
If you are leaving active duty from Ft. Huachuca because

· You have graduated and received a new MOS 

· You have been on active duty for 90 days or more

The  following information is for you

Your representative must do the below, it is in your best 

interest to make sure this is accomplished.

E-mail the following address with a class list and graduation date for both enlisted and officer courses:  TranPtPOC.  This should be done at least 3-4 weeks prior to graduation so that a cut off date and appointment for the class can be set.  If you wait too long we might not have time for your class.


Records (MPRJ) and orders for course must be dropped off by cut off date set by transition center once class list is submitted.  If you do not have a 201 file (MPRJ) your DD 214 will be produced for this period of time only and will have to be corrected on the soldier’s time at a later date.  In order to produce your final DD 214 you have to process finance, the requirement are below.  Finance will provide us with the information we require.  However if finance is not processed correctly by the service member the Transition Center cannot produce your DD 214.


If the Transition center does not receive the required documents as stated above by the cut off date your DD 214 will not be produced and the service member will have to return to parent unit. 

NATIONAL GUARD/ARMY RESERVE PERSONNEL





Representatives are:





MIOBC class leader


Drill instuctor


Platoon Leader





Finance Requirements





Through your class representative and three weeks prior to your graduation, insure that the main finance office receives the following information.  The main finance is located at building # 41408





A copy of your orders bringing you on active duty for training (for each student)


Proof of promotion if you were promoted on this tour (for each student)


DA-31 leave form if you took any leave during this tour (for each student)





Your POC at finance is Ricardo Borrego, phone 533-3769.





TRANSITION CENTER REQUIREMENTS:  1. 201 FILE (MPRJ), ALL OLD DD 214’S, CONTRACT, OATH OF OFFICE IF APPLICABLE. 2. ORDERS BRINGING YOU ON THIS ACTIVE TOUR.








