
Military Buy Back Instructions 
 
 

1 
Revised by: MaryAnne Cobarrubia, HR Specialist, 501-987-1700 on 3-JUN-2024 

All forms for MBB is located on our CPO website 
https://www.littlerock.af.mil/Helping-Agencies/Civilian-Personnel/ under Forms 

& How To’s  Military Buy Back Forms 
 

STEP ONE 

Obtain a copy of your DD214 (member 2 or 4) 

Note: To obtain a copy of your DD214 or a Request Pertaining to Military Records, 
fill out Standard Form 180 (SF-180), (PDF 394 KB- 11/17/20210) submit requests to: 

National Personnel Records Center 

                              Military Personnel Records 

                                                           1 Archives Drive 

                St. Louis, Missouri 63138 

Complete RI 20-97 

Note: To obtain the RI 20-97 go to https://www.opm.gov/forms/pdf_fill/RI20-
97.pdf CPO website https://www.littlerock.af.mil/Helping-Agencies/Civilian-
Personnel/ under Forms & How To’s  

Please only fill out the sections highlighted as shown on the example form below. 
Please print and return to HR to complete the form.  

 

https://www.littlerock.af.mil/Helping-Agencies/Civilian-Personnel/
https://www.opm.gov/forms/pdf_fill/RI20-97.pdf
https://www.opm.gov/forms/pdf_fill/RI20-97.pdf
https://www.littlerock.af.mil/Helping-Agencies/Civilian-Personnel/
https://www.littlerock.af.mil/Helping-Agencies/Civilian-Personnel/
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Fax Coversheet  

Note: Located in https://www.dfas.mil/CivilianEmployees/customerservice/. 
Select appropriate branch of service and open additional link to fill out the Fax 
Coversheet. Fax Coversheet: https://corpweb1.dfas.mil/civpaywf/coversheet  

From Civilian Payroll - Coversheet Builder, click OK. Fill out sections with *. 

Sender’s fax #: __________________             # Pages w/o Coversheet: ________  

Team/Database/Payblock: _Estimated Earnings- your branch of service__ 

Click Work Type select appropriate branch (scroll down until you see image 
below)  OK: 

 

Subject: Verification Section (Estimated Earnings) 

Remarks: Attached DD214 and RI 20-97 for (employee name) 

Click Build  Print Fax Coversheet 

Then Fax the Coversheet, RI 20-97, & DD214 to appropriate fax #: 

Air Force, Army, Marine Corps, Navy fax #:  866-401-5849 

                      Coast Guard fax #: 785-339-3780 

                      Public Health Service fax #: 240-276-8817 

Keep (file) faxed copies. If faxed properly, you should receive an email from them 
saying they received your fax. Estimated Earnings Statements will arrive in the 
mail about 30 days after fax is sent.  

 

Mailing Option 

Send RI 20-97 and DD214 to appropriate address located on the back of RI 20-97. 

https://www.dfas.mil/CivilianEmployees/customerservice/
https://corpweb1.dfas.mil/civpaywf/coversheet
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STEP TWO 

Obtain Estimated Earning statement and DD214, then fill out SF 3108 or SF 2803. 
(In most cases SF 3108 will be the form needed).  

• If you are a Federal Employees Retirement System (FERS) employee, fill 
out the Application to Make Service Credit Payment, SF 3108. 

• If you are a Civil Service Retirement System (CSRS) employee, fill out the 
Application to Make Deposit or Redeposit, SF 2803. 

Reference: 

https://www.dfas.mil/civilianemployees/militaryservice/militaryservicedeposits/  

 

A. Fill out highlighted sections of SF 3108 (pages 1, 2, and 5). HR will need to sign 
Part B on page 2 and Agency Official Signature on page 5. 

 

https://www.dfas.mil/civilianemployees/militaryservice/militaryservicedeposits/
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B. Once appropriate sections are filled, please save, and attach to myFSS ticket. 

