(Unit Letter Head)

(Office Symbol)                                                                           

                                (Date)

MEMORANDUM THRU  Full Time Chain of Command (Company, Battalion, Brigade, Chief of Staff)

FOR Human Resource Office, AGR Section, 1703 Coonskin Drive, Charleston, WV  25311

SUBJECT: Application for Voluntary Retirement

1. References:

   a. AR 600-8-24, Officer Transfers and Discharges, Chapter 6.

   b. AR 635-200, Enlisted Personnel, Chapter 12.

2. I __________________ have read the reference above that applies to me and wish to apply for retirement effective:  _____________.

3. I will have accumulated 20 years of AFS for retirement on __________________, but I understand that my effective date of retirement will be the last day of the month.

4. I wish to take ______ days of transition leave and sell ______ days of leave. I have sold ______ days of leave ___________________.(Note: maximum of 60 days may be sold per career. These days must be inclusive days.)

5. I am requesting ____ days of Permissive Temporary Duty (PTDY) during the following time periods: ________________.  I have attached a completed and signed DA 31 for each time period.  

6. My BASD is:  ___________,  PEBD is: ___________,  Date of Rank (DOR) is: ________, Highest Rank Held is: ______________ and DOB is: _______________.

7. I will be required to:

   a.   Travel to Aberdeen Proving Ground for my phase I physical, and then to Fort Knox for my Phase II physical, and final transitioning.  

   b.   Undergo a mandatory medical examination not earlier than 4 months, nor later than 1 month prior to my approved retirement date.  

8. I have provided an updated Leave and Earning Statement (LES).

9. I have provide an updated RPAS. 

10.  I may be contact at (unit number), or (home number) (and email address). 

    a.  My home mailing address is:     _____________________________.

    b.  My mailing address upon retirement is: ______________________ .


SIGNATURE BLOCK

