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MEMORANDUM FOR All Minneapolis Medical Recruiting Company Personnel

SUBJECT: XX Medical Recruiting Company (MRCo) leave and pass policy  


1. Leave is an integral part of the quality of life for Soldiers, Civilians, and their Families. It is important that all personnel with the company are allowed every opportunity to schedule and take earned leave. An effective leave and pass program can enhance morale and unit efficiency. Leaders must carefully consider all factors before requesting leave and passes. This includes mission requirements, duty performance, leave balance, APFT proficiency, required annual training, and disciplinary actions. I expect the center leadership to plan leave smartly and improve the quality of life for our Soldiers. 

2. OICs and Center Leaders will ensure that valid leave plans are established and submitted to the company prior to each quarter. These plans must take into account the entire fiscal year and ensure no Soldier or Civilian loses leave. This will require analysis on the leader’s part, estimations on leave accumulation throughout the fiscal year, and use of that leave to ensure that Soldiers and Civilians are managing their leave effectively.  Each Soldier is encouraged to take seven days of leave each quarter, this is to include weekends. Civilians are encouraged to take 40 hours of leave per quarter as well. Holiday leave plans must be managed meticulously to ensure fair treatment of all Soldiers and Civilians. 

3. As the company commander, I am the final approval authority for any leave or pass requests for up to 14 days. Any request that exceeds 14 days will be reviewed, signed, and then forwarded to the battalion commander for final approval. Center OICs will approve all center leader leave requests and then forward them to the company for first sergeant review and recommendations to the commander. Center leaders will approve all recruiter requests after discussing the request with the center OIC and then submit them to the first sergeant for review prior to my approval. All leaves will include a leave and earning statement and either a TRiPs report for travel outside 250 miles or a screen shot of the proposed airline ticket for Soldiers flying on leave. If any of these documents are missing it could cause a delay or disapprove of the leave request. 

4. Civilian personnel will request time off for annual leave, sick leave, and compensatory time utilizing the OPM Form 71. Supervisors will ensure that time off taken is reflected in each employee’s time sheet for the corresponding pay period. All OPM Form 71 will be submitted to the company for approval by the commander and will then be forwarded to the battalion headquarters with the employee’s time sheet. 

5. Center OICs and Center Leaders will ensure that leave and pass requests do not conflict with mission requirements. Supervisors will also ensure that individuals departing on leave or pass are fully aware of his/her accrued leave status and their date of departure. Soldiers will have a copy of their approved DA Form 31 in their possession prior to departing on leave or pass. No Soldier will travel by ground or air prior to the start of their approved leave dates; doing so is a direct violation of Army Leave Policies, AR 600-8-10, and Article 92, Failure to obey an order or regulation.     

6. Leave extensions or adjustments will be forwarded to the company first sergeant or commander as soon as the information is know so the company command team can action the request with the battalion staff or commander.  Soldiers not present for duty within 24 hours are their leave or pass is completed will be reported as AWOL, which is punishable under the UCMJ. The company headquarters will be notified of all leave cancellations by military or civilian personnel NLT two duty days prior to the start of leave. 

7. Requests for leave and passes by military personnel will be forwarded to the company headquarters NLT 16 days prior to the requested start date, this is to ensure that the first sergeant has time to provide a recommendation and the commander can review and approve the leave request prior to forwarding it to the battalion. This is to meet the 14 day deadline set by the battalion commander for staff processing. Soldiers are not authorized to take leave in conjunction with a pass. IAW AR 600-8-10, leave must start and finish at the Soldier’s duty location. This doesn’t apply for PCS leave request, in which case the leave must end at the duty station the Soldier is reporting. 

8. AR 600-8-10 provides specific details on what type of absences are chargeable as leave. Requests for leave in excess of 30 days will be considered case-by-case and require the battalion commander’s approval.

a. Regular Passes: Passes are a leadership tool designed to reward superior conduct or performance. Passes will be submitted to the company commander in the same way as leave requests. A pass can cover an absence from one to four days, Soldiers will use leave for absences longer than four days. A regular pass will normally begin at the conclusion of a normal duty day and end at the beginning of the next duty day. OICs and Center Leaders should review accrued leave balances for Soldiers requesting passes and make appropriate recommendations as to whether an absence should be a leave or pass. As the commander, I have overall responsibility to ensure Soldiers are using leave when they are in a use/lose status. 

