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SUMMARY of CHANGE

AR 600-8-10
Leaves and Passes

This rapid action revision, dated 4 August 2011--

o Implements the Don’t Ask, Don’t Tell Repeal Act of 2010 in the area of policy
for payment of accrued leave by deleting all references to separation for
homosexuality or homosexual conduct (rescinded paras 2-4h(1l) (d) and 2-
4h(2) (c)) .

o Makes administrative changes (app A: corrected form title: HHS Form CDC 731;
obsolete publication marked) .
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History. This publication is a rapid action
revision (RAR). This RAR is effective 20
September 2011. The portions affected by
this RAR are listed in the summary of
change.

Summary. This regulation covers leave
and pass programs. It prescribes the poli-
cies, operating tasks, and steps governing
military personnel absences.

Applicability. This regulation applies to
the active Army, the Army National
Guard/Army National Guard of the United

States, and the U.S. Army Reserve unless
otherwise stated.

Proponent and exception authority.
The proponent of this regulation is Dep-
uty Chief of Staff, G-1. The proponent
has the authority to approve exceptions or
waivers to this regulation that are consis-
tent with controlling law and regulation.
The proponent may delegate this approval
authority, in writing, to a division chief
within the proponent agency or its direct
reporting unit or field operating agency, in
the grade of colonel or the civilian equiv-
alent. Activities may request a waiver to
this regulation by providing justification
that includes a full analysis of the ex-
pected benefits and must include formal
review by the activity’s senior legal offi-
cer. All waiver requests will be endorsed
by the commander or senior leader of the
requesting activity and forwarded through
their higher headquarters to the policy
proponent. Refer to AR 25-30 for specific
guidance.

Army management control process.
This regulation contains management con-
trol provisions in accordance with AR
11-2, but it does not identify key manage-
ment controls that must be evaluated.

Supplementation. Supplementation of
this regulation and establishment of com-
mand or local forms are prohibited with-
out prior approval from the Deputy Chief
of Staff, G-1, DAPE-PRC, Washington,
DC 20310-0300.

Suggested improvements. Users are
invited to send comments and suggested
improvements on DA Form 2028 (Recom-
mended Changes to Publications and
Blank Forms) directly to the Army Hu-
man Resources Command, AHRC-PDO,
200 Stovall Street, Alexandria, VA
22332-0474.

Distribution. This publication is availa-
ble in electronic media only and is in-
tended for command levels A, B, C, D,
and E for the active Army and D for the
Army National Guard/Army National
Guard of the United States and the U.S.
Army Reserve.
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Chapter 1
Introduction

Section |
Overview

1-1. Purpose

This regulation prescribes the policies and mandated operating tasks for the leave and pass function of the Military
Personnel System. It provides a single-source operating document to the field, and as such, is binding on all
communities involved in granting leaves and passes. This regulation establishes standards and provides an operational
document in a logical sequence.

1-2. References
Required and related publications and prescribed and referenced forms are listed in appendix A.

1-3. Explanation of abbreviations and terms
Abbreviations and special terms used in this regulation are explained in the glossary.

1-4. Responsibilities

a. The Chief of Staff, U.S. Army will approve requests for leave and pass periods, unless otherwise indicated in this
regulation, and may delegate approval authority.

b. The Deputy Chief of Staff, G-1 (DCS, G-1) will—

(1) Establish personnel policies relating to the leave and pass programs.

(2) Approve requests for convalescent leave travel outside of the continental United States (OCONUS) in unusual or
questionable cases (para 5-9).

(3) Process and obtain approval from the Office of the Secretary of Defense (OSD) to establish rest and recuperation
leave programs in hostile fire or imminent danger areas (para 4-23).

¢. The Commanding General, U.S. Army Human Resources Command (CG, AHRC) will—

(1) Develop procedures for the leave and pass functions.

(2) Establish standards and mandate operating tasks of the leave and pass function.

(3) Approve requests for leave and pass periods consistent with law, DOD policy, and this regulation and may
delegate the authority to approve leave to chiefs of divisions, branches, and sections of any headquarters or activity.

(4) Consider requests for—

(a) Special leave accrual (chap 3).

(b) Advanced leave exceeding 30 days (para 4-5).

(c) Leave for more than 60 days that contains a period of excess leave (para 5-15).

(d) Permissive temporary duty (PTDY) exceeding 30 days (para 5-31).

