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MEMORANDUM FOR SEE DISTRIBUTION   

SUBJECT:  Procedures for Leaves, Passes and TDY - Command Policy Memorandum #6 

1.
References:  AR 630-5

2.  PURPOSE:  The purpose of this policy is to maintain accountability of personnel on leave, pass, TDY; and to provide safe planning for our soldiers when planning leaves and traveling away from the Fort Hood installation.  Most of you take great care in the upkeep of your POV, and adequately plan your trips to avoid having to speed or drive while fatigued.  Unfortunately, some of us do not.  This policy is designed to maintain accountability, save lives, and to prescribe safe practices when traveling on leave, pass, or TDY.

3.
 Signing Out and In:  Soldiers will sign out/in with the BN PAC during duty hours and with the SDO/SDNCO after duty hours for leave or TDY.  The SDO/SDNCO will sign all soldiers out/in from leave on the soldier's DA Form 31. The SDO/SDNCO will also ensure that the soldier is signed out/in for Leave or TDY on either the DA Form 647, Personnel Register, or the TACCS Leave Control Form.  Soldiers will keep a copy of their DA Form 31 or TDY orders with them the entire time they are on leave or TDY.  The soldier's leave form must cover the time he/she is on leave.  At no time is any soldier authorized to sign out before their leave begins.  First-line supervisors may disapprove leaves if the soldier has not met the standard for PT/APFT, MOS Qualification, deployability requirements, AR 600-9 (height/weight), or other mandatory levels of performance.  If the soldier is driving to his/her destination, then the leave/pass/TDY paperwork must accompany a vehicle inspection and safety sheet (attached) and be checked and signed by the soldier's supervisor.  This is required for all members of this battalion.  I too have to complete this form and have my boss sign it.  Plan a trip for no more than 350 miles or eight hours of driving in any given day (whichever is shorter), and without having to speed or drive while fatigued.

4.  Approving Leaves in Excess of 30 Days or Beyond Accrued Leave:  Battery Commanders can approve leave for up to 30 days.  I will review (and approve/disapprove) any leave beyond 30 days.  Battery Commanders can authorize leave in excess of what a soldier has for accrued leave, not to exceed 7.5 days.  The soldier must have enough time left on current enlistment to repay the government the leave days borrowed, and approval of such leaves should be made on a case-by-case basis (emergency / death of an immediate family member). 

5.
 Telephonic Authorization:  All SFCs and above can telephonically notify the authenticating authority (SDO/SDNCO) from their quarters to announce departure on, or return from, leave.  Soldiers using this privilege, in lieu of personally reporting, must not start their leave prior to their departure date/time and have the DA Form 31 in their possession at all times. They also need to complete blocks 14 through 16 on the DA Form 31 after placing their telephone call.
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6.
 Passes:  A soldier's chain of command may grant a soldier a one to four-day pass to reward outstanding performance.  Three and four-day passes will always fall on a weekend; three or more consecutive duty-day passes are not authorized.  Four-day passes are reserved exclusively for Battery Commanders and 1SGs, and only for soldiers with the most exemplary performance.  The geographical limit for any soldier's travel while on pass is 150 miles, with exceptions approved on a case-by-case basis by the Battery Commander / 1SG.  
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