TRANSITION ASSISTANCE

PHASE 3 – TAP WORKSHOP
The 3-day TAP Workshop consists of comprehensive core curriculum and additional Two-Day Track designed to help prepare Service Members for successful transition to civilian life based on their career path.






VA Benefits Participant Guide:
https://www.tapevents.mil/Assets/ResourceContent/TAP/VA-Benefits-Participant-Guide.pdf
 [image: Qr code
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PHASE 4 - CAPSTONE
Capstone is the culminating event for TAP where service members show evidence that they have completed all Career Readiness Standards (CRS). The eForm (DD Form 2648) will also be finalized by the TAP counselor during this phase. Once the DD Form 2648 has been signed by leadership, the completed form will be required to out-process the installation.
NOTE: Capstone must be completed NLT 90 days PRIOR to your official DOS but no earlier than 365 days prior to DOS. All TAP requirements must be met PRIOR to applying for SkillBridge.



2

Gap Analysis part A and B.pdf


Gap Analysis 
Part A: Filling in the Gap 


 


Complete the “Where am I now” column, the “Where am I going” column, and finally fill the Gap by completing the “What do I need to fill in the Gap” column. 


  
 Where am I now? 


 


Current MOS:_______________________             
 


 
Use V-MET, Service Transcripts, and Professional 


Evaluations to complete this column. 


    
What do I need to fill in the Gap?
  


Where am I going? 


 


Civilian Occupation:____________________ 


 
 


Use Mynextmove for Veterans, O*Net, and 
MySkills,MyFuture to complete this column. 


Experience and skills I have: 
 
 
 
 
 
 
 


Experience and skills I need to obtain: Experience and skills this occupation requires: 


Education and training I have: 
 
 
 
 
 
 


Education and training I need to obtain: Education and training this occupation 
requires: 
 
 
 
 
 
 


Credentials (licenses, certifications, 
apprenticeships) I have: 


Credentials (licenses, certifications, 
apprenticeships) I need to obtain: 


Credentials (licenses, certifications, 
apprenticeships) or any other requirements 
for this occupation: 
 
 
 
 
 
 







Gap Analysis 
Part B: Assessing the Salary and Labor Market for the civilian occupation 


 
After completing Part A: Filling in the Gap, complete the Labor Market Information (LMI) for the civilian occupation 


using Mynext move for Veterans. 
 


Location: 


What is your preferred geographic location of 
relocation (city/state)? 


 


 


Salary: 


What is the salary range for this occupation?  


What is the salary range for this occupation in 
my preferred location (city/state)? 


 


Does the salary range fit my requirements?  


 


Job Outlook: 


What is the outlook for this occupation in your 
preferred state? 


 


What geographic locations (city/state) has a 
better outlook? 


 


Which location(s) (city/state) would you be 
willing to relocate to? 


 


 


Final Analysis: 


Based upon “Filling in the Gap”, Salary, and 
Outlook, is this a good job to pursue?  


 


List 2 alternative jobs that you can explore to 
expand your options.  If needed, repeat GAP 


Analysis with each alternative job. 


 


 
My Next Steps, based upon Part A and B of Gap Analysis: 


 
 
 
 
 


 


 





		Gap Analysis part A

		Gap Analysis part B
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  1 
Transition Assistance Program ITP 2022 


Full Name:             Anticipated Transition Date: _______________ 


Ret/Sep: ___________ Rank: ___________   Gender: ___________ Unit: ________________________ 


Military Status: ______________   Character of Discharge (projected):  ___________________________  


Level of Education: ___________   Secured Employment:   Y    N   N/A   Prior Military Employment:  Y   N   


Prior Civilian Employment:  


 ________________________________________________________________________________


 ________________________________________________________________________________


 ________________________________________________________________________________


List your top 3 Military Occupation Code(s) and Title(s):   


 ________________________________________________________________________________


 _________________________________________________________________________________________


 _________________________________________________________________________________________


Section I.  Identify Post-transition Personal/Family Requirements 


A. Taking Care of Individual/Family Member Needs


 Identify individual/family needs such as medical care, mental health care, expenses, and location of
potential providers.