(e) PTDY exceeding 10 days for any Soldier in the continental United States (CONUS) who has been designated as
a nonmedical attendant (para 5-31).

d. Commanders of all major Army commands (MACOMSs) and major subordinate commands will—

(1) Monitor and assist in the administration of the leave and pass programs to ensure uniform compliance with
policies and mandated tasks established by this regulation.

(2) Approve requests for leave and pass periods consistent with law, DOD policy, and this regulation and may
delegate the authority to approve leave to chiefs of divisions, branches, and sections of any headquarters or activity.

e. Principal officials of Department of the Army agencies will approve requests for leave and pass periods consistent
with law, DOD policy, and this regulation and may delegate the authority to approve leave to chiefs of divisions,
branches, and sections of any headquarters or activity.

f. Commanders of installations, including companies and separate detachments, will approve requests for leave and
pass periods and may delegate authority to chiefs of divisions, branches, and sections of any headquarters or activity.
The restrictions in this regulation or those imposed by higher headquarters must be met.

g. The Commandant, Adjutant General School, will establish and teach a course of instruction on processing
procedures for absences.

h. Commanders of installations, communities, and mobilization stations will establish, staff, and operate a leave and
pass program which accomplishes the requirements established by this regulation.

i. Subordinate commanders of AHRC personnel assistance points (PAPs) will approve requests for extensions of
leave as established in this regulation.

j. Officers in commands, major headquarters, and the military departments will ensure that secondary and nonessen-
tial efforts that would work to prevent execution of an aggressive leave program are not imposed.
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k. Soldiers will request and take leave in accordance with program objectives (para 2-2) and follow guidelines and
processing procedures for their absences.

I. Supervisors, when approval authority is delegated to this level, will approve or deny leave requests within the
established guidelines of this regulation.

m. Chiefs of Personnel and Administration Centers (PACs) will—

(1) Establish and maintain the DA Form 4179, Leave Control Log, in accordance with existing policies and
procedures (chap 12).

(2) Maintain the automated DA Form 4179, Tactical Army Combat Service Support Computer System (TACCS),
where available.

(3) For ordinary leave, not involving official travel, determine chargeable leave.

(4) Resolve problems with chargeable leave when official travel is not a factor.

n. Unit commanders will establish processing procedures to ensure policy compliance with existing policies and
procedures.

0. Finance officers (FOs) will—

(1) Ensure proper computation of leave when official travel is involved.

(2) Ensure proper posting of all leaves to the leave and earnings statement (LES).

1-5. Statutory authority

Leave for members of the Armed Forces is governed by sections 701, 702, 703, 704, 705, 706, 708, and 8764, title 10,
United States Code (10 USC 701, 702, 703, 704, 705, 706, 708 and 876a). Pay and allowances provisions pertaining to
leave status are governed by sections 501, 502, 503, and 504, title 37, United States Code (37 USC 501, 502, 503, and
504) and section 707, title 10, United States Code (10 USC 707).

1-6. Manpower resources
The Manpower Staffing Standards System includes the military personnel function of leaves and passes at the battalion
S1 (BNS1) work center. The manpower authorizations will be determined using the workload factors (steps in this
regulation) in this regulation.

1-7. Levels of work

Most personnel work in the field is performed at three primary levels: unit, battalion, and installation (or some
equivalent in the tactical force). This regulation provides guidance to those levels and prescribes the work center
required to perform the work for manpower purposes.

Section I
Principles and Standards

1-8. Principles of support

The Military Personnel System will direct a function to—
a. Provide Soldiers maximum use of leave to support health, morale, motivation, and efficiency.
b. Support the Army’s personnel life cycle function of sustainment.

1-9. Standards of service
The leave and pass program will operate under the following standards:
a. Leaves and passes—
(1) Are a wartime function.
(2) Are resourced in tables of organization and equipment at BNS1 level.
(3) Accompany the tactical force when deployed.
(4) Are the functional responsibility of the Personnel Operations Work Center (and its tactical counterpart).
b. The annual leave program will be established based on paragraph 2-2.
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Chapter 2
Policy for Leave

Section |
Background

2-1. Military requirement for leave

a. The Army leave policies are an important command requirement and care must be taken to prevent misuse of
leave.

b. The frequent use of leave will make a positive contribution to morale, level of performance, and career
motivation.

c. Operational missions and essential supporting functions of each command must be accomplished to the extent
permitted by the manning provided.

d. Leave will be granted within the constraints of operational military requirements and to the degree of support for
leave provided in the unit manning document.