b. Mileage Passes: Soldiers will submit leave or pass when they plan to travel further than 250 miles from their duty station to cover the period of the absence. Safety must be a concern when a Soldier attempts to travel long distances in a short period of time. Leaders must be watchful for such cases and recommend disapproval when safety is an issue. When submitting a pass or leave request in which the Soldier will travel by POV they must submit a TRiPs report (https://trips.safety.army.mil/) and attach the report to the leave/pass form. 

c. Special Passes: Short, non-chargeable, authorized absence from a Soldier’s place of duty which may not be combined with leave or a regular pass to allow a continuous absence from the duty station. Reasons that I will grant a Special Pass are: special recognition for exceptional performance of duty, incentive award, re-enlistment, or wedding anniversary/birthday (one or the other, not both). I will approve either 3 or 4 day passes as the situation dictates. Passes must include duty days in conjunction with two non-duty days (Saturday and Sunday). A Soldier may not request a pass that only covers duty days. 

9. Foreign Travel: Approval authority for countries excluding those countries in which conflict or contingency operations are taking place resides with the battalion commander. Approval authority for overseas travel to countries currently engaged in conflict or contingency operations is the brigade commander. For Soldiers who wish to travel overseas please speak with your center leadership and they will receive further guidance from the company command team. All overseas leave requests must be submitted to battalion NLT 30 days prior to the leave start date. (See battalion policy letter PM-02-14)

10. Emergency Leave: Leaders will verify all emergency leave requests through the Red Cross. The Red Cross will verify family emergencies and pass that information to the company commander or first sergeant. The following data is needed by the Red Cross to verify an emergency situation:

a. Nature of emergency
b. Relationship to Soldier of Family member involved
c. Doctor’s name and number (when appropriate)
d. Hospital name and number (when appropriate)
e. Desires of Family concerning Soldier

11.  Leave in conjunction with PCS/Retirement/ETS/Separation: The battalion commander is the approval authority for leave in conjunction with PCS or transition (i.e. retirement). Leaders must ensure that the Soldier was considered for an award and that all evaluations are complete prior to the Soldier’s departure. 

12.  Permissive TDY: PTDY is an absence from duty not charged as leave but at no expense to the government. The purpose of PTDY is to perform a semi-official activity or one that is mutually beneficial to the service and the Soldier. AR 600-8-10 states the specific details of the PTDY policy. Permissive TDY for house hunting is approved by the battalion commander and the brigade commander will approve all PTDY requests associated with retirements.

13. Convalescent Leave: Per AR 600-8-10, paragraph 5-3, convalescent leave is a non-chargeable absence from duty granted to expedite a Soldier’s return to duty after illness, injury, or childbirth.  

a. The hospital commander or designee is the approval authority for convalescent leave for 30 days or greater (42 days after normal pregnancy and childbirth). Only hospital commanders will approve convalescent leave in excess of 42 days after birth when a Soldier is assigned or attached to the medical holding unit during one continuous period of hospitalization. If the Soldier is not hospitalized, the unit commander is the approval authority.
 
b. The unit commander is the approval authority for up to 30 days convalescent leave for a Soldier returning to duty after illness or injury (Para 5-7, AR 600-8-10).

c. Hospital commanders are the only approval authority for request in excess of 30 days. 

14. Paternity leave: Per ALARACT 062/2009, married Soldiers serving on active duty whose wife gives birth to a child on or after 14 October 2008 is authorized to request up to 10 days non-chargeable leave. Paternity leave must be taken consecutively and within 45 days after child birth. Documentation from the hospital must accompany the DA Form 31. The battalion commander is the approval authority for paternity leave requests.
 
15. Leave extensions: Centers will process leave extensions in the same manner as leave requests. The approval process for leave extensions may be accomplished telephonically. Soldiers and leaders must submit the request for extension prior to the end of the original leave period. The company commander is the approval authority for all extension less than 14 days; the battalion commander is the approving authority for all OCONUS and any leave that will extend beyond 14 up to 30 days.

16. The electronic adobe DA form 31 (PDF) is the required method for submitting all leave requests, along with the appropriate attached documents outlined above. All supporting documents will be imbedded into the adobe form. Leave requests not submitted on the proper form along with the supporting documentation will be rejected at the company level and will not be sent to battalion for a control number. Leave forms submitted after the 16 day deadline will be disapproved and returned to the center. Only exceptional cases will be approved if the request falls within the 16 day processing window. These cases are subject to the recommendations of the center leadership, first sergeant, and approval by the company commander. 

17. The point of contact for this action is the undersigned at (XXX) XXX-XXXX or first.last.mil@mail.mil.         




                                                           FIRST LAST
                                                           CPT, MS
                                                           Commanding
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