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Preparing 
for 

Retirement 
Permissive Temporary Duty (PTDY) Leave 

When members are ready to search for a 
post-separation job or housing they may be eligible for 
authorized PTDY. PTDY facilitates transition into 
civilian life by providing time off for house and job 
hunting. This is only authorized for Reduction in Force 
officers, High Year Tenure members (i.e. involuntary 
separation), Voluntary Separation Incentive (VSI), 
Special Separation Benefit (SSB) recipients, and all 
retirees.

Requesting Permissive Leave

PTDY will need to be requested through LeaveWeb 
(https://leave.af.mil/login). Leave is routed to member’s 
supervisor first and Commander as the backup 
approver.  Once approved by the Commander, Finance 
will assign a leave number within 14 days of the leave 
start date. Use ‘Rule 2’ and mark the box for 
‘in conjunction with terminal leave’ when input. 
Permissive is up to 20 days of leave to use within 180 
days of separation.  A leave memo (provided by Finance) 
must be attached to the leave request in LeaveWeb. 
Submit a CSP inquiry requesting leave approval after 
the Commander's approval.

Terminal Leave

Terminal leave is the last bit of accrued leave before the last 
day on active duty. Terminal leave requests can be put in up 
to 60 days in advance. This leave request must be separate 
from a permissive leave request. Leave is routed to the mem-
ber’s supervisor first and Commander as the backup approv-
er.  Once approved by the Commander, Finance will assign a 
leave number within 14 days of the leave start date. Submit a 
CSP inquiry requesting leave approval after the Commander's 
approval. 

Important 
Leave requests will NOT be approved without a leave 
memorandum uploaded in LeaveWeb. MPF will NOT provide a 
final out date until members’ leave balance has been verified 
by Finance. 

Final Pay Information 

Members will receive a final paycheck when separating. This will include payment for prorated clothing allowance (enlisted 
only) and remaining unpaid days for the month of separation . If applicable, all accrued leave not used will be sold back 
automatically (no extra paperwork is required).  Members are authorized to sell back 60 days of leave in their career. Leave 
is payable at a daily rate of their base pay and taxed at 22% for FITW as well as SITW if applicable. Final pay is processed at 
base level. No payments will be made before date of separation. All established debts on a member's record will be 
deducted from their final pay. Payments could take up to 30 days if retirement data is not input by DFAS and AFPC. 
Members will receive a final LES approximately 4-6 weeks after date of separation. Members will need to have a 
username and password set up for MyPay and will need to access MyPay for their last LES and W-2 form.                       
MyPay: (https://mypay.dfas.mil/#/). 

For assistance with retirement, submit an inquiry on Comptroller Services Portal (CSP):
https://usaf.dps.mil/teams/SAFFMCSP/portal/SitePages/userprofile.aspx

Retirement Briefing
Upon receipt of retirement orders, 
members will submit an inquiry to CSP, 
requesting a final out-processing 
package. A military pay technician will 
provide the pertinent forms to be 
completed prior to retirement. Upon 
completion of the retirement package, 
the technician will discuss the member’s 
leave opportunities. Once leave is 
approved, Finance will provide 
applicable leave authorization numbers. 
A final t ravel voucher package will also 
be provided at this time. This package is 
to be completed upon relocating to the 
retirement location. 

https://leave.af.mil/login
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