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encouraged to use the Federal key position 
guidelines contained in this appendix for 
making their own key position designations 
and, when applicable, for recommending key 
employees for removal from the Ready Re-
serve. 

(c) All employers who determine that a 
Ready Reservist is a key employee, in ac-
cordance with the guidelines in this appen-
dix, should promptly report that determina-
tion, using the letter format at the end of 
this appendix, to the applicable Reserve per-
sonnel center, requesting the employee be 
removed from the Ready Reserve. 

INDIVIDUAL READY RESERVISTS 

(a) Each Ready Reservist who is not a 
member of the Selected Reserve is obligated 
to notify the Secretary concerned of any 
change of address, marital status, number of 
dependents, or civilian employment and any 
other change that would prevent a member 
from meeting mobilization standards pre-
scribed by the Military Service concerned (10 
U.S.C. 10205). 

(b) All Ready Reservists shall inform their 
employers of their Reserve military obliga-
tion. 

LIST OF RESERVE PERSONNEL CENTERS TO 
WHICH RESERVE SCREENING DETERMINATION 
AND REMOVAL REQUESTS SHALL BE FOR-
WARDED 

Army Reserve 

Army Reserve Personnel Command 
1 Reserve Way 
ATTN: ARPC-PSP-T 
St. Louis, MO 63132 

Naval Reserve 

Commander 
Navy Personnel Command (Pers 91) 
5720 Integrity Drive 
Millington, TN 38055–9100 

Marine Corps Reserve 

Commanding General 
Marine Corps Reserve Support Command 
ATTN: IRR Division 
15303 Andrews Road 
Kansas City, MO 64147–1207 

Air Force Reserve 

Commander 
Air Reserve Personnel Center/DPAF 
6760 E. Irvington Pl. #2600 
Denver, CO 80280–2600 

Army and Air National Guard 

Submit requests to the adjutant general of 
the applicable State, commonwealth, or ter-
ritory (including the District of Columbia). 

Coast Guard Reserve 

Commander (CGPC-RPM) 
U.S. Coast Guard Personnel Command 
2100 Second St. S.W. 
Washington, DC 20593 

LETTER FORMAT TO RESERVE PERSONNEL 
CENTERS REQUESTING THAT EMPLOYEE BE 
REMOVED FROM THE READY RESERVE 

From: (Employer-Agency or Company) 
To: (Appropriate Reserve Personnel Center) 
Subject: Request for Employee To Be Re-

moved From the Ready Reserve 
This is to certify that the employee identi-

fied below is vital to the nation’s defense ef-
forts in (his or her) civilian job and cannot 
be mobilized with the Military Services in an 
emergency for the following reasons: 
[STATE REASONS] 

Therefore, I request that (he/she) be re-
moved from the Ready Reserve and that you 
advise me accordingly when this action has 
been completed. 

The employee is: 
1. Name of employee (last, first, M.I.): 
2. Military grade and Reserve component: 
3. Social security number: 
4. Current home address (street, city, State, 

and ZIP code): 
5. Military unit to which assigned (location 

and unit number): 
6. Title of employee’s civilian position: 
7. Grade or salary level of civilian position: 
8. Date (YYMMDD) hired or assigned to posi-

tion: 
Signature and Title of Agency or Company 

Official. 

PART 45—CERTIFICATE OF RELEASE 
OR DISCHARGE FROM ACTIVE 
DUTY (DD FORM 214/5 SERIES) 

Sec. 
45.1 Purpose. 
45.2 Applicability and scope. 
45.3 Policy and procedures. 
45.4 Responsibilities. 
APPENDIX A TO PART 45—DD FORM 214 
APPENDIX B TO PART 45—DD FORM 214WS 
APPENDIX C TO PART 45—DD FORM 215 
APPENDIX D TO PART 45—STATE DIRECTORS OF 

VETERANS AFFAIRS 

AUTHORITY: 10 U.S.C. 1168 and 972. 

SOURCE: 54 FR 7409, Feb. 21, 1989, unless 
otherwise noted. 