Explain: 


 Mental Health Services:  https://www.va.gov/health-care/health-needs-conditions/mental-health/ ,
https://www.pdhealth.mil/resource-center/intransition,  https://www.militaryonesource.mil/health-
wellness/mental-health/mental-health-resources 


1) Click Download Arrow at the top right of the screen
2) Select "ORIGINAL" after scanning completes (NOT safe download)
3) Click "Enable All Features" to use the fillable form



https://www.va.gov/health-care/health-needs-conditions/mental-health/

https://www.pdhealth.mil/resource-center/intransition

https://www.pdhealth.mil/resource-center/intransition

https://www.militaryonesource.mil/health-wellness/mental-health/mental-health-resources

https://www.militaryonesource.mil/health-wellness/mental-health/mental-health-resources
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Explain: 


Explain: 


Explain: 


Explain: 


 Identify extenuating individual/family circumstances (e.g. need to provide care for elderly parents,
family business, exceptional family member needs, etc.).


 Assess impact of individual/family requirements on relocation options (e.g. quality of local schools,
availability of medical care, spouse employment opportunities, etc.).


 What person or persons do you go to for advice, personal counsel and/or mentoring when facing a
difficult challenge or decision? Will you still have access to those persons after you separate from
active duty? Consider what steps you need to take now to maintain contact.


 Evaluate your immediate post-transition housing requirements. How much living space you will
require to house yourself, dependents, and personal items. The installation transportation office can
provide detailed information about planning the movement and storage of your household goods. Visit
the VA website: http://www.benefits.va.gov/homeloans/ to get information on the VA home loan.


 Consider your post-transition transportation requirements. Determine if you have adequate reliable
personal transportation to take you to and from your place of employment or school. Evaluate your
commuting options and whether you need to purchase another vehicle(s) for your spouse and/or
dependents. Identify your post-transition transportation expenses to include: purchase costs, vehicle



http://www.benefits.va.gov/homeloans/
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Explain: 


Financial impact: Recruiter counseling date: 


Explain: 


Explain: 


Date applied for VA Benefits: Projected Disability Rating _ 


Explain: 


B. Assessing Benefits and Entitlements


 Evaluate the benefits (e.g. additional income, promotions, leadership and professional development
opportunities, travel) associated with continuing your military service in either the Reserves or
National Guard (if applicable). Consider the financial impact of continued entitlements such as
medical/dental coverage, life insurance, Exchange, Commissary, recreational and athletic facilities.
Contact the installation/ local recruiter to schedule an informational counseling session and identify
potential units/positions.


 Register for your VA Benefits and assess their impact on future financial obligations:
https://www.va.gov/


C. Getting Financially Ready


 Identify anticipated financial obligations such as dependent college savings plan, retirement savings
plan, utility security deposits, and additional commuting/transportation expenses (e.g., additional car
payment, fuel, maintenance, insurance).


registration, insurance, maintenance, fuel, etc. If you are disabled, determine if you are eligible for 
assistance in purchasing a vehicle and/or automotive adaptive equipment by visiting: 
https://www.va.gov/disability/eligibility/special-claims/automobile-allowance-adaptive-equipment/ 



https://www.va.gov/disability/eligibility/special-claims/automobile-allowance-adaptive-equipment/
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 Date you reviewed your free credit report (http://www.annualcreditreport.com/):


Section II. Evaluate Military and Civilian Experience and Training 


A. Documenting Job Related Training


 Gather documentation of your civilian and military experience/training (e.g., certifications, diplomas,
transcripts, licenses, etc.) and list them below. This may require research on your behalf to contact
former technical training and academic institutions to identify their specific procedures and any
applicable fees for providing this service.


 • 


 • 
�


 • 


 Identify and document transferable credits earned through your military experience and training and
verify your eligibility for licensure, certification and apprenticeship programs:


Department of Labor Workforce 
Credentials Information Resource 
Center 


https://www.careeronestop.org/FindTraining/Types/certifications.aspx 


Defense Activity for Non- 
Traditional Education Support 
(DANTES) 


http://www.dantes.doded.mil/EducationPrograms/index.html#GetCredit 


Community College of Air Force 
(CCAF) 


https://www.airuniversity.af.edu/Barnes/CCAF/ 


U.S. Air Force Credentialing 
Opportunities On-Line (COOL) 


https://afvec.us.af.mil/afvec/Public/COOL/ 


U.S. Army Credentialing 
Opportunities On-Line (COOL) 


https://www.cool.osd.mil/army/index.htm 


Army, Coast Guard, Marines, or 
Navy - Joint Services Transcripts 
(JST) 


https://jst.doded.mil 


Navy Credentialing Opportunities 
On-Line (COOL) 


https://www.cool.navy.mil/usn/usn 


B. Identify career field(s) you are qualified to enter.


 Conduct personal research to explore and evaluate potential career field options.


