INSTRUCTION FOR THE DEPLOYMENT SUPPORT CYCLE CHECKLIST                        

1 June 2004

1.
Purpose.

a. Provide procedural guidance and information for conducting the Deployment Support Cycle task’s (if appropriate) Soldiers and civilians.  The checklist at Enclosure 1 is used in support of all operations. 

b. To supplement guidance found in AR 600-8-101, Personnel Processing (In- and Out- and Mobilization Processing), AR 614-30, Overseas Service, and revise and/or supplement guidance found in Army Mobilization Operations Planning and Execution System (AMOPES).

c. To standardize demobilization processing requirements for Active Component, Reserve Component, and civilians.  The requirements have been staffed by the HQDA- level policy proponents and are applicable to all components.  The redeployment site will recognize the losing installation’s certification, that all completed and signed components of the checklist have been accomplished and will not make the unit or individual repeat the process that has all ready been done.  The Mobilization Officer will validate that the tasks have been completed.

d. For purposes of this plan, demobilization is defined as the process of releasing RC units and Soldiers from active duty and returning them to their status, managing AC Soldiers deployed, and managing civilian employees deployed in support of an operation.  These checks are applicable to both individual and unit redeployment processing.  These checks begin when a unit or individual is first alerted for redeployment.  The checklist tasks will include all Soldiers and civilians to include those departing theater.  Checklist tasks apply equally for Soldiers deployed OCONUS and within CONUS.

e. Tasks completed must be tracked for every individual.  Tasks not completed in any one phase become the responsibility of commanders at the next phase or location.  Tasks completed and validated at previous phases will be accepted as completed and not required to be completed again provided they have an electronic or pen ink signature.

f. The RC units will process through the same Mobilization Station (MS) used in the original call-up process. For demobilization, these installations will be designated Demobilization Stations (DMS).  AC Soldiers deployed as individuals and not affiliated with an RC unit processing for demobilization will process through the CONUS Replacement Center (CRC).

g.  Civilians process through the appropriate CRC for return of equipment and appropriate administrative and medical checks.  They will then return to their originating duty station.  

2.
References.

a. AR 40-3, Medical, Dental, and Veterinary Care 

b. AR 40-5, Preventive Medicine

c. AR 220-1, Unit Status Reporting.

d. AR 220-10, Preparation for Overseas Movement of Units (POM).

e. AR 600-20, Army Command Policy.

f. AR 600-43, Conscientious Objection.

g. AR 600-110, Identification, Surveillance, and Administration of Personnel Infected with Human Immunodeficiency Virus (HIV).

h. AR 608-1, Army Community Service.

i. AR 600-8-1, Army Casualty Operation/Assistance/Insurance.

j. AR 600-8-11, Reassignment.

k. AR 600-8-14, Identification Cards, Tags, and Badges.

l. AR 600-8-101, Personnel Processing (In- and Out- and Mobilization Processing).

m. AR 600-8-104, Military Personnel Information Management/Records.

n. AR 614-30, Overseas Service.

o. AR 623-105, Officer Evaluation Reporting System.

p. AR 623-205, Noncommissioned Officer Evaluation Reporting System 

q. AR 635-5, Separation documents.

r. AR 690-11, Planning for Use and Management of Civilian Personnel in Support of Military Contingency Operations.

s. DA Pamphlet 690-47, DA Civilian Employee Deployment Guide.

t. Army Mobilization and Operations Planning and Execution System, (AMOPES).

u. TRADOC Mobilization and Operations Planning and Execution System, (TMOPES).

v. FORSCOM Mobilization and Deployment Planning System (FORMDEPS).

w. DOD 1404.10, Emergency-Essential (E-E) DOD U.S. Citizen Civilian Employees.

