AGR RETIREMENT TO DO LIST:
1. _____ Contact your Personnel Office (422-5365) to verify retirement eligibility.
· During your appointment you will receive:

· Retirement application paperwork DD 2656 (electronically by e-mail)

· Retirement pay and Survivor Benefit Plan information

· Veterans Group Life Insurance information

· Retirements Entitlements Fact Sheet

· Former U.S. Presidents websites to receive a letter of appreciation

2. _____ Apply for retirement via vPC website https://arpc.afrc.af.mil/vPC-GR/default.asp.
· AGR Retirement Applications must be completed no less than 6 months, but not more than 1 year from your retirement date (including any terminal leave you plan to take).
· A signed copy of your DD 2656 (Complete Data for Payment of Retired Personnel) and a copy of your AGR order must be uploaded into vPC as part of your retirement application.  POC Kristy Harrison (422-5374).
· Verify that your current AGR tour ends on the last day of the month you are retiring.  If it does not, an ANG form 336 must be submitted to the Air AGR Manager to modify the order.
3. _____ Mandatory Pre-Separation briefing/counseling (must be completed no less than 3 months from retirement date) POC Kristy Harrison (422-5374).
4. _____ Contact the Family Support Office (422-5374) to schedule 4 day transition seminar (TAPS) 1-2 years prior but no later than 6 months prior to retirement date (optional).  If you are attending TAPS, you will need to bring a copy of your medical records with you to class.
5. _____ Schedule appointment to discuss the Survivor Benefit Plan (within 3 months of retirement date) in order to complete section IX of DD 2656.  The signed copy and your AGR order will be uploaded into vPC as part of your retirement application.  POC Kristy Harrison (422-5374).
6. _____ Make a copy of your medical records 60-90 days prior to retirement (recommended - not mandatory).

7. _____ Contact Mrs. Shelly Wolters at the Mountain Home AFB (828-7401) to schedule your Separation History and Physical Examination (this will help out with your VA claim) 4-6 months prior to retirement date (optional).
8. _____ Download all pertinent information from PRDA and AROWS 60-90 days prior to retirement (recommended - not mandatory).

9. _____ Contact the Travel Management Office (SMSgt Armbruster) if requesting a retirement move (422-5591).

10. _____ Contact Finance (422-6719) for your retirement pay briefing as well as your leave balance; to be completed 60 days prior but NTL 45 days prior.

11. _____ Contact the Veteran’s Administration office at (800) 827-1000 in order to begin your VA Claim.  They will put you in contact with the applicable Regional Office.
12. _____ Contact the TRICARE Regional office at (253) 572-1235 to discuss your TRICARE Enrollment options.
13. _____ Contact Delta Dental (Monday thru Friday) at (800) 521-2651 or 888-838-8737 for information on dental coverage while in a retired status.  *This is only if you desire to enroll in Delta Dental.
14. _____ Contact the Retention Office Manager (MSgt Witte) for Active Duty GI Bill Information (422-5393).
15. _____ Contact your CSS or First Sergeant to discuss your retirement ceremony options and wishes.

16. _____ If you are requesting Permissive TDY or Terminal Leave allow at least 30 days prior to PTDY/Terminal start date.  Use AFI 36-3003 to determine the applicable table and rule.  You will then set up a meeting with the Commander to receive authorization and signatures. *See example on page 3.
Please note:  For permissive and terminal leave, you will need to notify your supervisor and receive final concurrence and approval via Leave Web from the Commander.
· In the remarks section ensure be sure to give a detailed reason for your request (i.e.  I am moving to Nevada once I retire, and am requesting the Permissive TDY to look for employment and a residence).  Please note that Permissive TDY is not a given and may be denied.  Also, per the current policy letter, no more than 60 days of terminal leave will be authorized.
17. _____ Complete and return the FW Out-Processing checklist, sent via e-mail, to the 124 FSS (422-5365).
· Out-processing Clothing Supply and Mobility Bags must be accomplished on Wednesdays or on drill weekends.  Hours of operation are 0800-1130 and 1230-1600.
18. _____ Obtain your retired ID Card at your nearest MPF office.
· Bring a copy of your discharge/retirement orders for verification.

Date
MEMORANDUM FOR
124 SQDN/CC


124 GRP/CC

124 FW/CC


IN TURN

FROM:  RANK FIRST M. LAST
SUBJECT:  Request for Permissive TDY in Conjunction with Terminal Leave

1.  IAW with AFI 36-3003, Table 4.5, rule 2, commanders may authorize up to 20 days of permissive TDY for job hunting purposes.  I respectfully request the full 20 days for job hunting from 16 Nov-5 Dec 2017.  I would like to start terminal leave on 5 Dec 2017 and officially retire from the USAF/ANG on 1 Jan 2018.  I do not have a lot of terminal leave to utilize for job searching therefore these additional days will, hopefully, allow me to find employment as quickly as possible.

2.  The following is a tentative plan to utilize the 20 permissive TDY days:

a) 16 November:  Visit the Idaho Department of Labor (in person) to start the job search.

b) 17 November:  Visit Jannus Corporation (a company I have already been in contact with) and contact Kuna High School Air Force JROTC program to inquire about possible employment.

c) 20-24 November:  Internet job search during the Thanksgiving holiday; fill out substitute teaching applications online and/or job interviews as a result of my 16 November visit to the Department of Labor.

d) 27 November – 5 December:  Visit the various school districts in person for interviews or continue my job search.

3.  I have been in contact with the Department of Education as well as the Jannus Corporation with regards to employment.  I interviewed with both agencies last summer and both stated they would welcome my resume and job inquiry, but they could not hire me until I was ready to accept a position, which won’t be until I begin permissive TDY and/or terminal leave.  There are no guarantees of employment with either agency so this permissive TDY is very valuable to me.

4.  Your consideration for these additional days is greatly appreciated.  If you have any questions, please don’t hesitate to contact me on my cell at (your contact information).


  FIRST M. LAST, Rank, IDANG


  Title