2-2. Annual leave program

a. The leave and pass program is designed to allow Soldiers to use their authorized leave to the maximum extent
possible.

b. Commanders will establish an annual leave program to manage leave designed to provide—

(1) The maximum opportunity for all Soldiers to take leave to minimize loss and payment of leave not taken.

(2) A caution to Soldiers who do not take leave, that they may lose leave at the end of the fiscal year (FY). Also,
Soldiers who maintain a 60-day leave balance, and wait late in the FY to take leave, will be informed that they risk
loss of leave over 60 days if the operational situation requires their presence.

(3) Allowable leave within the constraints of operational military requirements and to the degree of support for leave
provided in the unit manning document.

c. In pursuing the maximum use of leave, commanders must place emphasis on granting leave—

(1) (1) Upon permanent change of station (PCS).

(2) After periods of particularly difficult duty.

(3) After prolonged deployments.

(4) When there is evidence leave would improve health and morale.

(5) During a specified period to all Soldiers in a given unit. This type of leave is called block leave. (Commanders
may authorize all Soldiers in a given unit to request leave during a specified period. Block leave is granted per local
command policy when consistent with military requirements and is a chargeable leave period.)

(6) Upon reenlistment and accession to Regular status from active Reserve status.

(7) During traditional national holiday periods of Thanksgiving and Christmas.

(8) When Soldiers or their families have been personally affected by floods, hurricanes, and similar natural disasters.
(Emergency leave may be appropriate, see chap 6.)

(9) For attendance at spiritual retreats or for other religious observances for which a pass is inadequate.

(10) During preprocessing period incident to release from active duty, including retirement, to the extent of unused
leave.

(11) Together with a consecutive overseas tour (COT).

(12) To allow the use of an average of 30 days per year.

(13) To provide opportunity for leave to be taken as earned.

(14) To allow use of leave prior to separation. (It is not the intent of leave policy that large leave balances be
accrued expressly for settlement upon Soldier’s release from active duty (paras 2-4d and 4-21).)

(15) To key personnel by designating an acting commander or temporarily assigning appropriate medical personnel,
by ensuring availability of civilian medical services, or by responsive transportation to other military or civilian
medical facilities (AR 40-5 and AR 40-121) while key personnel are absent.

d. Soldiers undergoing treatment for an infectious or contagious disease will not be granted leave unless the
attending physician verifies that the Soldier does not pose a threat to the public health. The verification will be
provided to the Soldier’s commander before leave is approved.

Section 1
Accruing Leave

2-3. Leave accrual
a. Soldiers on active duty earn 30 days of leave a year with pay and allowances at the rate of 2 ¥ days a month.
This entitlement excludes periods of—
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(1) Absent without leave (AWOL), unless excused as unavoidable (see AR 630-10).

(2) Confinement resulting from a court-martial sentence.

(3) Confinement for more than 1 day while awaiting court-martial provided Soldier is convicted.

(4) Excess leave.

(5) Unauthorized absence because of detention by civil authorities (see para 2—-4a).

(6) Absence in custody of civil authorities under provisions of Article 14, Uniformed Code of Military Justice
(UCMJ) provided Soldier is not entitled to receive pay and allowances (see DODFMR 7000.14-R).

(7) Absence over 1 duty day due to use of drugs or alcohol or because of disease or injury resulting from Soldier’s
misconduct.

b. Soldiers in a missing status under 37 USC 551 earn up to 150 days leave. This is in addition to any previous
leave earned.

(1) Leave is not for use but is paid for (para 2-4).

(2) Soldiers who die while in a missing status earn leave through the date evidence of death is received by the
Secretary of the Army (SA). The death may be prescribed or determined under 37 USC 555.

c. Except when authorized special leave accrual (see para 3-2), Soldiers may accrue and carry forward up to 60
days leave at the end of each fiscal year.

d. Accrued leave that exceeds 60 days at the end of the fiscal year is lost except as authorized in chapter 3.

e. Soldiers who continue on or are recalled to active duty after retirement may be authorized by the SA to have
leave accrued before retirement that was lost to be recredited under 10 USC 701c. The SA may limit the use of
consecutive days of leave granted based on operational requirements. Soldiers may not be prohibited from taking leave
accrued during the new period of military service as a condition of the continuation or recall action.