3.
General.  

a. To ensure all administrative actions required to Reconstitute service members and civilians are accomplished in a timely manner.

b. Personnel returning early bring back a letter of release from a General Officer. Refer to the Deployment Cycle Support (DCS) and the Personnel Policy Guidance (PPG) for an expanded explanation of returning policy procedures.

c. The tasks in the checklist have been agreed upon by the HQDA level policy proponents and are applicable to all Active Component (AC), Reserve Component (RC) and civilian personnel without exception.  

d. All other separation or REFRAD actions for Reserve Component Soldiers or retirees must follow guidance IAW applicable Army regulations and Title 10 USC 12313. (RC)

e. Guidance herein and in AR 600-8-101 is in agreement.  A change to redeployment criteria/requirements will constitute a change to this document.  In the event of a conflict between this document and AR 600-8-101, and other publications, guidance in the Personnel Policy Guidance (PPG) document will take precedence.

4.
Concept.  

a. Some of the checks for the checklist can be accomplished without individual participation by checking automated systems and by reviewing records, files and reports.  Commanders of AC installations and commanders of early redeploying Reserve Component units have the option to conduct an administrative review to satisfy the criteria requirement for these items.  The intent is to streamline the tasks and return the individual to home station as quickly as possible.

b. The MACOMs and CRCs will ensure all items are completed, reviewed, certified, verified, and updated as applicable prior to actual validation.  The MS will complete these checks for returning civilians, as well.

c. When a mechanical means is used to produce the form then a mechanical signature or authentication is authorized.

5.
Section I-Cover.

a. Section I, Item 1-21. Self-explanatory.

b. Section I, Items 22-26.  These items will self-populate using the automation application of the checklist or you can print them out from the U.S. Publishing Agency (USAPA) web site. http://www.usapa.army.mil/
(1) Part A.  Individual Soldier Signature.  The individual will certify that they are reconstituted and to the best of their knowledge all information contained in this document is correct and current.

(2) Part B.  Commander’s Signature.  The commander will certify that all functional areas have been completed to the best of their ability prior to an individual departing the CRC or mobilization station.  The Certifying official will be no lower than commander of the individual being certified.

(3) Part C.  Checklist Validation.  The validation authority is the unit commander.  For Individual Soldiers it is the installation commander at the demobilization site.  Waivers are approved or disapproved by the validation authority IAW AR 600-8-101.  As the validation authority, sign part c validating the individual or unit member are reconstitution.  For further guidance refer to the PPG. For Home Station Modified Redeployment the first General Officer in the chain of command is the certifying official.

6.
Personnel.

a.
Common Access Card (CAC)/determine eligibility DEERS status.  The Soldier’s Active Duty CAC Cards are taken at this time and the Soldier is issued their Guard or Reserve CAC Cards.  Civilians will return the issued DD Form 1173; Armed forces Identification Card (Civilian personnel).  The DEERS /RAPIDS database has made modifications to their software that will allow TA-60/120 Cards to be issued with future dates.  Attempt to issue the TA-60/120 Card at the same time when issuing the Soldier’s their Guard or Reserve CAC card during demobilization. (RC and civilian only)

b.
Records update and evaluation reports completed (OERs/NCOERs) submitted as applicable.

(1) IAW MILPER Message 03-70, Para 15A, as an exception to policy, a 60-Day Optional OER/NCOER can be authorized upon request for officers/NCOs deployed in the contingency area of operations.  OERS will be prepared per Para 3-56, AR 623-105.  NCOERS will be prepared per Para 3-35, AR 623-205.

