
Order Your DD214
Ordering Military Documents Made Easy

Hip-Pocket Training for Veteran Jobseekers
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Step 1: Navigate to www.archives.gov and locate the “Veterans 
Service Records” box then click to launch.

http://www.archives.gov/
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Step 2: Locate the “Request Military Service Records” box then 
select “Request Service Records Online, by Mail or by Fax”.
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Step 3: Locate the “Start Request Online” box, then click to 
launch.
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Step 4: Click the “Make a new request” button to start the 
request.
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Step 5: Enter Basic Information then click “Continue”.
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Step 6: Enter Veteran Service Details then click “Continue”.
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Step 7: Begin entering Veteran Information then scroll 
down.
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Step 8: Continue entering Veteran Information then scroll 
down.

123456789

In many cases, the
Veteran will not have 

a service number.
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Step 9: Complete entering Veteran information the click 
“Continue”.
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Step 10: Enter Documents Requested information then click 
“Continue”.

Please include all 
administrative and medical 
documents that may exist in 
personnel file. 

Order everything 
in the Veterans’ 
file with these 

words.
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Step 11: Begin entering Requester Information then scroll 
down.
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Step 12: Continue to enter Mailing Address then scroll 
down.
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Step 13: Input contact information then click “Continue”.
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Step 14: Review all information thoroughly to ensure 
accuracy then scroll down.
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Step 15: Sign the request with an electronic signature and 
then click “Submit Request”.
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Step 16: Congratulations! You have just ordered all of your 
vital Military documents and records!



Questions? Please contact…

Paul M. Messett 
Veterans Employment Representative
541-388-6455
paul.m.messett@employ.oregon.gov 

Subtitle

For more information 
regarding:

Cover Letters
Resumes
Apprenticeships
Online resources
Interviews
And more…

please visit the 541VETS 
playlist on youtube.com.

Our support for Veterans 
does not begin or end at 
the front door.

Stevens Amendment acknowledgement
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https://www.youtube.com/playlist?list=PLGapH16HpIgbY-8NBBGjxet9AHVEtglhq
https://www.youtube.com/playlist?list=PLGapH16HpIgbY-8NBBGjxet9AHVEtglhq
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