CHAPTER SEVENPRIVATE 

LEAVE

I.  GENERAL  

A.  DA Form 31 is the substantiating document for leave.

B.  Leave accrues at the rate of two and a half days per calendar month or 30 days per year.  Leave accrues for prorated portions of a month at the rate of one half day every six calendar days.  Finance maintains the ETS leave balance on the Soldier's Master Military Pay Account (MMPA) and is reflected on the Soldier's LES through his or her ETS date.  Soldiers may be advanced up to 30 days leave or the number of days leave they will earn through their ETS date, whichever is less. 

C.  Soldiers may not carry over more than 75 days leave beyond the end of the fiscal year (30 September).  On 1 October, all leave accounts are automatically screened and leave balances in excess of 75 days are administratively reduced.  There are limited provisions (see AR 600-8-10, chapter 3 Special Leave Accrual) for carrying over leave in excess of 75 days (Figure 7-1).  It is imperative that commanders monitor their Soldiers’ leave balances and ensure positive support of the leave program.

D.  Enlisted Soldiers on authorized leave are entitled to leave rations for each day of chargeable leave.  Leave rations are payable at the same daily rate as separate rations.  The input of the leave to the MMPA automatically generates payment of leave rations.

E.  Convalescent leaves are non-chargeable periods and will not be reflected against the Soldier's leave balance.

II. ORDINARY, PCS, TDY, EMERGENCY, TERMINAL LEAVE AND PDMRA 
A.  ORDINARY LEAVE:


1.  The DA Form 31 will be prepared in four copies.  All pertinent data regarding the leave will be entered in the control log using the next sequential control number.


2.  If the leave is canceled, the original and organizational copies of the DA form 31 will be annotated “VOID” and signed by the leave approving authority or designated representative.  The unit will retain the original and organizational copies.  The individual copy will be destroyed.


**NOTE:  If a canceled leave was erroneously forwarded to Finance and the leave subsequently charged, a Reconciliation Memorandum must be prepared IAW AR 600-8-10, paragraph 11-13 (d), (e). ** (Figure 7-2)  

3. Upon departure of the Soldier, block 14 of the DA Form 31 will be completed and placed in the unit suspense file pending the Soldier's return (Figure 7-3). 

4. Upon return of the Soldier, blocks 16 through 17 of the DA Form 31 will be completed and the leave control log annotated.  The original will be submitted to the finance office via UTL within three duty days of the Soldier's return.  The unit retains the organizational copy for six months (Figure 7-3).

B.  EMERGENCY LEAVE:


When deemed appropriate that a Soldier be granted emergency leave under the provisions of AR 600-8-10, the DA Form 31 will be processed as outlined in paragraph A above.  Emergency leave is processed in the same manner as ordinary leave.

C.  PCS AND TERMINAL LEAVE:


Permanent Change of Station (PCS) and terminal leave will be processed by assigning a control number and annotating PCS or TRANS above the control number block of the DA Form 31.  The suspense copy will be hand carried by the departing Soldier to finance during out-processing. 

D.  LEAVE IN CONJUNCTION WITH TDY:


Temporary Duty (TDY) leaves are assigned control numbers.  The unit will maintain all copies of TDY leaves until the Soldier's return.  The DA Form 31 should encompass the entire period of the absence.  The PAC will affix the completed original DA Form 31 and a copy of the completed travel settlement and turn-in to the servicing finance office on a UTL.
E.   SPECIAL LEAVE ACCRUAL


The intent of special leave accrual (SLA) is to provide relief to Soldiers who are not allowed leave when undergoing lengthy deployment or during periods of hostility.   There are three categories in which a member can qualify for SLA.


1.  SLA is authorized to Soldiers who served in an area in which he or she was entitled to hostile fire or imminent danger pay for at least 120 continuous days.   Soldier in this category can carry up to 120 days into the next fiscal year


2.  SLA is authorized to Soldiers who served in direct support of a contingency operation and was denied leave.  In this situation the member is only allowed to carry up to 90 days leave into the next fiscal year.  