(2)
Complete evaluations (OER, NCOER, and AER) on all RC soldiers (USAR and National Guard) on active duty tours for other than training must be forwarded separately to Commander, PERSCOM, ATTN:  TAPC-PDZ-B (Mobilization Cell), 200 Stovall Street, Alexandria, BA 22332-0945 for processing.  Note that this is a change to standard processing procedures.  Senior raters of RC officers falling under these criteria should be aware that these procedures will delay the final processing and posting of these reports to their respective senior rater profiles(s).  Procedures for processing reports on active component officers will remain unchanged. (AC/RC Only)

c. Servicemen’s Group Life Insurance (SGLV-8286) enrollment will be reviewed as applicable to actual demobilization.  SGLV election must be reviewed during any records audit and updated whenever there is a change.  Coverage and beneficiary designation should be reviewed and updated prior to clearing mobilization site. (AC/RC Only)
d. Promotion Orders. Copies of orders for promotions and awards received since deployment.  Any RC Soldier who is mobilized in support of Operations Noble Eagle or Enduring Freedom is eligible to receive the Armed Forces Reserve Medal with “M” device.  The individual mobilization order will serve as documentation for wear of the award.  The shoulder sleeve insignia for former wartime service and overseas service bars are approved for wear by Soldiers who have been assigned to units that have participated in OCONUS ground operations. (AC/RC Only)

e. Army Education Center.  Based upon the understanding of federal law, it is the duty of every Education Center counselor to ensure that ALL transitioning Soldiers receive detailed counseling entitlements to veteran’s education benefits. In fact, 10 U.S.C. 1142 states: The Secretary of the Army shall “…provide for individual pre-separation counseling of each member of the armed forces…” Subsection (b) under this same title specifies that the required counseling shall include “A discussion of the educational assistance benefits to which the member is entitled under the Montgomery GI Bill [MGIB] and other educational assistance programs because of the member’s service in the armed forces.” Complete reenrollment forms for MGI Bill and state TA programs (If applicable) and receive information on transition entitlements (AC/RC Only)
f. Mandatory Briefings. The following briefings are separate from any other information in this checklist and will be conducted for all individuals.  

 (1) Safety (Alcohol, POV, and Water Sports).

(2) Impact of personnel policies (e.g.: STOP-LOSS, STOP-MOVE)  (if applicable).

(3) Receive Soldier / small unit leader reintegration tips card.

(4) Received information on 18-year sanctuary (retirement), if applicable (RC Only).

(5) Received OWCP process for occupational illness and injury reporting (DOD Civilians only).

(6) Received information on reemployment rights

(7) Received TRICARE Benefits Briefing, provide a redeployment medical threat brief within 5 days upon return to CONUS or Homestation if not provided prior to departing OCONUS.

(8) Briefing on Federal Employee Composition Act, FECA (Civilians only).  FECA is the Federal Employees Compensation Act under 5.U.S.C. 8101 (Workman’s Compensation).  Individual must contact their servicing Civilian Personnel Advisory Center’s Injury Compensation Program Administrator upon return to home station.

(9) Receive information on reemployment rights.  (RC only)

(10) VA benefits for demobilized personnel.

g. Completed ACAP Pre-separation Counseling Checklist (DD Form 2648).  All soldiers (regardless of component), who will have a minimum of 180 days of active duty at time of release from active duty, must receive this Preseparation Counseling mandated by Section 1142, Title 10 U.S.C. and IAW MILPER Message 02-156, TAPC-PDO.  Completion of counseling should be the first step in a soldier’s transition processing.  The purpose of counseling is to ensure that all Soldiers on active duty are made aware of transition services and benefits available to assist them and their spouses.  Demobilizing RC soldiers are eligible for follow-on ACAP services for 180 days after release from active duty.  For more information about available ACAP services call toll free 1-877-722-2270 or by e-mail at acap4rc@hoffman.army.mil.