§ 45.1 Purpose. 
(a) This document revises 32 CFR 

part 45. 
(b) Prescribes procedures concerning 

the preparation and distribution of re-
vised DD Form 214 to comport with the 
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requirements of 10 U.S.C. 1168, 972, and 
32 CFR part 41 and the control and pub-
lication of separation program designa-
tors (SPDs). 

§ 45.2 Applicability and scope. 
(a) The provisions of this part apply 

to the Office of the Secretary of De-
fense, the Military Services, the Joint 
Staff, and the Defense Agencies (here-
after referred to as ‘‘DoD Compo-
nents’’). The term ‘‘Military Services,’’ 
as used here, refers to the Army, Navy, 
the Air Force, the Marine Corps and, 
by agreement with the Department of 
Transportation, to the Coast Guard. 

(b) Its provisions include procedures 
on the preparation and distribution of 
DD Forms 214, 214WS, 215 (Appendices 
A, B, and C) which record and report 
the transfer or separation of military 
personnel from a period of active duty. 
(NOTE: Computer-generated formats 
are acceptable substitutes provided As-
sistant Secretary of Defense (Force 
Management and Personnel) approval 
is obtained.) DD Forms 214 and 215 (or 
their substitutes) will provide: 

(1) The Military Services with a source 
of information relating to military per-
sonnel for administrative purposes, and 
for making determinations of eligi-
bility for enlistment or reenlistment. 

(2) The Service member with a brief, 
clear-cut record of the member’s active 
service with the Armed Forces at the 
time of transfer, release, or discharge, 
or when the member changes status or 
component while on active duty. 

(3) Appropriate governmental agencies 
with an authoritative source of infor-
mation which they require in the ad-
ministration of Federal and State laws 
applying to personnel who have been 
discharged, otherwise released, or 
transferred to a Reserve component 
while on active duty. 

(c) Its provisions include procedures 
on the control and distribution of all 
lists of SPDs. 

§ 45.3 Policy and procedures. 
(a) Administrative issuance or 

reissuance of DD Forms 214 and 215. 
(1) The DD Form 214 will normally be 

issued by the command from which the 
member was separated. In those in-
stances where a DD Form 214 was not 
issued, the Services concerned may es-

tablish procedures for administrative 
issuance. 

(2) The DD Form 214, once issued, 
will not be reissued except: 

(i) When directed by appropriate ap-
pellate authority, Executive Order, or 
by the Secretary concerned. 

(ii) When it is determined by the 
Service concerned that the original DD 
Form 214 cannot be properly corrected 
by issuance of a DD Form 215 or if the 
correction would require issuance of 
more than two DD Forms 215. 

(iii) When two DD Forms 215 have 
been issued and an additional correc-
tion is required. 

(3) Whenever a DD Form 214 is ad-
ministratively issued or reissued, an 
appropriate entry stating that fact and 
the date of such action will be made in 
Block 18, Remarks, of the DD Form 214 
unless the appellate authority, Execu-
tive Order, or Secretarial directive 
specifies otherwise. 

(b) The Military Services will ensure 
that every member (except as limited 
in paragraph (b)(2) of this section and 
excluding those listed in paragraph (c) 
of this section being separated from 
the Military Services is given a com-
pleted DD Form 214 describing relevant 
data regarding the member’s service, 
and the circumstances of termination. 
DD Form 214 may also be issued under 
other circumstances prescribed by the 
Military Service concerned. A continu-
ation sheet, if required, will be bond 
paper, and will reference: The DD Form 
214 being continued; information from 
blocks 1 through 4; the appropriate 
block(s) being continued; the member’s 
signature, date; and the authorizing of-
ficial’s signature. DD Forms 214 are not 
intended to have any legal effect on 
termination of the member’s service. 

(1) Release or discharge from active 
service. (i) The original of DD Form 214 
showing separation from a period of ac-
tive service with a Military Service, in-
cluding release from a status that is le-
gally determined to be void, will be 
physically delivered to the separate 
prior to departure from the separation 
activity on the effective date of separa-
tion; or on the date authorized travel 
time commences. 

(A) Copy No. 4, containing the statu-
tory or regulatory authority, reentry 
code, SPD code, and narrative reason 
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