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ATSK-G                                                                                                                3 December 2010


MEMORANDUM FOR ALL Personnel, 73rd Ordnance Battalion, Fort Gordon, Georgia 30905

SUBJECT:   Policy Memorandum # 10, Leave and Pass Administration

1.   Purpose:  To establish leave and pass procedures.  

2.  References:  

a. AR 600-8-10, 16 Feb 2006

b.   TRADOC Regulation 350-6, 8 May 2007

3.   This policy applies to all permanent party and MOS-T personnel assigned or attached to the 73rd Ordnance Battalion and its subordinates.  Civil servants and contractor personnel are not subject to this policy and remain subject to the applicable OMEMS and installation for civilian personnel actions.

4.  Passes all leaves and pass request must be submitted 10 days prior to the requested leave or pass dates.  Permanent party traveling outside of 250 miles radius from Fort Gordon will submit a mileage pass.  If a Soldier does not return in the allotted time period for the pass it becomes chargeable leave. Soldier must notify their chain of command of the inability to return on time.

5.   Accrued leave provides military personnel with opportunity to maintain their ability to perform their demanding duties effectively and efficiently.  Effective management of leave requires a command driven leave and passes management system. The goal for the battalion is to have less than 15% of Soldiers on TDY/PASS/LEAVE at any time. It is the responsibility of company command teams to establish, coordinate and manage an annual leave program maximizing opportunities for personnel to take leave, without detracting from the performance of the unit.  I encourage everyone to maximize the time available during instructional breaks, such as Holiday Block Leave (HBL) and other activity times that do not impede the completion of our mission.  Throughout the remaining part of the year, leaders must ensure their personnel are cross-trained allowing others to take leave.  Administration of the leave program includes management of Soldiers’ “use or lose” leave balance, ensuring minimization of excessive balances or last minute utilizations. Bottom line:  September is not our “block leave” month.

6.   Company commanders retain the authority for deciding whether a three or four day absence is counted as a chargeable leave or pass.  It is my preference that chargeable leave be used instead of passes during any absence taking place during normal duty periods.  Leaders should require verification of leave balances prior to deciding whether to count an absence as chargeable leave or a pass. 
7.   Cadre and Staff in the rank of SGT or above are authorized to telephonically sign out on leave.  The procedure for this is to call the BN SDNCO, who will annotate the status in the log.  Fraudulently signing in or out of leave, by failing to comply with the location or time restrictions of the individual’s leave will be considered a false official statement and may result in punishment under the Uniform Code of Military Justice.

8.   All Soldiers out-processing from the battalion on PCS, Transition, OCONUS or TDY will physically sign-out with the BN S-1 or SDNCO, complete a DA Form 647-1 (personnel register) and submit a copy of their orders.

9.    Convalescent leave is handled on a case-by-case basis.  The company commander retains the authority to grant or deny convalescent leave based upon guidance given from the Soldier’s medical care provider.  The chain of command must provide the Soldier with adequate time and environment in which they may convalesce.  If the company commander chooses to deny leave or grant leave to a lesser amount than recommended, the chain of command must ensure that military duties do not impede the Soldiers participation in recovery or medical treatment.  Companies must document convalescent leave with a DA 31 IAW paragraph 5-thru 5-14.

10.  All soldiers traveling outside the continental U.S. (to include Alaska, Hawaii, and all U.S. territories) need to complete a DA 31, Anti-Terrorism Brief, S-2 security brief, DA 4187, and a DA 4187-R, to be approved by the battalion commander. 

11.    Students assigned or attached to the battalion for training will not take leave during class periods except for bona fide family emergencies.  Emergency leave for students will only be granted with a verified Red Cross message.  Exceptions to this policy may be submitted through the student Soldier’s chain of command.  All students, regardless of rank, will sign in and out with SDNCO.

12.    Leave extensions are coordinated with the Soldier’s supervisor and approved by the company commander prior to the end of the leave period.  Supervisors are not authorized to grant leave extensions.

13.    This policy constitutes a lawful order.  Failure to comply with the instructions granted in this policy may result in punitive action under the Uniform Code of Military Justice.

14.     The approving authority for this policy is the undersigned at 791-1065.



	///ORIGINAL SIGNED///
	MARK W. RUSSELL
	LTC, LG
	Commanding
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