Note: Any Guard or Reserve member facing employment difficulty prior to or after an active duty tour can 
contact Employer Support of the Guard and Reserve (ESGR.mil) to learn their legal rights. ESGR will 
work to resolve conflicts or misunderstandings between the member and their employer. 



http://www.annualcreditreport.com/

https://www.careeronestop.org/FindTraining/Types/certifications.aspx

http://www.dantes.doded.mil/EducationPrograms/index.html#GetCredit

https://www.airuniversity.af.edu/Barnes/CCAF/

https://www.cool.osd.mil/army/index.htm

https://jst.doded.mil/

https://www.cool.navy.mil/usn
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Tier Designation (assigned by TAP Counselor): 


State Job Boards https://www.careeronestop.org/jobsearch/findjobs/state-job- 
banks.aspx?frd=true 


Department of Labor https://www.dol.gov/veterans/findajob 


Federal Employment 
Opportunities 


http://www.usajobs.gov/ 


Veterans Preference in Federal 
Employment 


https://www.opm.gov/policy-data-oversight/veterans-services/vet- 
guide-for-hr-professionals/#2, https://www.fedshirevets.gov/ 


Hiring Preference in 
Non-Appropriated Funds (NAF) 


http://www.nafjobs.org/preferences.aspx 


State Employment Agencies https://www.careeronestop.org/JobSearch/FindJobs/employme 
nt-agencies.aspx 


Section III. Determine Post-transition Career Path 


A. Designate the career field you wish to pursue based on your personal, family and financial
obligations and desires.


Desired Career Field:     


Desired Relocation Destination:  


B. Designate your transition career path.


 Select the transition career path you wish to pursue. Use the statements below each path to help you
determine the appropriate transition career path.


 Employment
- I am qualified to seek immediate employment in my desired career field or I plan to explore future


employment opportunities.


 Education
- I require additional education in my desired career field.


 Career and Credential Exploration
- I require additional technical training in my desired career field or I require more exploration on a career


path.


 Entrepreneurship
- I desire to start my own business.



https://www.careeronestop.org/jobsearch/findjobs/state-job-banks.aspx?frd=true

https://www.careeronestop.org/jobsearch/findjobs/state-job-banks.aspx?frd=true

https://www.dol.gov/veterans/findajob

http://www.usajobs.gov/

https://www.opm.gov/policy-data-oversight/veterans-services/vet-guide-for-hr-professionals/#2

https://www.opm.gov/policy-data-oversight/veterans-services/vet-guide-for-hr-professionals/#2

https://www.fedshirevets.gov/

http://www.nafjobs.org/preferences.aspx

https://www.careeronestop.org/JobSearch/FindJobs/employment-agencies.aspx

https://www.careeronestop.org/JobSearch/FindJobs/employment-agencies.aspx
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TAP 12 Month Post Budget Worksheet.xlsx
561642_spending_plan-streamed 1

				Name:                                                                                     12-Month Post-Separation Budget                                            Date:

				INCOME (Monthly)				Current $		Projected $				HOUSING RELATED (..cont'd)		Due Date		Current Cost		Projected Cost

				Base Pay										Sewer

				BAS										Garbage

				BAH										Telephone Land Line

				OHA										Telephone Long Distance

				COLA										Cell Phone

				Special Pay										Cable/Satellite Television

				Hazardous Duty Pay										Internet Fees

				Flight Duty Pay										House Repair/Yard Maintenance

				Foreign Language Proficiency Pay										Storage

				Jump Pay

				Family Separation Allowance										Sub total previous column

				Spouse Earnings (Net)										Total

				Other Job Take Home Pay										FOOD (Monthly)				Current Cost		Projected Cost

				Military Retirement Pay										Groceries

				Rental Home Income										Lunches (Self)

				VA Benefits										Lunches (Spouse)

				Child Support/Alimony										Lunches (Children)

						Total								Meals Out

				OTHER INCOME (Monthly)				Current $		Projected $				Entertainment (Bar-B-Que, Parties, etc.)

