DEPARTMENT OF THE ARMY

Companies A, B, C, Academy Battalion, 32nd Med Bde

United States Army Medical Department Center and School

2108 9th Street Suite 105

Fort Sam Houston, Texas 78234-6112

MCCS-ADA, MCCS-ADB, MCCS-ADC
22 JULY 2004
MEMORANDUM FOR All Personnel Assigned / Attached to Companies A, B, C, Academy Battalion, 32nd Medical Brigade, Fort Sam Houston, TX 78234

SUBJECT:  Policy Letter #7 (Leave/Pass)

1.  PURPOSE. To establish the policy and procedures for passes and leave.  Personnel that violate this policy may receive punishment under the Uniform Code of Military Justice (UCMJ).

2.  PASSES.

     a.  Passes are a privilege, not a right.

     b.  All requests for passes must be submitted to respective Squad Leader/Section Sergeant seven days prior to the pass date. No approval for passes will be granted the day requested if proper clearance has not been obtained.

     c.  For purposes of emergency notification, soldiers E-4 and below who plan to be away from the San Antonio area for more than 24 hours will be on a mileage pass. 

     d.  All personnel who are flagged will not be authorized to take a pass until the flag is lifted.

     f.  Job performance, disciplinary action, and recommendations from Department Chiefs or NCOICs will be taken into account when granting passes.

3.  LEAVE.

     a.  All ordinary leaves must be submitted at least 14 working days prior to the beginning of the leave.

     b.  Soldiers will ensure that leave requests have been approved prior to the start of leave.  Soldier must have a copy of approved leave in their possession while on leave.

     c.  Extension of leave request must be called in 2 days prior to end of leave.  The only approving authority for any extension is the Commander or First Sergeant.
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