Discussion: Processing Separations for Members Released Early to Pursue Their Education

YN1 Arnold Uhrina

Background: When enlisted members separate at their end of enlistment, their commanding officer may
authorize an early release from service up to 30 days to pursue a unique schooling or career opportunity.
*This opportunity ONLY applies to members separating at their end of enlistment. Combining this policy with
administrative or early separations covered in sections 1.B. through 1.E of Military Separations, COMDTINST
M1000.4 is not authorized, unless authorization from CG PSC-EPM-1 is received to separate a member at their
EOE (EX: FTORS, SILO).

The 30-day early release is not an administrative absence. It is an authorization for a member to be separated
prior to their end of enlistment.

Leave: A member may combine up to 60 days of terminal leave with the 30-day early release. Members must
combine all remaining leave when using this policy. Commands shall ensure members liquidate their leave
balance prior to authorizing early departure from active duty. Members are not permitted to sell leave prior
to reaching the 90-day window if used in conjunction with the early separation policy.

Examples:

1) Member will have earned 45 days by date of separation. Member will use 45 days leave first, then may
be granted up to 30 days to separate early.

2) Member will have earned 75 days by date of separation. Member will use 75 days leave first, then may
be granted up to 15 days to separate early.

3) Member will have earned 95 days by date of separation (75 FY2014 to FY2015 carry over limit, 20
earned). Since the member may not exceed a maximum of 90 days early release, the 30-day early
release is not authorized in this situation. Member may use 90 days terminal leave and sell 5 days of
leave.

Process: This authorization is noted on the Career Intention Worksheet, CG-2045, and provided to the SPO for
processing. It is the responsibility of the SPO to input the member’s new separation date in Direct Access.
This applies to separations covering both RELAD and discharge. CG PSC-EPM-1 does not process separation
authorizations for routine discharges. Below is the process to follow for members separating 30 days before
the end of their enlistment:

1) Advise Commander (CG PSC-EPM) by email at ARL-PF-CGPSC-EPM-1-Separations@uscg.mil as early as
possible of member’s name, rate, employee identification number (EMPLID), and anticipated release date.
See sample email below.

*Reference: 1.B.8.a.(4), Military Separations, COMDTINST M1000.4

2) Process the Statement of Intent (SOI) in direct access to reflect the new separation date. *Do NOT process
the SOI with the member’s current EOE; PPC-SEP will not be able to process the member’s final payment.
*Reference: Part IV-Chapter 2, PPC SPO Manual

3) Build separation transaction in Direct Access using the procedure found in the PPC SPO Manual, Part V-
Chapters 3 &4 using the members new date of separation. This date will also be used as the final day of Active
Duty on the DD-214.



Sample Email:
FM (your unit)

TO ARL-PF-CGPSC-EPM-1-Separations@uscg.mil
SUBJ: EARLY RELEASE AUTH FOR RATE FIRST LAST, EMPLID, USCG

A. COMDTINST M1000.4, CH 1.B.8.a

1. SNM has been authorized by the commanding officer IAW Ref A. to be released (# of Days) early to pursue an education or career
opportunity.

2. Member will have earned (# of days leave) by the date of separation.

3. UNIT POC: XXXXXXXXXXXXXXXX, (XXX)XXX-XXXX.