h. DD Form 214 prepared and hand delivered or mailed (except for Title 10 AGR).  DD form 214 (certificate of release or discharge from active duty).  AR 635-5, to ensure identification of qualification for veterans’ and other benefits, a DD Form 214 will be issued (when transitioned from active duty) to ARNGUS and USAR Soldiers mobilized under sections 12301(a), 12302, or 12304, title 10, U.S.C. and ARNG Soldiers called into federal service under chapter 15, or section 12406, title 10 U.S.C, regardless of length of mobilization.  A Soldier who reports to a mobilization station and is found unqualified for active duty will be excluded from this provision.  He/she will only receive a DD form 214 (active duty report).  All deployed AGR Soldiers serving in a title 10 statuses prior to mobilization will not be separated from active duty and will not be issued a DD Form 214.  ARNGUS Soldiers serving in a title 32 statuses prior to mobilization will be REFRAD, issued a DD Form 214, and upon demobilization returned to title 32 statuses under separate orders.  A state adjutant general, or authorized agent, may issue DD form 214 to ARNGUS Soldiers released after 90 days or more of continuous full time National Guard duty under 32 U.S.C 101 (19). (RC only)

i. REFRAD Orders issued. The effective date of separation for all members of a unit should be the same date as the unit REFRAD. Exceptions would be Soldier’s authorized individual demobilization or delayed demobilization pending administrative or medical actions.  Request for release from active duty must be submitted to PERSCOM, ATTN:  TAPC-PDZ-B, 200 Stovall Street, Alexandria, VA 22332 for approval. (RC Only).

j. Completed DA Form 31 for scheduled post-leave. (ALL).

k. Postal change of address updated (DA Form 3955). (ALL).

l. Family Care Plan certified /updated (DA Form 5305-R) (AC/RC only).

m. PERSTEMPO actions completed. Input data into PERSTEMPO website for all deployments or operational extended TDY. (Note:  if threshold management rules are not suspended, unit will have to seek approval to deploy Soldiers who are projected in excess of 220 PERSTEMPO days.)  Each demobilization site/designated transition center needs to update the PERSTEMPO database to reflect Soldier’s current status and must coordinate with NGB-ARP to account for ARNG Soldier who would be at time of redeployment under AFCOS. (AC/RC only)

n. Redeployment information in Civilian tracking system updated.  DA CIV only:  It is the responsibility of the employee to submit deployment data. The following are the type of civilians covered- Department of Army, and Red Cross personnel. You may obtain a User ID and  Password at CIVTRACKS@ASAMRA.Hoffman.Army.Mil  (Civilian only)

o. ARMY FIELD INFORMATION SYSTEM transactions will be submitted. Reclassification, promotions, reductions, and other favorable personnel actions will be IAW component regulations, except as stated otherwise in this message.  Personnel actions that require ARMY FIELD INFORMATION SYSTEM transactions during operations must be documented in ARMY FIELD INFORMATION SYSTEM TAPDB-R for RC personnel.  Copies of supporting documentation must be submitted to appropriate personnel managers. (AC/RC only)

p. Chaplain.  The following briefing/training must be conducted prior to reconstitution of individual.  

a. Receive training on changes in relationships.

b. Communication with Spouse.

c. Communication with children.

d. Normalization of experiences.

e. Post-deployment Stress information.

f. Readjustment to the workplace.

g. Suicide Awareness & Prevention Training complete marital assessment instrument and reunion workshop.

h. Information on readjustment to the workplace.

i. Soldier contacts civilian employer (RC only).

j. Completed command climate survey. (ALL)

9. Medical. (ALL) 

a. Completion of Department of defense (DD) Form 2796 (4-page), Post-Deployment Health Assessment.   A “face to face” interview will be accomplished by a health care provider (physician, physician’s assistant or nurse practitioner) and the soldier to review, discuss, and document all entries on the DD Form 2796, Post-Deployment Health Assessment dated. Positive responses may trigger the use of supplemental assessment tools and/or referrals for medical consultation based on all items noted on the DD Form 2796.  Malarial prophylaxis will be reviewed.  A copy of the completed and signed DD Form 2796 will be forwarded (VIA FedEx or other express mail carrier) to the Army Medical Surveillance Activity (AMSA), Building T-20, Room 213, (ATTN: MCHB-TS-EDM), 6900 Georgia Avenue, N.W. Washington, DC 20307-5001; phone (202) 782-0471 (DSN: 662 Automated versions of this form are available at http://www.mods.army.mil under PPDHA.