3.  Finally Soldiers that deployed to meet a contingency operation for more than 60 days and were prevented from using leave through the end of the FY because of deployment.

     SLA is automatic for those Soldiers who served in a HFP/IDP,  but if SLA Leave is not automatically carried through into the next FY a request to Finance must be made after the FY has ended.  The SLA approval request must be signed by the first LTC in the chain of command for category 1, the MACOM approval authority for category 2, and the first COL in chain of command for category 3.  The memorandum must include information on why the Soldier was deployed, date command was notified of deployment, who directed deployment, name of the operation, arrival and departure date of deployment, and how many leave days the Soldier lost at the end of the FY.  (Fig 7-1)

F.   ARMY POST DEPLOYMENT/MOBILIZATION RESPITE ABSENCE 
This message announces implementation guidance for a new category of administrative absence called Post-Deployment/Mobilization Respite Absence (PDMRA). PDMRA is a DOD program intended to compensate Soldiers with days of administrative absence/non-chargeable leave when required to mobilize or deploy with a frequency beyond established DOD rotation policy thresholds. This program is effective immediately and applies to creditable deployments and mobilizations underway on, or commencing after, 19 Jan 07.

III. EXCESS LEAVE:

A.  GENERAL:


1.  A Soldier desiring to take leave, may, if approved by the commander, elect to utilize advanced leave (leave granted prior to its accrual).  Commanders may grant up to 30 days or the number of days that can be accrued prior to the Soldier's ETS, whichever is less.  Utilization of leave in excess of this amount will place the individual in an excess leave status.  Excess leave will not be used for terminal leave when a Soldier is transitioning out of the service.


*Note:  An extension of a Soldiers ETS date does not become effective until the day following the OLD ETS Date and does NOT afford a Soldier any further days for which they can take leave.  Utilization of leave in excess of the "OLD" ETS date, again, will result in an excess leave status. *  
2. The Soldier is not entitled to pay and allowances, nor does leave accrue during periods of excess leave.  The Soldier's ETS date will also be adjusted by the number of days of "excess" leave taken.

3. Advance leave becomes excess leave and requires collection of pay and allowances under the following conditions:

a. Advance leave balance exceeds that which will accrue in the new enlistment or term of service, including when an agreement to extend is canceled by the service.

b. Relief from active duty.

c. Appointment as a cadet or midshipman at a service academy.

d. Death.

IV. CONVALESCENT LEAVE:

A.  GENERAL:

Convalescent leave is a non-chargeable absence from duty granted to expedite a Soldier's return to full duty after illness, injury, or childbirth.

B.  APPROVING OFFICIALS:


1.  The unit commander is the approving authority for up to 30 days convalescent leave (42 days after normal pregnancy and childbirth).  If the Soldier has had any period of convalescent leave while in the hospital, the unit commander can only grant that portion which will not exceed a collective total of 30 days.

C.  PROCESSING PROCEDURES:


1.  The hospital commander will notify the unit commander of departure and return dates from convalescent leave. 

a. The unit will prepare a DA Form 31and forward by UTL to the Finance office for processing onto the Soldiers MMPA.  Although this is non-chargeable leave, it must still be processed onto the Soldier's account for duty status purposes and to initiate payment of separate rations.
b. V.  EXTENSION OF LEAVE


1.  All extensions of leave require the approval of the Soldier's commander.

      2.  When the requested extension is approved, an entry will be made in item 15 of DA form 31 and the appropriate entry will be made on the Leave Control Log.  Commanders of units under the PAC system must maintain an audit trail for extensions.

V. LEAVE CONTROL LOG


1.  The Leave Control Log (automated or manual DA Form 4179-R) will be maintained IAW AR 600-8-10, Chapters 11-12.  All leaves will be recorded in the control log. Leaves will be assigned a leave control number beginning with 01 on 1 October of each fiscal year.


