manday history printout

DD FORM 214 COMPLETION: Preparation of the DD Form 214 takes approximately 45-60 minutes per Soldier/DD Form 214.

· Desired Appointment Dates:
· 1st Choice:   __________________ (Date) ________________ (Time)
· 2nd Choice:  __________________ (Date) ________________ (Time)
· 3rd Choice:  __________________ (Date) ________________ (Time)

Once the above documents are collected and proofed for accuracy and your “Top 3” choices are selected, forward this request and the accompanying documents to the HRO-AGR Section.  The POC for this transaction is SSG Anthony Barton at anthony.barton@us.army.mil. Your request will then be forwarded to the appropriate individual who will contact you to verify your appointment date.


DD FORM 214 REQUEST WORKSHEET
DD Form 214s will be completed utilizing the TRANSPROC system.  All DD Form 214s will be digitally signed at the DD Form 214 finalization station.  Units should plan accordingly to ensure their Soldiers are able to make it to their scheduled appointments. 
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