(1) If deployed overseas, this form ideally should be completed within 5 days of redeployment.  However, any DD Form 2796 completed in the 30 days prior to departure from theater is acceptable.  Soldiers who redeploys prior to completing a DD Form 2796 will complete one prior to demobilization.

(2) If mobilized within the Continental United States (CONUS), the DD Form 2796 should be completed within 15-day period prior to demobilization.

b.
Completion of DD Form 2697, Report of Medical Assessment.  A copy of the DD Form 2697, Record of Medical Assessment will be sent to the Department of Veterans Affairs, DVA Records Management Center, P.O. Box 50200, St. Louis, MO 62115-8959

c.
A health care provider will conduct a complete record review including DD Forms 2795, Pre-Deployment Health Assessment, 2796 Post-Deployment Health Assessment (Apr 2003 version) and 2697, Record of Medical Assessment and review all available medical records to determine if a consultation, physical examination, depleted uranium bioassay, or further medical care is required. 

d.
Medical benefits and entitlement briefings.  Briefing information should include, but is not limited to, the following topics:

(1.) The right to request a Release from Active Duty (REFRAD) physical. (RC)

(2.) Active Duty Medical Extension (ADME). (RC)

(3.) TRICARE benefits following REFRAD. (RC)

(4.) Department of Veterans Affairs (DVA) access. (RC)

(5.) Summary of the major deployment-specific health threats. (AC/RC)

(6.) Points of contact (POCs) for TRICARE claim issues. (RC)

e. The health care provider will ensure Part I of Department of Army (DA) Form 2173, Statement of Medical Examination and Duty Status, was initiated at the time of treatment for injury and/or disease (to include those related to dental care).  This form is utilized to document line of duty.  If a DA Form 2173 is required and none is present, the health care provider will initiate one at the timer of the medical/dental out-processing. It should be located in the DD Form 2766 folder. A copy of all DA Form 2173 will be given to the soldier for his/her personal records.
f. 
If applicable, a complete DD Form 261, Report of Investigation – Line of Duty and Misconduct Status, must also be included. A copy of the DD Form 261 will be given to the soldier for their own personal records. 

g.
Those soldiers who cannot perform their military duty and whose care require more than 30 days after their orders expire, may request ADME status.  If the soldier should choose to apply for this benefit, reference paragraph deputy Chief of Staff, G-1, PPG, RC soldiers on Active Duty medical Extension (ADME), 30 May 01. Refer to OTSG Memorandum, DASG-ZH, 26 Feb 03, Subject: MEDCOM Field Operating Guide (FOG) for Reserve Component Soldiers on Active Duty Medical Extension @ http://www.armyg1.army.mil.

h.
Tuberculin Skin Test. All soldiers deployed OCONUS will receive a Post–Deployment tuberculin skin test (TST) to screen for latent tuberculosis infection. The test will be performed twice, first during medical demobilization then again between 3 and 6 months after demobilization.  The tests must be read 48-72 hours later and recorded on the demobilization checklist, the health record and into MEDPROS.  Except for the second TST results, TST and demobilization related data will be entered into MEDPROS Individual Medical Record (IMR) for all personnel by the demobilization processing station.  The Army Reserve Regional Readiness Command (RRC) Surgeons and Army National Guard (ARNG) State Surgeons are responsible for ensuring that TST and demobilization related data has been entered into MEDPROS IMR for all personnel.(AC/RC only)