2.  Leaves will not be entered into the control log or assigned a control number until the leave has been approved.  Upon approval, the next consecutive control number will be assigned and all information will be entered in pen or typed in the control log.  
3.  If after completion of the DA Form 31 and subsequent entry in the control log a Soldier cancels the leave, lining through the entry and annotating it “VOID” will void the control number.  The approving authority must authenticate voided leaves.  For disposition of the voided DA Form 31 see AR 600-8-10.

DEPARTMENT OF THE ARMYPRIVATE 

UNIT

FORT CARSON, COLORADO 80913
 REPLY TO



        

ATTENTION OF


XXXX-XX
8 January 2009
MEMORANDUM THRU Commander FORSCOM, ATTN:  AFAG-PSSB 

FOR Commander, PERSCOM, ATTN:  TAPC-PDO, Alexandria, VA, 22333-0474

SUBJECT:  Special Leave Accrual – (Rank) (First, Middle, Last name) (Social Security Number)

1.  Request special leave accrual be approved for (Rank) (Name).  The following information is provided for consideration:

a. Command was notified of deployment requirement (Date).

b. The requirement was directed by (example FORSCOM).

c. Unclassified name of the requirement is (example Operation Iraqi Freedom) 
d. Unclassified information concerning the nature of the requirement follows:



(1) A classified contingency developed due to the need to defend national security.



(2) Nature of this requirement includes a deployment to (Location) for the purpose of (  ).

e. The Soldier was notified on (date).

f. The Soldier deployed (date) and returned from the deployment (date).

g. My annual leave program aggressively supports the use of 30 days of leave a year.

h. Soldier was able to take leave on (dates) and other occasions during the fiscal year.

i. Soldier had taken (number) of days leave prior to notification of the deployment.  Soldier was scheduled to take an additional (number) of days leave beginning (date).

j. j.  The Soldier took (number) of days leave after notification of deployment, but was precluded from taking any more leave days before deployment because (    ).

k. The Soldier was precluded from taking any leave during deployment because. 

l. The Soldier lost (number) of days leave at the end of the fiscal year.

2.  Point of Contact is (name) at DSN (number).









 (Signature block of LTC and higher Cdr)

(FIGURE 7-1)
(Office Symbol)                                                                    (Date)

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Discrepancies in Unit Leave Control Report

1.  Reconciliation of the Unit Leave Control Report, dated ______________ indicates the following discrepancies:

Leave Control Number (4FB0001)

Name:  Joe, George I.

SSN:   123-45-6789

Leave Dates Charged (02 Jan 0* - 10 Jan 0*)

2.  Leave Control Number #4FB0001 was canceled, however, the original DA 31 was erroneously sent to Finance and input into the Soldiers military pay account.

3.  Attached is a copy of the voided DA 31.  Request necessary action is taken to reconcile the Soldier's leave account.

                                        

B.T. WASHINGTON

                                        

LTC, IN

                                        

Commanding

DISTRIBUTION:

1 - Indiv

1 - Unit Cdr

1 - 640a

1 - Finance

(FIGURE 7-2)

[image: image1.wmf]REQUEST AND AUTHORITY FOR LEAVE
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The proponent agency is ODCSPER.  

(See instructions on reverse.)

28.  DATE ISSUED

13.  SIGNATURE AND TITLE OF

APPROVING AUTHORITY

6.  LEAVE ADDRESS 

(Street, City, State, ZIP Code and

 Phone No.)

  

24

.

PART III - DEPENDENT TRAVEL AUTHORIZATION

EXTENSION

15.

EDITION OF 1 AUG 75 IS OBSOLETE

PART I

7.  TYPE OF LEAVE

ORDINARY

EMERGENCY

PERMISSIVE TDY

OTHER

NUMBER DAYS LEAVE

DATES

10.

9.

