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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:   Policy Memorandum #11, Personnel Accountability and Leave Procedures

1.  Reference.  

     a.  AR 600-8-6, Personnel Accounting and Strength Reporting, dated 24 Sep 98

     b.  AR 600-8-1, Army Casualty Operations/Assistance/Insurance, dated 20 Oct 94

     c.  AR 600-8-10, Leaves and Passes, dated 31 Jul 03

     d.  DoD 7000.14-R, Finance Management Regulation, Volume 8, dated August 1999

2.  Purpose.  To establish the personnel accountability policy for soldiers and civilians assigned or attached (i.e. Gold Bar Recruiters) to Western Region, United States Army Cadet Command.

3.  Policy on Personnel Accountability.

     a.  Accounting for personnel:  Regulations require accountability for all personnel, military and civil.  Accountability determines an individual’s duty status, such as present for duty, on leave/pass, or even AWOL.  Supervisors at all levels must account for soldiers and civilians at all times.  All personnel must be in a duty status (i.e. present for duty, on leave/pass, or AWOL).   Scheduled breaks during the school year (i.e. spring and summer breaks) do not constitute as free leave.  All personnel will be present for duty or accounted for accordingly.

     b.  If a soldier’s duty status is unknown, a Line of Duty (LOD) investigation is initiated to inquire into the facts surrounding any injury, disease, or death suffered by a soldier.  Once again, the purpose of a LOD is to establish the status of a soldier.  Duty status can impact on the benefits of the soldier and family may be entitled to and also any costs he incurred.  

     c.  If a civilian’s duty status is unknown, all efforts are made to contact the individual or next of kin to determine their status.  If their status is unknown they will be carried as Leave Without Pay until status is known.
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4.  Leave Procedures.

     a.  Procedures for Ordinary Leave:
          (1)  All requests for ordinary leave must be submitted to the brigade 14 days prior to beginning date of requested leave.  Note:  The 9th Finance office will not accept leave forms for processing if there are ink corrections in block 10a or 10b and signatures are missing in blocks 11, 12, and 13.

          (2)  Once the leave form is completed and approved with signatures, the university admin clerk or authorized representative will mail the original leave form to their respective brigade.  The brigade will mail or fax leave forms to region for a control number to be issued.  The region will provide each brigade with a weekly roster with updated leave control numbers.

          (3)  P&A Division will sign the cadre member out and in from leave status according to the dates in blocks 10a & 10b.  If the cadre member decides not to go on leave, notify brigade within 24 hours of the change.  If the cadre member signs out later or signs in early from leave, notify Brigade within 24 hours.  Failure to comply with this paragraph will result in the cadre member being charged the incorrect days of leave.

          (4)  When a cadre member requests an extension of leave, the university admin clerk or authorized representative will notify the Brigade within 24 hours. 

     b.  Procedures for Emergency Leave/Ordinary Leave Under Emergency Condition:

          (1)  The cadre member will complete DA Form 31 and the leave approval authority will sign the appropriate block.  Fax the leave form to Region for a control number.  Forward the original leave form to Region for further processing.  

          (2)  Service members traveling from CONUS to overseas home of record are authorized transportation to the closest major airport overseas. The cadre member will complete Part I  & Part III of the DA Form 31 and will contact brigade within 24 hours for processing of Part IV. After duty hours, contact the I Corps Staff Duty Officer at (253) 967-0015/0017 who will contact the Western Region SDO to process the emergency leave order.   Fax the leave form & red cross message to P&A Division for issue of leave control number and travel order number.  Forward the original leave form to your brigade.

           (3)  We will process the leave the same as ordinary leave.  Do not forget to notify us if they receive an extension or sign in early.
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      c.  Procedures for PCS Leave:

           (1)  When a cadre member is on assignment instructions, he/she will initiate his leave form NLT 60 days prior to his departure date.  As with the ordinary leave, the procedures are the same with the following exception:  University admin clerk or authorized representative will maintain the original leave form until the cadre member signs out.  Cadre member must take the original leave form with him to the next duty station.

            (2)  Cadre members with dependents are authorized 10 days Permissive Temporary Duty (PTDY) for the purpose of house hunting in conjunction with PCS leave unless government quarters are available at the next duty station.  When requesting PTDY in conjunction with leave, blocks 10a and 10b will include both dates of the authorized absence.  Block 13 must be signed by a LTC or higher.  Note:  PTDY does not have to be taken from departing unit. Cadre members can wait until they arrive to their new unit to request for PTDY for the purpose of house hunting.  It is highly recommended that soldiers request PTDY from their departing unit.

      d.  PCS Leave in Conjunction with TDY enroute:  The leave form will be processed as stated in item 5 above.  The only exception is the dates in block 10 will include the TDY dates.  Cadre member will ensure that a personnel at the TDY location signs them in and out in the remarks block.  

      e.  Procedures for Transition Leave (Retirement, ETS, REFRAD):

            (1)  The DA Form 31 will be completed as part of the retirement application.  The number of transition leave dates authorized is the number of days leave accrued as of the retirement date. Cadre members are authorized 20 days PTDY.  If they plan to retire in the local area, they can take 20 days PTDY in increments up to (5) days; however, if they retire outside the local area, then they must take the 20 days inclusive.  Block 10 will include all dates of transition leave and PTDY.  

            (2)  When we receive the retirement application, the Leave NCO will issue a control number to the leave form.  

