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MEMORANDUM FOR All Soldiers Assigned/Attached to Echo Company, 187th Medical Battalion, Center Brigade

SUBJECT:  Policy Letter #12, (Leave/Pass)

1.  PURPOSE.  To establish the procedures and policies to be followed when authorizing passes and leave.

2.  PASSES.


a.  Passes are a privilege, not a right.


b.  Weekend and holiday off-post passes for AIT/IET students in Echo Company are authorized on a case-by-case basis and based on phase privileges.  Phase IV soldiers on pass must remain within a 50 mile radius of post, be in the proper military uniform, and may only be issued a day pass.  Phase V soldiers are authorized weekend and holiday off post day passes and overnight Saturday passes.  Phase V soldiers may wear civilian clothes while on pass.  Phase V+ soldiers are authorized weekend and holiday off post day passes as well as overnight Friday and Saturday passes.  Emergency situations may adjust policies.


c.  No passes will be given throughout the normal duty week when regularly scheduled classes are in progress.  A pass exceeding 24 hours will be granted only in conjunction with weekends or holidays and based on phase privileges.  No pass will exceed 96 hours. 


d.  All requests for passes must be submitted to respective Drill Sergeant at least five days in advance.  The request must have the approval by the class/platoon Drill Sergeant.  The Drill Sergeant has the authority to nonconcur on pass privileges.  The request will then be submitted to the 1SG and Commander for approval.  


e.  Individuals on a day pass will be restricted to traveling a distance of not more than 50 miles from FSH.  Soldiers on a pass may not go further than 350 miles each way.  Individuals requiring travel in excess of 350 miles will request ordinary leave and will be considered on a case-by-case basis. 


f.  All personnel, when scheduled for duty on Friday may be approved for passes.  All personnel scheduled for duty Saturday and Sunday will not be authorized to take a pass.  


g.  All personnel will sign out with their respective DS and will sign in with the CQ immediately upon return to the company.  


h.  Passes, when granted, will be from the end of the last duty day until 1700 hours the day the pass ends.  Passes will end NLT the day prior to the next duty day.  During Holiday/long weekends, personnel will sign in prior to the 1800 recall formation the day prior to the next duty day.

i.  All personnel who are on Academic Probation and/or have failed a Diagnostic or Record APFT will be handled on a case-by-case basis. Ordinarily, a pass will not be authorized until personnel are removed from probation and/or pass their APFT.

j.  Job performance, disciplinary actions, and Drill Sergeant recommendations will be taken into account when granting passes. Passes are a privilege and can be revoked by the commander for any reason. 

3.  LEAVE.


a.  Emergency leave will be granted when necessary to IET students.  Soldiers will report emergency leave requests to their cadre immediately.  Although not required, it is highly recommended that a Red Cross message accompany the Emergency Leave request.  Generally, ordinary leave will only be granted to soldiers in class for holidays and long weekends.  Exceptions will be handled on a case-by-case basis.  


b.  Students awaiting the start of a class may be granted ordinary leave on a case-by-case basis.  


c.  As a general rule, USAR and NG students in training will be granted no more than 5 days of excess leave and RA students no more than 14 days of excess leave.  


d.  All ordinary leave requests must be submitted at least 5 working days prior to the beginning of the leave.

e.  All soldiers will submit passes, leaves, and extensions through their Drill Sergeants to the commander for approval. The commander reserves the right to revoke leave for any reason.


f.  Do not purchase an airline ticket until you have requested leave through your DS and they recommend approval by signing the DA 31.  Once temporary approval is given, submit your DA 31 with an airline itinerary.  The itinerary must bring you back to Echo Company NLT the date and time required by the DA 31. Exceptions to this policy will be limited and handled on a case-by-case basis.


g.  IAW AR 630-5, Chapter 5-2, paragraph f, a negative leave balance at the time of a soldier’s release from active duty, discharge, desertion, or death is considered excess leave and as such, becomes an indebtedness for which collection will be made.

4.  Any violation of the above policy is punishable under UCMJ.
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