
Information Paper
SUBJECT:  Information Paper for United States Army Reserve (USAR) and National Guard (NG) Component Judge Advocate General Corps (JAGC) Judge Advocates (JA) Transition to Regular Army-Senior Accessions
1. Purpose.  This information paper is to be used as a guide to assist JAGC Reserve and NG JAs in administratively transitioning to Active Duty.  The steps and advice provided throughout the information paper may not fit every Reserve/NG Judge Advocate’s situation.  When any discrepancies arise between the information in this information paper and information you receive from your Reserve unit, your Reserve unit information will prevail when related to Reserve issues.  Information provided by JARO will prevail when related to Active Duty issues. 

2. Discussion. DD Form 368 is a Request for Conditional Release.  You must complete this form before accessing onto Active Duty.  You will have the form completed up until Section IV when you report to active duty.  Section IV will be completed by your new Active Duty Unit.
a. DD Form 368 – This process can be lengthy, especially if you are in a Legal Operations 
      Detachment (LOD), because the LOD will route it through the USAR Legal Command    

     (LC) where the commander (one-star) will sign the release. 
b. How fast the 368 gets signed by the CG of the USAR LC really depends on how fast your 
      unit administrator processes the paperwork.

c.   IRR/IMA Soldiers may have a different process and should contact MAJ Rodney
      Stewart at PP&TO, if any questions arise.  
d.  National Guard soldiers should contact LTC Erin McMahon at  

     erin.mcmahon@us.army.mil for questions regarding the NG approving official for 

     Conditional Releases.

3. You will execute a new oath of office, DA Form 71, on your first day on Active Duty.  You will send the completed DD Form 368 and the DA Form 71 to JARO.  
4. The USAR LC required an entire package containing the following documents prior to submitting the DD Form 368 to the CG of the USAR LC for disposition. If you are a NG JA, please contact your unit personnel office to determine the requirements for the DD Form 368 signatory.

a.  Copy of the checklist (Figure 3 from USAR Pam 600-5)


b.  DA Form 4187 (for discharge to Regular Army)


c.  DD Form 368


d.  Oath of Office (DA Form 71) (Oath of Office bringing you into the Reserve or NG)


e.  Memorandum of Justification from Soldier


f.  Commander’s recommendation to include intermediate commander’s memorandum of 
           recommendation (or DA Form 4187-1-R, w/ recommendation and signature)


g.  DA Form 4856-R, counseling conducted by the Soldier’s commander


h.  Interview with Center Retention NCO documented on DA Form 4856-R.

5. Grade/Rank Concerns. Depending on your rank in the USAR/NG, it may be more beneficial to wait and promote to Captain in the USAR/NG than to convert to the RA and wait for promotion.  Active duty promotions are done in conjunction with each Judge Advocate Officer Basic Course (JAOBC) class.  For example, if you can convert to RA in March 20XX, complete the assignments process with the June 20XX JAOBC, and get promoted 6 months later in January 20X1, you may want to wait to access onto Active Duty if your Reserve promotion to CPT is upcoming.  In that case, you wait to convert to RA after you are promoted in the USAR/NG, May 20XX for example, and convert to Active Duty in June.  This will allow you to report to active duty as a Captain. 

6. Assignments.  Each experience will be different (remember – needs of the JAG Corps).  If you are fairly new to the Corps, you may work with Initial Assignments Officer.  If you have been mobilized and practiced in a certain area (Ie. Legal Assistance), you may work with the CPTs assignment officer.  Nonetheless, it will be beneficial to share your previous JA experience (and you typically will) with your receiving DSJA.  The goal of the JAG Corps is to develop broadly skilled Judge Advocates. 
7. DFAS Active Component Accession packet.  You will do an accession packet for finance.  Be prepared to not get paid for at least a month while your new active account is activated and forms are processed.  You will need to submit these documents again:

a.  Orders to Active Duty

b.  DA Form 31 Leave form or statement of arrival

c.  DA Form 5960 Authorization for Basic Allowance for Housing (don’t forget      

      Birth Certificates and Marriage License)  

d.  SF Form 1199A Direct Deposit

e.  DD 3685  Jumps Pay Election, if applicable

f.  DD 2058 State of Legal Residence

g.  Oath of Office (Oath of Office that brings you onto Active Duty. The Active 
Duty DA Form 71 and your completed DD Form 368 should be scanned and e-    

mailed to JARO and your old reserve unit)

        h.  SGLV Form 8286E and DD Form 93

  i.  W-4 Federal Tax Withholding

  j.  DA Form 1506 with supporting documents (DD 214 and orders); you just
  need to provide the supporting documents in order to have a Finance     
  representative or personnel representative properly complete the DA Form 1506

