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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 CEN-
TERS REQUESTING THAT EMPLOYEE BE RE-
MOVED 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.
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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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