				Clothing Allowance										Quick Stops (Coffee, Soda & Snacks)

				Social Security Benefits

				Survivor Benefit Plan												Total

				Interest/Dividends										CLOTHING (Monthly)				Current Cost		Projected Cost

						Total								Self

				DEDUCTIONS (Monthly)				Current $		Projected $				Spouse

				Federal Income Tax Withheld (FITW)										Children

				FICA-Soc Security										Laundry

				FICA-Medicare										Dry Cleaning

				Servicemembers Group Life Insurance (SGLI)										Alterations

				Family Member (SGLI)

				State Income Tax												Total

				AFRH (Air Force Retire Home)										TRANSPORTATION RELATED (Monthly)		Due Date		Current Cost		Projected Cost

				Montgomery GI Bill										Fuel and Oil

				Air Force Assistance Fund (AFAF)										Auto Insurance

				Combined Federal Campaign (CFC)										Auto Repairs

				Meal Deduction										Car Wash

				Debt Deduction										Bus/Subway/Car Pool

				Dependent Dental										Tolls/Parking

				Thrift Savings Plan

				Child Support/Alimony										Total

														PERSONAL (Monthly)		Due Date		Current Cost		Projected Cost

														Additional Life Insurance

						Total								Child Toys, Allowance

				SAVINGS / INVESTMENTS (Monthly)				Current Cost		Projected Cost				Beauty Care

				Emergency Funds										Haircuts

				Savings Other (House, Vacation, etc)										Hobbies

				Education Fund										Pets

				Investments										Newspapers/Magazines

				Non-Service Retirement Plan										CDs/Music (Including On-Line Sources)

														Videos/DVDs (Including On-Line Sources)

														Church Tithes/Charity

														Alcoholic Beverages

						Total								Tobacco Products

				HOUSING RELATED (Monthly) 		Due Date		Current Cost		Projected Cost				Gifts (Birthdays, Graduation, etc.)

				Rent Payment										Education (Books, Tuition, Fees, etc.)

				Mortgage Payment										Spending Money

				Second Mortgage Payment										Entertainment (Movies, Bowling, etc.)

				Home/Renters Insurance										Checking/ATM Fees

				Electricity

				Gas

				Water										Total



				Name:                                                                   12-Month Post-Separation Budget                                                              Date:

				CHILD CARE (Monthly)		Due Date		Current Cost		Projected Cost				ONE-TIME / ANNUAL (Annually)				Current Cost		Projected Cost

				Day Care										Holiday Gifts

				Babysitter										Vacation

				School Supplies										License/Tax/Inspection (Auto, Boats, etc.)

				Sports Events/Activities										Dues (Professional Org/Club)







				Total

				HEALTH (Monthly)		Due Date		Current Cost		Projected Cost						Total

				Medical Expense										ASSET VALUE(S) (Total Values)				Current 		Projected 

				Medical Insurance										Savings/Checking/Cash

				Dental Expense										Bonds

				Dental Insurance (other)										Securities

				Prescriptions/Equipment										Vehicles

				Vitamins/Supplements/Herbal										Real Estate

				Glasses/Contacts										Personal Property

														Lump Sum Expected

				Total										Thrift Savings Plan (TSP)







																Total

				CONSUMER DEBT

				Debt Name (Sears, VISA, etc.€¦)		Debt Type (Car, Credit Card, etc.):						Interest Rate   Balance Remaining				Due Date                    Min Pmt

				1.		Type:						APR:                     Bal:

				2.		Type:						APR:                     Bal:

				3.		Type:						APR:                     Bal:

				4.		Type:						APR:                     Bal:

				5.		Type:						APR:                     Bal:

				OVERDUE PAYMENTS

				Account Name		Amount Overdue								Number of months delinquent. Circumstances concerning debt.

















				My Financial Goals

				1











				2







																																																																						-



				3
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DEPARTMENT OF DEFENSE  


TRANSITION ASSISTANCE PROGRAM  
Career Readiness Standards Overview 


  


CRS OVERVIEW 


Career Readiness Standards (CRS) are a set of career 
preparation activities service members must complete 
to depart from active-duty and be considered “career 
ready.” 


