LEAVES CHECKLIST

As of 9 January 2004

Reference:  AR 600-8-10
Ordinary Leave (DA Form 31):

Must be submitted 14 days prior to beginning date on leave form.  Mail original to your brigade for further processing.

____ Block 1, leave blank.  To be completed by region P&A.

____ Block 2-5, self explanatory.

____ Block 6, Address where you are taking leave and a phone number where you can be contacted (include area code).

____ Block 7, type of leave check Ordinary.

____ Block 8, your university/brigade address.

____ Block 9a, number of days of leave you have accrued.

____ Block 9b, number of days requested.

____ Block 9c, number of days advanced leave requested.

____ Block 9d, number of days excess leave requested.

____ Block 10a, beginning day of leave (No ink or white out changes are authorized).

____ Block 10b, ending date of leave (No ink or white out corrections are authorized).

____ Block 11, soldier’s signature.

____ Block 12, supervisor recommendation and signature.

____ Block 13, approving authority signature block and signature.  Example, RHONDA DONERVAN, CPT, AG and her signature above the signature block.

____ Block 14, to be completed by region P&A.

____ Block 15, to be completed only if soldier requests an extension.

____ Block 16, to be completed by region P&A.

____ Block 17, leave blank.

Emergency Leave (DA Form 31):

____ Block 1, leave blank.  To be completed by region P&A.

____ Block 2-5, self explanatory.

____ Block 6, Address where you are taking leave and a phone number where you can be contacted (include area code).

____ Block 7, type of leave check Emergency.

____ Block 8, your university/brigade address.

____ Block 9a, number of days of leave you have accrued.

____ Block 9b, number of days requested.

____ Block 9c, number of days advanced leave requested.

____ Block 9d, number of days excess leave requested.

____ Block 10a, beginning day of leave.

____ Block 10b, ending date of leave.

____ Block 11, soldier’s signature.

____ Block 12, supervisor recommendation and signature.

____ Block 13, approving authority signature block and signature.  Example, ROBERT A. SMITH, CPT, AG and his signature above the signature block.

____ Block 14, to be completed by region P&A.

____ Block 15, to be completed only if soldier requests an extension.

____ Block 16, to be completed by region P&A.

____ Block 17, leave blank.

____ Block 25, fill dependent information.

____ Block 26-30, to be completed by the region P&A or region SDNCO.

PCS Leave (DA Form 31):

Soldier maintains original.  Must be submitted to your brigade 60 days prior to requested beginning leave dates.

____ Block 1, leave blank.  To be completed by region P&A.

____ Block 2-5, self explanatory.

____ Block 6, Address where you are taking leave and a phone number where you can be contacted (include area code).

____ Block 7, type of leave check other PCS.  If you are taking permissive TDY in conjunction with PCS leave, check both permissive TDY and other PCS.

____ Block 8, your university/brigade address.

____ Block 9a, number of days of leave you have accrued.

____ Block 9b, number of days requested including the number of days permissive TDY you are requesting.

____ Block 9c, number of days advanced leave requested.

____ Block 9d, number of days excess leave requested.

____ Block 10a, beginning day of leave (No ink or white out changes are authorized).

____ Block 10b, ending date of leave (No ink or white out corrections are authorized).

____ Block 11, soldier’s signature.

____ Block 12, supervisor recommendation and signature.

____ Block 13, approving authority signature block and signature.  Example, Joseph H. Thomas, LTC, IN and his signature above the signature block.

____ Block 14, to be completed by region P&A.

____ Block 15, to be completed only if soldier requests an extension.

____ Block 16, to be completed by region P&A.

____ Block 17, state the leave dates and the permissive TDY dates.  Example, soldier is taking 30 days leave and 10 day PTDY.  His leave form will be annotated as follows:  block 10a – 1 Sep 99, block 10b – 9 Oct 99.  Block 17: 1 Sep 99 – 9 Sep 99 PTDY, 10 Sep 99 – 9 Oct 99 ordinary leave or 1 Sep 99 – 30 Sep 99 leave, 1 Oct 99 – 9 Oct 99 PTDY.

PCS in Conjunction with TDY (DA Form 31):

Soldier maintains original.  Must be submitted 60 days prior to beginning leave dates.

