
Guidance to request Integrated Disability Evaluation System (IDES) orders for Reserve 
Component and Army National Guard Soldiers to travel to scheduled Medical 

appointments 

1. In order to facilitate the timely processing of IDES orders by Medical Command (MEDCOM) Soldier

Transition Branch (STB), units will request IDES orders for Soldiers who are scheduled to report to a

Veteran Administration Medical Clinic (VAMC) or MEDCOM Military Treatment Facility (MTF) for related

appointment(s) pertaining to their medical evaluation board using the following guidance.

2. Required documents:

a) Email coversheet with approved LOA from PEBLO (See sample email)

b) Commander’s memorandum – see sample attached; signature authority memorandum is

required when Commander is not available to sign. One memorandum is required for multiple scheduled 
appointments. No travel days will be included in the Commander’s memorandum unless distance 
exceeds 400 miles (see attached Defense Travel Management frequently asked questions printout). 

c) DA Form 4187 – See sample attached; must include Commander’s signature block, signature,
and date. A separate memorandum is required for Soldier members who are unavailable for signature 
(see attached sample). 

d) Copy of the scheduled appointment or email notification from the Physical Evaluation
Board Liaison. 

3. A memorandum of lateness from the Commander or Commander’s representative is required for any
requests submitted to MEDCOM after the scheduled appointment dates.

4. When submitting a request for multiple appointment dates and there is more than a 7-day gap between
appointments, multiple LOA’s are required to support complete request; you must verify with Soldier’s
PEBLO that appropriate LOA’s have been validated by MEDCOM to support your request.  EX:

(DATE OF SCHEDULED APPT(S): 18 & 27 SEP 2017, 3 OCT 2017- 2 LOA’s are required 1 to support 18 
Sep and 1 to support 27 & 3 Oct) 

NOTE:  LOA request should be submitted by the PEBLO before the appointment date and no later 
than 12 days after the appointment.  If not submitted within the time frame the LOA will not be 
approved.  

5. Units will submit completed request via email to MEDCOM Soldier Transition Branch at
usarmy.jbsa.medcom.mbx.medcom-12301h@mail.mil.   No email requests for IDES orders will be sent to

individual email accounts. 

6. Effective immediately, units will annotate in email subject line the below formats:

Email Subject Line for one appointment  
IDES (14APR2014)-SFC CASHRICE 6745 
IDES (14MAY2014)-MAJ PERRY 4255 

Email Subject Line for multiple appointments 
IDES (22 & 25APR2014)-SPC HUANG 2344 
IDES (30APR, 1MAY, 

SAMPLE OF APPROVED LOA FROM PEBLO's EMAIL

ALCON
A Line of Accounting (LOA) has been assigned to the below Soldier. Please provide unit with LOA to 
submit with IDES orders packet. If the unit does not submit LOA with IDES packet this could delay 
the processing of the order.  If you have any questions please give me a call.
LOA:  5059375172

NAME: SMITH, TEST RANK: SSG
SSN: 4866
APPOINTMENT DATES: 7 MARCH AND 8 MARCH 2018 PMEB # 11276 PEBLO NAME: Paul A. Smith PEBLO  
LOCATION:   FORT GORDON, GA

mailto:usarmy.jbsa.medcom.mbx.medcom-12301h@mail.mil


SAMPLE EMAIL FOR 1 APPOINTMENT 

USARMY JB San Antonio MEDCOM Mailbox MEDCOM 12301H 
IDES (27MAY2014)-SGT CASTRO 1456 (UNCLASSIFIED 



SAMPLE EMAIL FOR MULTIPLE APPOINTMENT 

USARMY JB San Antonio MEDCOM Mailbox MEDCOM 12301H 
IDES (27MAY2014)-SGT CASTRO 1456 (UNCLASSIFIED 



SAMPLE COMMANDER’S MEMORANDRUM 
(UNIT LETTERHEAD) 

Office Symbol Date 

MEMORANDUM FOR MEDCOM, Soldier Transition Branch, 4270 Gorgas Circle, Bldg 1070, 6th Floor JBSA 
Fort Sam Houston, TX  78234 

SUBJECT: Request for IDES Orders 

1. Individual below is scheduled for the following medical appointment(s):

a. Name: SGT John Doe
b. SSN: 111-11-1111
c. Scheduled Appointment(s) / Location(s):

1 April 2014, Ft. Knox, KY   
5 April 2014, Louisville, KY 
8 April 2014, Ft. Knox, KY  

d. Mode of Transportation: POV OR Commercial Air (not both)
e. M&IE and Lodging: IAW Joint Federal Travel Regulation (JFTR)
f. Unit POC: SFC John Q. Sample, Readiness NCO, (404) 222-2222
g. PEBLO Name and Post Location: SGT Erick Cruz, Ft. Carson, CO

2. Point of contact for this request is the undersigned at (404) 111-1111 or email
john.q.sample.mil@mail.mil.

John Q. Sample 
CPT, LG 
Commanding 



SAMPLE DA 4187

MEDCOM, Soldier Transition Branch   
4270 Gorgas Circle, Bldg. 1070       
Fort Sam Houston, TX  78234 



SAMPLE MEMORANDUM WHEN SM IS UNAVAILALBE FOR SIGNATURE ON 4187 

SAMPLE COMMANDER’S MEMORANDRUM 
(UNIT LETTERHEAD) 

Office Symbol Date 

MEMORANDUM FOR MEDCOM, Soldier Transition Branch, 4270 Gorgas Circle, Bldg 1070, 6th Floor JBSA 
Fort Sam Houston, TX  78234 

SUBJECT: No Soldier Signature on DA Form 4187 

1. SFC Jones, John J. did not sign the DA Form 4187 due to a work conflict.  The SM has been made
aware of his/her obligation to attend all scheduled appointments.

2. Point of Contact for this memorandum is SFC Jackson, Janet B., at (123) 456-7890 or
janet.b.jackson.mil@mail.mil

JAROD J. JEFFERSON 
CPT, IN, KAYARNG 
Commanding 

mailto:janet.b.jackson.mil@mail.mil


SAMPLE COPY OF SCHEDULED APPT OR EMAIL NOTIFICATION 



SAMPLE MEMORANDUM OF LATENESS 

 (UNIT LETTERHEAD) 

Office Symbol Date 

MEMORANDUM FOR MEDCOM, Soldier Transition Branch, 4270 Gorgas Circle, Bldg 1070, 6th Floor JBSA 
Fort Sam Houston, TX  78234 

SUBJECT: Lateness of Requests 

1. The reason of this late request is because The Operation SGT was not aware of the process and
request RFO’s thru the unit.

2. Point of Contact for this memorandum is SFC Jackson, Janet B., at (123) 456-7890 or
janet.b.jackson.mil@mail.mil

JAROD J. JEFFERSON 
CPT, IN, KAYARNG 
Commanding 

mailto:janet.b.jackson.mil@mail.mil


MEDCOM POC’s 

Branch Chief - Mr. Eric Hooks - (210) 466-5963 - eric.d.hooks2.civ@mail.mil 

Mr. Keith Logan – (210) 466-5965 – keith.l.logan.civ@mail.mil

Ms. Hebron - (210) 466-5964 - barbara.e.hebron.civ@mail.mil 

All requests for orders must be submitted to the TEAM group mailbox for immediate processing: 

usarmy.jbsa.medcom.mbx.medcom-12301h@mail.mil

mailto:keith.l.logan.civ@mail.mil