i.
Complete on-line on the Military Occupational Data System (MODS) input.  The original DD Form 2795, 2796 and 2697, as well as any completed medical forms can be obtained on line.  Pre- and Post-deployment health assessments (DD form 2795 and DD form 2796) can now be completed on-line on the military occupational data system (MODS) at http://www.mods.army.mil  Use of the internet-based version of these forms is highly encouraged.  Completion of these automated forms eliminates the requirement to mail paper copies of forms to the Army Medical Surveillance Activity (AMSA).  A printed and signed copy of each form must be placed in the soldier’s health record. In addition, one copy of each form must be placed inside DD Form 2766 (adult preventive and chronic care flow-sheet), when DD form 2766 is separated from the health record jacket and used as the deployment health record.  A copy of all DA Form 2173s and DD Form 261s will be given to the soldier for their personal records.  All documentation related to medical treatment received during the period of AD will also be included in the health record.  When complete the health record will be forwarded back to the service member’s unit.  A copy of the DD Form 2697, Record of Medical Assessment will be sent to the Department of Veterans Affairs, DVA Records Management Center, P.O., Box 50200, St. Louis, MO 62115-8959.  (ALL)

j.
All soldiers on orders for more than 30 days, regardless of whether the condition existed prior to service, that do not meet the medical retention standards of AR 40-501 Standards of Medical Fitness, Chapter 3, are required to undergo medical evaluation board/physical evaluation board (MEB/PEB) processing prior to release from active duty.  If it is determined that the condition is pre-existing without permanent service aggravation, the service member may still be covered for disability severance or retired pay if the soldier has accumulated 8 years of AD.  To be eligible for this benefit, the soldier must have his PEB completed prior to release from AD. (AC/RC only)

k.
Immunizations (i.e., a check of the Soldier’s shot record, Standard Form 601 and/or IMR Report to ensure that all of the Soldier’s immunizations are current and to correct any deficiencies found here). (AC/RC only).

l.
Draw serum specimens within 30 days of return to DEMOB Station (RC) or Home Station (AC).  Conduct HIV Test. A redeployment blood sample will be obtained from all soldiers no later than 30 days following demobilization/home station.  Samples will be obtained from all RC soldiers before REFRAD during medical demobilization processing and forwarded to the DoD Serum Repository using the existing trans-shipment centers.  The blood sample is drawn in a red clot tube either as part of an HIV tests (where indicated) or as the demobilization blood draws and sent to the repository with the same processing and documentation without HIV testing if not clinically indicated. (AC/RC only)

m.
Briefed on FECA.  FECA is the Federal Employees Compensation Act under 5.U.S.C. 8101 (Workman’s Compensation).  Individual must contact their servicing Civilian Personnel Advisory Center’s Injury Compensation Program Administrator upon return to home station. 

10.
Dental.  


a. Dental Record.  All Soldiers requiring follow-on dental treatment must have required treatment needs documented on Standard Form (SF) 603, Health Record-Dental, or SF 603A, Health Record-Dental Continuation. 

b. Soldier on AD for greater than 30, but less than 180 days, must have a completed DA Form 2173, which documents that the disease/injury required dental care requiring dental care occurred while the Soldier was on AD.  The unit will coordinate with the Military Medical Support Office (MMSO).  The MMSO can be contacted through their web site http://mmso.med.navy.mil/ or by calling 1-888-647-6676.

c. Soldier’s on AD for greater than 179 consecutive days are eligible for dental care through the VA healthcare system provided the need for dental care is documented on their DD Form 214, Certificate of Release or Discharge from Active Duty.  The soldier has 90 days from REFRAD to contact the VA to coordinate dental treatment.