____ Block 1, leave blank.  To be completed by region P&A.

____ Block 2-5, self explanatory.

____ Block 6, Address where you are taking leave and a phone number where you can be contacted (include area code).

____ Block 7, type of leave check Other and write in the blank space PCS in Conjunction with TDY. 

____ Block 8, your university/brigade address.

____ Block 9a, number of days of leave you have accrued.

____ Block 9b, number of days requested.

____ Block 9c, number of days advanced leave requested.

____ Block 9d, number of days excess leave requested.

____ Block 10a, beginning day of leave (No ink or white out changes are authorized).

____ Block 10b, ending date of leave (No ink or white out corrections are authorized).

____ Block 11, soldier’s signature.

____ Block 12, supervisor recommendation and signature.

____ Block 13, approving authority signature block and signature.  Example, MARIA A. COURTNEY, LTC, AD and her signature above the signature block.

____ Block 14, to be completed by region P&A.

____ Block 15, to be completed only if soldier requests an extension.

____ Block 16, to be completed by region P&A.

____ Block 17, state the leave dates and TDY dates. 

Transition Leave (DA Form 31):

Must be submitted with the retirement, ETS or REFRAD packets.  

____ Block 1, leave blank.  To be completed by region P&A.

____ Block 2-5, self explanatory.

____ Block 6, Address where you are taking leave and a phone number where you can be contacted (include area code).

____ Block 7, type of leave check Other and write in the blank space Transition.
____ Block 8, your university/brigade address.

____ Block 9a, number of days of leave you have accrued.

____ Block 9b, number of days requested.

____ Block 9c, number of days advanced leave requested.

____ Block 9d, number of days excess leave requested.

____ Block 10a, beginning day of leave (No ink or white out changes are authorized).

____ Block 10b, ending date of leave (No ink or white out corrections are authorized).

____ Block 11, soldier’s signature.

____ Block 12, supervisor recommendation and signature.

____ Block 13, approving authority signature block and signature.  Example, MARIA A. COURTNEY, LTC, AD and her signature above the signature block.

____ Block 14, to be completed by region P&A.

____ Block 15, to be completed only if soldier requests an extension.

____ Block 16, to be completed by region P&A.

____ Block 17, state the leave dates and PTDY dates.  Example, soldier is taking 30 days leave and 10 days PTDY.  His leave form will be annotated as follows:  block 10a – 1 Sep 99, block 10b – 9 Oct 99.  Block 17: 1 Sep 99 – 9 Sep 99 PTDY, 10 Sep 99 – 9 Oct 99 ordinary leave or 1 Sep 99 – 30 Sep 99 leave, 1 Oct 99 – 9 Oct 99 PTDY.  If the soldier is taking PTDY in five (5) day increments (only when the soldier is retiring in the local area) a DA Form 31 must be completed for each five (5) day increment.

Leave in Conjunction with TDY (TDY & Return only)(DA Form 31):

Original is mailed to Rome, NY with the travel voucher.

____ Block 1, leave blank.  To be completed by school Admin Tech or authorized representative.  Use the DA Form 1610 order number.

____ Block 2-5, self explanatory.

____ Block 6, Address where you are taking leave and a phone number where you can be contacted (include area code).

____ Block 7, type of leave check Other and write in the blank space Leave in Conjunction with TDY.
____ Block 8, your university/brigade address.

____ Block 9a, number of days of leave you have accrued.

____ Block 9b, number of days requested.

____ Block 9c, number of days advanced leave requested.

____ Block 9d, number of days excess leave requested.

____ Block 10a, beginning day of leave (No ink or white out changes are authorized).

____ Block 10b, ending date of leave (No ink or white out corrections are authorized).

____ Block 11, soldier’s signature.

____ Block 12, supervisor recommendation and signature.

____ Block 13, approving authority signature block and signature.  Example, MARIA A. COURTNEY, LTC, AD and her signature above the signature block.

____ Block 14, to be completed by school Admin Tech or authorized representative.

____ Block 15, to be completed only if soldier requests an extension.

____ Block 16, to be completed by school Admin Tech or authorized representative

____ Block 17, state the leave dates and TDY dates.  Leave form must be forwarded to Rome, NY when the soldier files the travel voucher.

