STEP-BY-STEP PROCESSING OF CHAPTERS FOR ESCORTS 

1.____LEGAL REVIEWS PACKET TO ENSURE  UNIT HAS PROPERLY PREPARED THE REQUEST FOR CHAPTER AND SUBMITTED ALL SUPPORTING DOCUMENTATION FOR PREPARATION (1-16 COUNSELING, MEDICAL, MENTAL, 4187’S , ETC.). (ALL DOCUMENTATION MUST BE PRESENT PRIOR TO THE EXECUTION OF THE CHAPTER)

2.____UNIT PICKS UP THE PACKET THE FOLLOWING DAY.

3.____COMPANY COMMANDER GIVES SERVICE MEMBER (SM) INITIAL READING  AND HAS THE SM ACKNOWLEDGE THE RECEIPT OF THE NOTIFICATION (TAB 1).

4.____TDS APPOINTMENT:  UNIT ESCORTS TO DEFENSE IMMEDIATELY AFTER INITIAL READING OR AS SOON AS TDS SCHEDULES AN APPOINTMENT.  FROM THE DAY THE SOLDIER IS NOTIFIED OF HIS COMMANDERS INTENT TO SEPARATE THE SM HAS SEVEN (7) WORKING DAYS TO SUBMIT MATTERS TDS WILL EXPLAIN THE  DOCUMENT STATING THE SOLDIERS ELECTION OF RIGHTS.  ENSURE SM HAS HIS “RIGHTS ACKNOWLEDGEMENT MEMORANDUM” (TAB 8) SIGNED BY THE TDS ATTORNEY.   IF THE SOLDIER SUBMITS MATTERS, THEY MUST ACCOMPANY THE PACKET THROUGH THE RECOMMENDATION PROCESS ALL THE WAY TO THE APPROVAL AUTHORITY AND MUST BE RETURNED TO THE JAG OFFICE. 
5.____COMPANY COMMANDER:  ONCE THE SM COMPLETES TDS APPOINTMENT, AND THE 7 WORKING DAY PERIOD IS COMPLETE, THE UNIT BRINGS THE PACKET TO THE COMPANY COMMANDER FOR REVIEW AND SIGNATURE OF THE ENDORSEMENT MEMORANDUM (TAB 9).

6.____BATTALION COMMANDER (INTERMEDIATE AUTHORITY):  THE UNIT HAND-CARRIES THE PACKET TO THE  BATTALION COMMANDER FOR ENDORSEMENT (TAB 10). (SOME UNITS WILL NOT HAVE AN INTERMEDIATE AUTHORITY) 

7. ____ BRIGADE/GROUP COMMANDER:  THE UNIT HAND CARRIES THE PACKET TO THE BRIGADE/GROUP COMMANDER FOR APPROVAL OR RECOMMENDATION IF THE SOLDIER IS ENTITLED TO A BOARD.

8. ____ TAKE ALL DOCUMENTATION TO THE JAG OFFICE AS SOON AS POSSIBLE FOR FINAL REVIEW.  

8.____ COPIES: THE UNIT MAKES 3 COMPLETE COPIES OF THE ENTIRE PACKET
9.____LEGAL:  ONE COPY IS MAINTAINED AT THE JAG OFFICE AND THE ORIGINAL AND TWO COPIES ARE TAKEN TO THE TRANSITION POINT (MR. LUSTE). THEY WILL CUT THE SOLDIERS ORDERS AND GIVE HIM A FLY DATE. 

10.____TRANSITION POINT:  THE UNIT HAND-CARRIES THE PACKET AND ESCORTS THE SM TO THE TRANSITION POINT FOR APPOINTMENT AND OUT PROCESSING ALL THE WAY TO THE POINT THE SOLDIER ENTERS THE TRANSPORTATION WHICH WILL TAKE HIM TO THE AIRPORT.