11.
 Legal Affairs. 

a. Counseling on insurance and civil matters and legal rights.  Soldiers will be encouraged to take care of all their legal needs at the MS and or HS.  This includes the need for a will, power(s) of attorney and other legal issues.  Soldiers will be afforded the opportunity to obtain legal advice regarding whether they need a will or power(s) of attorney.  Commanders should not require Soldiers to obtain either document; each situation is unique. (RC only)

b. Briefing on Uniformed Services Employment and Reemployment Rights Act. During separation briefing, emphasize guidance on reemployment rights and medical benefits for Soldiers and family members during the transition period and after release from active duty.  The Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA), (Public Law 103-353, 108 Stat. 3149 (1994), mostly codified at 38 USC Sections 4301-4333) superseded the Veterans Reemployment Rights Law (VRRL).  This law protects the RC Soldier by requiring reinstatement after demobilization.  Generally, the Act requires employers to reinstate Soldiers who left his or her civilian employment due to military service.  The Soldier must have held a civilian position prior to mobilization.  The DMS SJA office will brief the demobilizing Soldiers on USERRA and provide other services IAW AR 27-3. (RC Only).

c. Briefing on Soldiers and Sailors Civil Relief Act Rights. The Soldiers and Sailors Civil Relief Act of 1940, as amended (50 USC App. Sec 501-591) provides for the suspended enforcement of civil liabilities in certain cases for RC Soldiers on active duty.  Generally, the period of time the Act covers is the duration of active service. The demobilizing RC Soldier should consult with the DMS SJA for applicability of the Act in their particular circumstances. (RC Only).

d. Claims will be investigated and claims packets prepared in accordance with AR 27-20.  Claims submitted after demobilization will be filed with the claims office supporting the area where the RC Soldier resides.  Unit commanders can obtain the address of this claims office from the DMS SJA Office during demobilization.  Soldiers should be advised it is to their advantage to file claims for lost or damaged personal property as soon as possible. This will allow the Soldier time to obtain the required documents to support the claim and assist in the expeditious adjudication of the claim.  All claims occurring during the deployment should be submitted to the servicing SJA office prior to redeployment from the AOR.  This will avoid lengthy delays in the adjudication of the claim. The claimant should document claims resulting from damage to personal property during redeployment or demobilization as soon as possible.  The RC Soldier should obtain required documentation to support the claims that verify the damage or loss was the result of government activities. (RC Only)

12.  Supply and Logistics.

a. Weapon turn-in.  Soldiers issued a weapon at the CONUS Replacement Centers (CRC) during deployment will return the weapon to the issuing facility and obtain written confirmation of the turn-in.  Written confirmation will annotate weapon serial number, Soldiers name, and Social Security Number (SSN). (AC/RC Only).

b. Organizational Clothing and Individual Equipment (OCIE) returned.  Soldiers, DA Civilians, and Contractors will turn-in OCIE equipment issued to them from the deploying mobilization installation or CONUS Replacement Center.  All individuals will ensure that the OCIE they were issued is returned to the mobilization installation they deployed from and their DA Form 3645, Organizational Clothing and Individual Equipment Record, is cleared.  Non-recoverable OCIE, as identified in appendix F of CTA 50-900, will not be turned in (these include leather footwear and special measurement clothing). (ALL).

c. Chemical Defensive Equipment.  Soldiers, Civilians, and Contractors will ensure that all chemical masks and chemical defensive equipment is turn-in to the redeployment installation Central Issue Facility. (ALL).

d. Personal military clothing and basic issue or like quantities will be turned in or exchanged for serviceable equipment. Redeploying individuals are responsible for proper care, custody, and safeguarding of all OCIE issued to them.  Missing items will be accounted for under AR 735-5. (ALL).

e. Hand receipt updated / cleared. (ALL)

13. Section X-Finance. Please verify your section.

a.
Section X, Item 1.  Perform Pay Account Verification with each Soldier.

b. Print or review the Soldier’s Master Military Pay Account (MMPA) before any processing occurs.  Someone knowledgeable of MMPA data items and codes should verify each entry with the Soldier.  Ensure the Soldier’s SSN, Grade, PEBD, ETS, State and Federal Tax Withholding, Number of Exemptions, BAH status, EFT, Unit Mailing Address, and SGLI are correct, and any special pay entitlements.  Ensure all necessary forms are available to make appropriate corrections.  Finance personnel will review the following:
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