            (3)  Soldiers who are requesting to ETS are authorized transition leave but not PTDY.

       f.  Procedures for Leave in Conjunction with/TDY (TDY & Return, i.e., Camp, BNCOC, CAS3):  Cadre members who elect to take leave in conjunction with TDY will not forward their leave form to P&A Division for a control number or processing.  The
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TDY order number will be used as the leave control number on the leave form.  Upon completion of the TDY, cadre will submit the DA Form 31 (with the control number) with the Travel Settlement Voucher (DA Form 1351-2) to Rome, NY for processing. 

g.  Rules for Regular and Special Passes:

            (1)  Soldiers are eligible for passes IAW AR 600-8-10.  This command grants justified passes as a reward for hard work, dedication, and soldiering. Passes are not a right, but a privilege extended to soldiers that have earned them.

 (2)  Regular Pass:  A short, non-chargeable, authorized absence from post or place of duty during normal off duty hours is a regular pass.  (For the purpose of this paragraph, normal off duty hours also include official holidays.)  For example, a regular pass might extend from Friday after duty until beginning of duty on the following Tuesday morning.  

            (a)  A regular pass will normally be from the end of normal duty hours on one day to the beginning of working hours the next duty day.  On weekends, a 3-day regular pass period, which includes a national holiday, begins at the end of normal duty day on Friday afternoon, and terminates at the beginning of the normal duty day on the 4th day (Tuesday).               

            (b)  A regular pass period will not exceed 3 days in length, to include during public holiday weekends or public holiday periods specifically extended by the president (per AR 600-8-10, Para 5-27e(2)).


 (3)  Special Pass:  Special passes and leave may not be combined to allow a continuous absence from the duty station, nor may special passes be combined with regular passes or with another special pass.  If leave or another pass is granted, there must be at least one duty day between the special pass and the leave or other pass (per AR 600-8-10, Para 5-29a).

 (a)  A 3-day pass – Normally begins at the end of a normal duty day on a given day and ends with the start of a normal duty day on the 4th day after an absence of 3 consecutive calendar days.  Must include at least 1 duty day.  This period may be Tuesday, Wednesday, and Thursday, depending on unit duty requirements.  For example, a soldier may depart at the end of the duty day on Monday evening and must return at the start of the normal duty day on Friday.  A special pass may not be combined with a regular pass, another special pass, or leave.


 (b)  A 4-day pass – Must include at least 2 consecutive non-duty days.  For example, a soldier may depart on a 4-day pass on Friday evening after duty day and 
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must return at the start of normal duty day on Wednesday.  A 4-day pass may not be combined with a regular pass, another special pass, or leave.

* Basic rules relating to 4-day weekends:

     - Installation Training Holiday/holiday 4-day weekend must be considered a Special Pass and not a Regular Pass.  It cannot be a Regular Pass because only the President may extend a Regular Pass beyond 72 hours.

     - A Special Pass cannot be granted in conjunction with a leave.  There must be a normal duty day in between.  A Training Holiday is not a normal duty day. 

     - A soldier who takes leave in conjunction with a 4-day Training Holiday/holiday weekend must be charged leave for the entire period (to include the 4-day weekend).

The only way the soldier can avoid being charged leave for the 4-day period is for him to perform duty for at least one day between the 4-day Training Holiday/holiday weekend and the leave (or leave and the weekend).
* Examples:  Christmas Leave/Pass Policy Scenarios
	Example
	Sat

20th
	Sun

21st
	Mon

22d
	Tue

23d
	Wed

24th 
	Thu

25th
	Fri

26th
	Sat

27th
	Sun

28th
	Leave/

Pass

	1
	Off
	Off
	Duty
	Duty
	Duty
	Holiday
	Tng H’day
	Off
	Off
	0

	2
	Off
	Off
	Duty
	Duty
	LV
	Holiday
	Tng H’day
	Off
	Off
	3

	3
	Off
	Off
	LV
	LV
	Duty
	Holiday
	Tng H’day
	Off
	Off
	2

	4
	Off
	Off
	LV
	LV
	LV
	Holiday
	Tng H’day
	Off
	Off
	5


Footnote:  Periods highlighted will be chargeable leave

* Examples:  New Year Leave/Pass Policy Scenarios
	Example
	Sat

27th
	Sun

28th
	Mon

29th
	Tue

30th
	Wed

31th 
	Thu

1st
	Fri

2d
	Sat

3d
	Sun

4th
	Leave/

Pass

	1
	Off
	Off
	Duty
	Duty
	Duty
	Holiday
	Tng H’day
	Off
	Off
	0

	2
	Off
	Off
	Duty
	Duty
	LV
	Holiday
	Tng H’day
	Off
	Off
	3

	3
	Off
	Off
	Duty
	LV
	Duty
	Holiday
	Tng H’day
	Off
	Off
	1

	4
	Off
	Off
	Duty
	LV
	LV
	Holiday
	Tng H’day
	Off
	Off
	4


Footnote:  Periods highlighted will be chargeable leave
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     h.  Procedures for Civilian Leave:  See memorandum, subject:   Memorandum of Instruction for Timecard Completion, dated 1 June 2003 (Located on Western Region webpage, P&A, Civilian Personnel Management).

5.  Proponent:  Commander, Western Region, United States Army Cadet Command.







//Original Signed//







STEVEN R. CORBETT







COL, IN







Commanding

DISTRIBUTION:

All Western Region Bde Cdrs

All  Western Region PMSs
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