 

C. Go to https://myfss.us.af.mil/ and search for “Creditable Military Service and 
Post-56 Military Service Deposits.” Read the article carefully then click on 
“Create a Request,” when ready. 

 

D. Once you click “Create a Request,” click on the small box to agree, and use the 
arrow to find “Civilian Retirement.” Then click NEXT (like the image below). 

 

 
 

E. Benefit Type: select Civilian/Military Deposit, then NEXT. 

 
 

 

 

 

 

 

https://myfss.us.af.mil/
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F. Benefit SubType: select Military Deposit Request (Regular), then NEXT. 

 
 

G. Example of what to write in comments: 

Good morning/afternoon, 

I am interested in buying back my military time. Attached is my Estimated Earnings During 
Military Service, DD 214, and SF 3108. Please let me know if more is needed. 

Thank you, 

(your name) 

 

NOTE: You can also ask them questions in this area. 

H. Upload Files: DD214, Estimated Earnings, and SF 3108. Then click NEXT. 
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STEP THREE 

Once your package is submitted to myFSS, expect to wait about 2 months for 
DFAS to mail you your military service deposit calculation. 

Note: You could check your messages in myFSS sporadically to see if they 
responded with any updates or if you need to send them more documents. 

A. Your letter from DFAS will look like the image below: 
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 B. You can check your myPay to see if the amount owed is on your LES. As shown 
in the image below. 
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STEP FOUR 

To pay your military service deposit you can do so online at www.pay.gov, by 
payroll deduction or by check. Or complete the Military Service Payment 
Election Form (CPO or Ms. Weaver will have a blank form).  

 

If you decide to fill out the Military Service Payment Election Form, complete 
and email the form to lisa.weaver.3@us.af.mil  

 

Note: Additional instruction on how to process payments is available through 
the DFAS Military Service Deposit (MSD) Payment eTutorial on YouTube: 
https://www.youtube.com/watch?v=oX4jMkOoZ9M  

 

If you decide to use www.pay.gov, please follow instructions below. 

 

A. Search “Military Deposit” in www.pay.gov and under DFAS Military Service 
Deposit Payment, click Continue. 

http://www.pay.gov/
mailto:lisa.weaver.3@us.af.mil
https://youtu.be/oX4jMkOoZ9M
https://www.youtube.com/watch?v=oX4jMkOoZ9M
http://www.pay.gov/
http://www.pay.gov/
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 Click Continue to the Form. 
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B. Complete form and submit. 

 
 

C. You should be able to view the amount paid on your LES. 
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STEP FOUR 

A. Once you’ve paid off your Military Buy Back, you will receive a letter from 
DFAS (sample letter below). 

 

 

E. Submit the Paid in Full Letter from DFAS through myFSS. Search: “Creditable 
Military Service and Post-56 Military Service Deposits.” Read the article 
carefully then click on “Create a Request,” when ready. 

 



Military Buy Back Instructions 
 
 

13 
Revised by: MaryAnne Cobarrubia, HR Specialist, 501-987-1700 on 3-JUN-2024 

F. Once you click “Create a Request,” click on the small box to agree, and use the 
arrow to find “Civilian Retirement.” Then click NEXT (like the image below). 

 
 

G. Benefit Type: select Civilian/Military Deposit, then NEXT. 

 
 

H. Benefits SubType: select Proof of Full Payment of Military Deposit, then 
NEXT.  

 
 

I. Provide comment/questions for your request, click NEXT, and attach Paid in 
Full Letter. Then click NEXT. 

 



Military Buy Back Instructions 
 
 

14 
Revised by: MaryAnne Cobarrubia, HR Specialist, 501-987-1700 on 3-JUN-2024 

J. Check your messages in myFSS sporadically to see if they responded with any 
updates or if you need to send them more documents.  

 

 

G. Email a copy of your paid in full letter to Lisa Weaver and CPO. SAVE your 
copy of the paid in full letter in your records. 

 

 

Congratulations on Buying Back your Military time!  