8.  Potential issues:

    a.  Leave. The National Defense Act of 2011 authorizes RC Soldiers who accumulate leave    during a period of active service may carry over this leave to a future period of active service. Soldiers may carry over up to 60 days of annual accrued leave to a future period of active duty.  If you are mobilized, you can save the leave you earn and carry it over to the Regular Army.  For instance, if you are mobilized for a year, at the end of your mobilization, you may have 14 days of leave that has not been used.  You may be able to get your Regular Army orders to start the day after your mobilization orders end, so that you will not have a break in service.  It may take a few months for your personnel office to get your leave straight.  You must be patient.  Don’t feel obligated to take all your leave, unless you really want to.  If you want to carry your leave over, work with your mobilization out- processing office to fill out the proper finance forms to carry your leave over. 

   b.  Pay issues. DFAS has two independent pay systems, one for the Reserve/NG component and one for the Active component.  These two systems do not talk to each other.  All of the finance forms (BAH, taxes, direct deposit, etc.) will have to be resubmitted.

   c.  Debt. If you are coming off of a mobilization and your orders end, you may receive money that you are not entitled to.  For example:  On 15 August 20XX, you receive a pay check for 1–15 August 20XX.  Your mobilization ends on 12 August 20XX.  Therefore, you will receive pay for 13 – 15 August 20XX.  There really isn’t a way to avoid this, other than ending your mobilization on the 15th of the month.    If you don’t have a break in service, you will likely be double paid (when you eventually get paid.  DFAS –RC Debt Management will eventually send you a letter to recoup the money (so save it and set it aside).

   d. BASD and ADOR. You will likely have to recalculate your Basic Active Service 
   Date (BASD) and your Active Date of Rank (ADOR) during in-processing at your duty station.  This is where the DA Form 1506 is used.  Essentially, Finance will look at your Active Duty start date and start counting backwards, considering all of your Active Duty time based on your DD 214s and Orders.  Your date of rank calculation is a little more complicated, based on when you were promoted and if you were mobilized.  The POC at PP&TO is Mr. Nelson Ponce (703) 545-2749 and nelson.j.ponce.civ@mail.mil.  Your Pay Entry Basic Date (PEBD) will stay the same. 
9.  ID Card.  You will need to get a new (RA – they look identical) ID card when you in-process at your new post.  Make sure this is one of the first things you do and make sure that you have all of your DoD certificates.  

10.  IT.  You have a DISA (mail.mil) account.  If you have been using this, you will need to have it deactivated at your losing unit.  This will allow your new unit to create an account for you on their domain.  While you might be able to get on the computer, not being on the proper domain will prevent you from accessing share drives or connecting to network printers/scanners. 

11.  MEDPROS. Print off all of your medical documentation and take screen shots of 
       MEDPROS on AKO.  When you transfer from USAR or NG to RA, your MEDPROS account may be deleted.  When you go through medical in-processing, you can avoid getting unnecessary treatment and immunizations if you have your MEDRPOS record printed out.  Clinic staff may have to manually re-enter all the information into your MEDPROS account.  

12.  If you don’t already have one, make an “I love me” notebook.  It should essentially be a hard 
copy of your OMPF and all of your Army documents.  Have copies of all your orders, DD 214s, awards, medical, weapons quals, AERs, OERs, etc.  Also make plenty of copies of your new Active Duty orders and your DA Form 31 that takes you to your gaining installation.  You will likely need 15 – 20 copies.  Never give up your last copy of anything.  

13.  Required training.  Do all of the required online training in advance of your arrival.  It is 
much easier when you walk in and they tell you to do Anti-terrorism Level 1, or DoD IA training and you can just give them a copy of your certificate.  Keep a file of all online training certificates. 

14.  ORB/OMPF.  Coming from the USAR/NG, you will not have an ORB.  This is where 
       having the “I love me” notebook helps.  You can walk into your BN S-1 shop and have them  

       update your ORB.  If you have an S-1, have them update your OMPF, which may cause 
       your ORB to automatically have your info in it. 

15.  If you are eligible for SLRP, fill out the application and have your SJA/DSJA (first O-5)
 sign it, so you can send it to PP&TO.  
16.  The POC for this action is the accessions officer at the Judge Advocate Recruiting Office. 
The accessions officer can be reached at 703-693-0957.
Prepared by 1LT Ardalan Azad, Brigade Trial Counsel
Approved by LTC Gary T. Johnson, Chief, Judge Advocate Recruiting
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