	Processing Checklist for Retirement Applications

	AF Form 1160

Block Numbers 
	SECTION I 

(Completed by Individual and MPF)
	Yes
	No
	N/A
	MPF Comments

	1-4.
	Are blocks 1-4 completed with full name, SSAN, Grade and unit of Assignment?
	
	
	
	

	5.
	Do personnel serving at Non-CONUS assignments indicate the place of retirement desired in block 5? (Only filled out by over-seas individuals) Otherwise mark as N/A.
	  
	  
	  
	  

	6.
	Should be N/A unless member held higher grade. 

 If member held higher grade and was demoted has all action been completed as outlined in Table 3.2, rule 2?
	  
	  
	  
	  

	7.  
	Is the appropriate block annotated in block 7 for enlisted members? (Do not annotate for officers)
	  
	  
	  
	  

	8.  
	Should be N/A unless member has a reserve grade. (Annotate the reserve grade).
	  
	  
	  
	  

	9.
	Did the member indicate the type of action being requested?
	  
	  
	  
	  

	   9a.
	Voluntary Retirement.  (For those individuals who are requesting voluntary retirement or HYT for enlisted)
	
	
	
	

	   9b.
	Change to approved date of retirement. (IAW 36-3203, Para 2.21) (Individuals requesting a change to an approved retirement on file, all supporting documentation must accompany the 1160.)
	
	
	
	

	   9c.
	Withdrawal of approved retirement.  (Must be in the best interest of the Air Force and/or hardship) (Supporting documentation must accompany the 1160)
	
	
	
	

	   9d.
	Retirement on Mandatory Date.  (For officers only)
	
	
	
	

	10a - 10c.
	For informational purposes: All Enlisted and Reserve officers are transferred to the retired reserves. Do not mark these blocks. 
	  
	  
	  
	  

	11.
	Is the Effective Date of Action (I.E. Retirement date 01 Nov 02), date application signed and member’s signature completed?   

Ensure even if member is withdrawing - the effective date of action is completed (date member approved for) This block must not be left blank or N/A.
	  
	  
	  
	  

	
	SECTION II
	  
	  
	  
	  

	
	
	
	
	
	

	12.
	Is the appropriate block checked to ensure the Commander or Designated Rep verified if member is subject to conditions or restrictions as shown in AFI 36-3203, Service Retirements, Table 2.1 or Table 2.2? Did the Commander or Designated Rep sign and date this block?
	  
	  
	  
	  

	
	SECTION III
	  
	  
	  
	  

	13.
	Did the MPF circle the appropriate PTI, waiver code (s), and special program identifier as required? If waiver is 00 write it on the 1160. Refer to AFI 36-3203 Attach 6 A & B.
	  
	  
	  
	  

	14a.
	Did the appropriate MPF representative sign the request as outlined in AFI 36-3203, chapter 3, and Para 3.2.3.4? 

Did the MPF rep ensure documents were attached for all waivers, exception to policy, and withdrawals?

ENSURE the 1160 is returned to MPF within 7 workdays days of when the member signs it.  If the application is being faxed to AFPC/DPPRR ensure it is done within 8 days of the signature of the member.
	  
	  
	  
	  

	14b.
	Is the appropriate documentation block marked?
	  
	  
	  
	  

	15.
	Is the cleared for entry block marked? (Check the DOS and ensure member has the retainability for retirement this should be done prior to accepting the 1160)
	  
	  
	  
	  

	
	SECTION IV
	  
	  
	  
	  

	REMARKS
	Are all appropriate statements annotated in the remarks section if applicable? (I.E. STOP LOSS, withdrawal due to promotion (AFI 36-3203, chapter 2, Para 2.21.3.2) 
	  
	  
	  
	  

	
	ADDITIONAL ITEMS REQUIRED
	  
	  
	  
	  

	a.
	Ensure the Officer Grade Determination is submitted with the 1160 (required on all officers). OGD requirements can be found on the ret/sep web page. Do not send 1160 without the completed OGD.
	  
	  
	  
	  

	b.
	Ensure the Satisfactory Service Determination (SSD) (for enlisted only) package is faxed with the 1160 on members who were demoted and did not regain the rank. 
	  
	  
	  
	  

	c.
	 Ensure for all 7-day op packages, the assignment notification rip is completed and faxed with package.  For officers fax the AF Form 63 with the assignment rip. 
	  
	  
	  
	  

	d.
	Code 50’s: Member requesting retirement more than 1 month after expiration of the code 50 must request through HQ AFPC/DPPAP1 termination of the code or extension of the code.
	
	
	
	

	
	
	
	
	
	

	e.
	If member is requesting a waiver of their Active Duty Service Commitment (ADSC) and the package is based on medical conditions of a dependant, family member or themselves, ensure documentation from the patients Primary Care Provider, the member and comments from the commander accompany the 1160. (AFI 36-3203, Para 2.18.2.1)
	  
	  
	  
	  

	f.
	Ensure all requests for waivers have comments from the member and the commander and it must be in the Best Interest of the Air Force or Hardship (IAW AFI 36-3203 Para 2.18)

Do not send documents that have concur/non-concur or approve /disapprove .  
	  
	  
	  
	  

	g.
	 Ensure Retirement checklist is faxed with 1160 and accompanied documents. HQ AFPC/DPPRR FAX: 665-4664
	  
	  
	  
	  

	
	Name:______________________________________________

Rank:_______________________________________________
	  
	  
	  
	  

	Date
	Signature of MPF Representitive:


	  
	  
	  
	  