12.  SUPERVISOR RECOMMENDATION/SIGNATURE

APPROVAL

DISAPPROVAL

DA FORM 31, SEP 93

DEPARTURE

14.

RETURN

16.

PART IV - AUTHENTICATION FOR TRAVEL AUTHORIZATION

a.  DEPENDENTS

 (Last name, First, MI)

 

b.  RELATIONSHIP

c.  DATES OF BIRTH

 (Children)

 

d.  PASSPORT NUMBER 

DEPENDENT INFORMATION

25.

Chargeable leave is from                         to

PART II - EMERGENCY LEAVE TRANSPORTATION AND TRAVEL

18.  You are authorized to proceed on official travel in connection with emergency leave and upon completion of your leave and travel will

return to home station

 (or location)

 designated by military orders.  You are directed to report to the Aerial Port of Embarkation

 (APOE)

 for onward

movement to the authorized international airport designated in your travel documents.  All additional travel is chargeable to leave.  Do not depart the installation

without reservations or tickets for authorized space required transportation.  File a no-pay travel voucher with a copy of your travel documents or boarding pass within 5 working days after

your return.  Submit request for leave extension to your commander.  The American Red Cross can assist you in notifying your commander of your request for extension of leave.

(Space required) 

TRANSPORTATION AUTHORIZED FOR DEPENDENTS LISTED IN BLOCK NO. 25

(Space available or required cash reimbursable)

ONE WAY

ROUND TRIP

USAPPC V3.00

1. CONTROL NUMBER  

            4FB0001

2.  NAME 

(Last, First, Middle Initial) 

ION, SANDRA

3.  SSN 

123-45-6789

4.  RANK

1SG

5.  DATE

 

12 JAN 0*

1600 PENNSYLVANIA AVE

WASHINGTON, DC 02222

(222)345-7869

8.  ORGN, STATION, AND PHONE NO.

HHD 4TH FINANCE BATTALION

FT. ANYWHERE, USA

a.  ACCRUED

44.0

b.  REQUESTED

10

c.  ADVANCED

0

d.  EXCESS

0

a.  FROM

2 FEB 0*

b.  TO

11 FEB 0*

                    /S/

11.  SIGNATURE OF REQUESTOR

                        /S/

a.  DATE 

2 FEB 0*

b.  TIME 

1515

c.  NAME/TITLE/SIGNATURE OF DEPARTURE AUTHORITY

BECKHAM, CYNTHIA, SFC, SDNCO                    /S/

a.  NUMBER DAYS

b.  DATE APPROVED

c.  NAME/TITLE/SIGNATURE OF APPROVAL AUTHORITY

a.  DATE 

11 FEB 0*

b.  TIME 

2330

c.  NAME/TITLE/SIGNATURE OF RETURN AUTHORITY

GIVENS, CARMEN, MSG, SDNCO                                    /S/

17.  REMARKS

THE DAY OF DEPARTURE WILL NOT BE CHARGED AS A DAY OF LEAVE DUE TO THE SOLDIER WORKING MORE

THAN HALF THE NORMAL DUTY DAY.

                        (Approving Authority)                           /S/                      

20.  DEPARTED UNIT

21.  ARRIVED APOD

22.  ARRIVED APOE 

(return only)

 

 

19.  INSTRUCTIONS FOR SCHEDULING RETURN TRANSPORTATION:

For return military travel reservations in CONUS call the MAC Passenger Reservation Center

 (PR

C)

:  

Should you require other assistance call PAP:   

 

 

 

 

0*0203

0*0211

29.  TRAVEL ORDER NUMBER 

30.  ORDER AUTHORIZING OFFICIAL

 (Title and signature)

 OR AUTHENTICATION

26.  DESIGNATION AND LOCATION OF HEADQUARTERS

27.  ACCOUNTING CITATION

23.  ARRIVED HOME UNIT

ORIGINAL 1

(FIGURE 7-3)
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