The standards provide service members with a clear, 
comprehensive set of activities to ensure they have 
the training and skills needed to transition successfully 
into civilian life. 


Completion of CRS activities is mandatory for all 
service members retiring, separating or being released 
after 180 days or more of active-duty. Commanders or 
their designees verify CRS completion during a 
mandatory event called Capstone. 


CAPSTONE CRS  
VERIFICATION 


• No later than 90 days before 
transition, service members 
participate in Capstone to 
verify they meet CRS and 
ensure they have a viable 
Individual Transition Plan 
(ITP). 
 


• If a service member does not 
meet CRS or present a viable 
ITP, they will be provided 
further assistance through a 
“warm handover” to a 
relevant partnering agency. 







 


CAREER READINESS STANDARDS 


� Complete a personal self-assessment/Individual 
Transition Plan 
 


� Create an account on VA.gov 
 


� Complete a Continuum of Military Service 
Opportunity Counseling (Active-component 
only) 
 


� Prepare a criterion-based, post-separation 
financial plan 
 


� Complete a MOC Gap Analysis or provide 
verification of employment 
 


� CRS For DoD Education and DOL Vocational 
Tracks: Complete a comparison of higher 
education or technical training institution 
options 
 


� CRS for DOL Employment Track: Complete a 
completed resume or provide verification of 
employment 
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LAFB Capstone Checklist All Tiers Nov 24.xlsx
Sheet1

		LUKE AFB                                                   CAPSTONE CHECKLIST								CIRCLE                             ONE		TIER 1				TIER 2				TIER 3

		SECTION I - SERVICE MEMBER INFORMATION (COMPLETE ITEMS 1 THRU 11 ONLY)

		1. NAME (Last, First,Middle Initial) 								2. DoD ID NUMBER						3. GRADE 		4. UNIT



		5. SEPARATION DATE (DD MMM YYYY)								6. COMMANDERS RANK / NAME / FULL EMAIL



		7. FIRST SERGEANT(S) RANK / NAME / FULL EMAIL



		8. (Circle one)				GENERAL				9. PROJECTED TERMINAL LEAVE / SKILLBRIDGE / DATE (DD MMM YYYY)

		HONORABLE				OTHER THAN

		POST-TRANSITION GOAL(S)												10. CAPSTONE DATE (DD MMM YYYY)



		11.  IF RELOCATING OUT OF STATE, PLEASE PROVIDE INFORMATION BELOW:

		City:								State:								Zip:

		SECTION II - DELIVERABLES

		REQUIRED FOR ALL TIERS																VERIFIED		See Note

		11.		Established DS LOGIN / LOGIN.GOV - Milconnect or va.gov

		12.		Completed ITP

		12a.		Evaluated POST-MILITARY TRANSPORTATION in ITP

		12b.		Evaluated POST-MILITARY HOUSING in ITP

		REQUIRED FOR TIER 2 & 3																VERIFIED		See Note

		13.		Military Service Opportunity (Recruiter)  [Honorable discharge separatee only]

		14.		Prepared the POST SEPARATION FINANCIAL PLAN

		15.		Completed GAP ANALYSIS   or   VERIFICATION OF EMPLOYMENT

		16.		Completed RESUME / JOB OFFER LETTER / FULL-TIME SCHOOL SCHEDULE

		ONE OF THE FOLLOWING REQUIRED FOR TIER 3																VERIFIED		See Note

		17.		Attended DOL EMPLOYMENT 2-Day TRACK										Date:

		18.		Attended C2E TECHNICAL TRAINING  2-Day TRACK										Date:

		19.		Attended EDUCATION 2-Day TRACK										Date:

		20.		Attended BOOTS TO BUSINESS 2 Day Track										Date:

		 SECTION IV - TAP Completion Tracking										DATE								DATE

		Online TAP Modules (If Required)						N/A								DOL 1-Day

								My Transition								MOC Crosswalk

								VA Benefits								Financial Planning

		Warm Hand-Overs Completed:						VA  		DoL		Housing		Transportation				N/A

		Date eForm Sent/Re-sent 

		Commander

		Designee

		eForm Complete Date:										vMPF Cleared or No vMPF Date:

		PRIVACY ACT STATEMENT

		AUTHORITY: 10 U.S.C. 1142, Pre-separation Counseling; DoD Directive 1332.35, Transition Assistance for Military Personnel; DoD Instruction 1332.36, Preseparation Counseling for Military Personnel; and E.O. 9397, as amended (SSN). PRINCIPAL PURPOSE(S): To document achievementof Career Readiness Standards commensurate with the Service member's desired employment, education, technical training, and/or entrepreneurial objectives. ROUTINE USE(S): The DoD "Blanket Routine Uses" found at http://dpclo.defense.gov/privacy/SORNs/blanket_routine_uses.html apply. DISCLOSURE:  Voluntary; however, if the requested information is not provided, it may not be possible for a Commander or designee to verify that a Service member has met the Career Readiness Standards.



		TAP COUNSELOR INITIALS:										CRS		TAP		eForm updated by TAP Counselor (Inits):



		ADDITIONAL NOTES:
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TAP Team 623- 856-6550 


VA Benefits Advisors 623- 856-6316 


M&FRC Financial Counselors 


 623- 856-6550 


Survivor Benefit Plan 623-856-6550 


Military & Family Life Counselor (MFLC) 


 623-759-0094 


Legal Office 623-856-6901 


Education Office  623-856-7722 


SHPE        usaf.luke.56-mdg.mbx.shpe@mail.mil 


This workshop will build and go more in 
depth on the topics covered in DoL 


Employment Fundamentals 
 


0800-1600 Department of Labor 


Breaks TBD by facilitator 


Lunch TBD by facilitator 


1600 End 


Continuation from DoL Employment 
Workshop Day 1 


 


0800-1600 Department of Labor 


Breaks  TBD by facilitator 


Lunch  TBD by facilitator 


1600  End  


7282 N. 137th Ave 


Bldg 1113 


Luke AFB, AZ 85309 


Com: 623-856-6550 


DSN: 896-6550 


56 fss.fsh.luketap@us.af.mil 


Day 4 & 5 


DoL Employment  
Workshop — Day 1 


DoL Employment  
Workshop — Day 2 


Luke AFB Helpful 
Resources 


M&FRC Transition 
Assistance Program 


LUKE AFB 


TRANSITION 


ASSISTANCE 


WORKSHOP 


AGENDA 



mailto:usaf.luke.56-mdg.mbx.shpe@mail.mil

mailto:fff.fsh.luketap@us.af





0800-0830:  M&FRC Introduction/  
                                  Ice Breaker 


 0830-0900: Managing Your (My) 
                                  Transition 


 0900-0930: Transition Resiliency 
                                  w/ MFLC 


 0930-0940: Break 


 0940-1015: Military Occupational  
                                  Code Crosswalk 


 1015-1100: Community Briefers 


• BeConnected 


• Troops to Educators 


• Employer  
Presentation 


1100-1200: Lunch 


1200-1600:   Financial Planning for  
                                 Transition 


1600:  End  


0800-1600:     VA Benefits and 
                             Services   


• Employent 


• Education Benefits 


• Disability 


• Home Loan Program 


• Healthcare 


• Vet Center 


• Transition Care 


Breaks             TBD by facilitator 


Lunch              TBD by facilitator 


1600:                End  


0800-1600:  Department of Labor 


• Military/Civilian Culture 


• Resumes 


• Networking 


• Hiring Process 


• Interviewing 


• Evaluating/Negotiating 
Salary  


 


Breaks: TBD by facilitator 


Lunch: TBD by facilitator 


1600: End 


Download Participant Guide: 
• https://www.tapevents.mil/Assets/


ResourceContent/TAP/VA-Benefits-
Participant-Guide.pdf 


 
• https://benefits.va.gov/transition/VA-TAP-


Course-Catalog.asp 


Day 1 Day 2 Day 3 


DoD Day VA Day 
DoL Employment  


Fundamentals 



https://www.tapevents.mil/Assets/ResourceContent/TAP/VA-Benefits-Participant-Guide.pdf

https://www.tapevents.mil/Assets/ResourceContent/TAP/VA-Benefits-Participant-Guide.pdf

https://www.tapevents.mil/Assets/ResourceContent/TAP/VA-Benefits-Participant-Guide.pdf

https://benefits.va.gov/transition/VA-TAP-Course-Catalog.asp

https://benefits.va.gov/transition/VA-TAP-Course-Catalog.asp
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