2-4. Payment of accrued leave

a. Payment of accrued leave is made per DODFMR 7000.14-R.

b. Payment of accrued leave is made per 37 USC 501h for leave earned in a missing status (see para 2-3 for leave
earned in a missing status). By law, payment of accrued leave is limited to 60 days one time during a military career,
unless earned in a missing status or under subparagraphs d and e below.

c. Settlement is made for leave days accrued to the actual date of death for Soldiers who die while in a missing
status. Payment may exceed 150 days (para 2-3b).

d. Payment of accrued leave is made per 37 USC 501b for leave earned by a Soldier of a Reserve Component,
retired Reserve, or retired member of the Regular Army while serving on active duty in support of a contingency
operation. By law, payment of accrued leave is limited to 60 days one time during a military career, unless earned
under this paragraph. (See sub para b above or sub para e, below.)

e. For Soldiers who die because of an injury or illness incurred while serving on active duty in support of a
contingency operation, settlement of accrued leave is made per 37 USC 501d. Settlement of accrued leave in excess of
60 days is authorized regardless of any leave previously cashed-in.

f. Payment of accrued leave is made to Soldiers who elect partial payment and carry forward a balance to new or
extended reenlistment.

g. Payment for accrued leave, for preceding period of service, is not authorized to Soldiers who elect to have all
leave carried forward to new or extended reenlistment.

h. Accrued leave is forfeited when Soldier is discharged before completing 6 months of active duty per 37 USC
501e when the discharge is based on unsatisfactory performance or misconduct under any of the reasons cited below.

(1) Enlisted separation reasons.

(a) Defective enlistments and inductions (underage and fraudulent entry only).

(b) Entry level performance and conduct.

(c) Unsatisfactory performance.

(d) Rescinded.

(e) Drug or alcohol abuse rehabilitation failure.

(f) Misconduct.

(g) Separation instead of trial by court-martial.

(h) Security (unless the Soldier receives an honorable discharge).

(2) Officer separation reasons.

(a) Separation for cause.

(b) Dropped from the rolls.

(c) Rescinded.

(d) Misconduct or moral or professional dereliction.

(e) Separation instead of trial by court-martial.
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(f) Security (unless the Soldier receives an honorable discharge).

2-5. Subtracting leave credit
a. Leave is subtracted for lost time, excess leave, or other nonpay status.
b. Subtract 2% days leave for each full month of absence.
c. For part-month absence, use table 2-1 to subtract leave.

Table 2-1
Part-month leave credit

Date Separated

or

Days Lost or Minus Add Credit Enlistment/Reenlistment
Leave Balance Subtract Credit Add Credit

1-6 Y> day 2% days

7-12 1 day 2 days

13-18 1% days 1% days

19-24 2 days 1 day

25-31 2% days Y> day

Notes:

1 Reenlistment. If a reenlistment within the same month as a separation would result in a leave credit in excess of 2% days for the month, subtract the leave
credit received on separation from 2% days (maximum monthly leave credit) to arrive at the remaining credit for the month.

Example: Soldier separates on 5 July. Credit with 1/2 day leave. Soldier reenlists on 6 July. Credit with 2 days leave (2% days maximum entitlement minus
1/2 day credit received on separation equals 2 days remaining entitlement).

Chapter 3
Special Leave Accrual

Section |
Overview

3-1. Concept

a. The intent of special leave accrual is to provide relief to Soldiers who are not allowed leave when undergoing
lengthy deployment or during periods of hostility.

b. The leave program is designed to encourage the use of leave as it accrues rather than to accumulate a large leave
balance. Soldiers who build their leave balance to the maximum level risk losing their leave should a situation occur
that prevents or delays leave use.

3-2. Authorization

a. Section 701f, title 10, United States Code (10 USC 701f) provides special leave accrual to Soldiers who meet the
criteria in this section.

b. Special leave accrual is authorized to Soldiers who served in an area in which he or she was entitled to hostile
fire or imminent danger pay for at least 120 continuous days. (See DODFMR 7000.14-R for hostile fire or imminent
danger locations). No additional criteria is required under this paragraph for approval.

c. Soldiers assigned to a designated deployable ship, designated mobile unit, or other similar prescribed duty may be
authorized special leave accrual if operational requirements prevented use of leave.

d. Soldiers who meet all the following conditions may also qualify for special leave accrual:

(1) Deployed for a lengthy period, normally 60 or more days.

(2) Deployed to meet a contingency operation of the United States.

(3) Deployed to enforce national policy or an international agreement based on a national emergency or in the need
to defend national security.

(4) Prevented from using leave through the end of the FY because of deployment.
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Section I
Task: Requesting Special Leave Accrual

3-3. Rules to request special leave accrual

a. The criteria in paragraph 3-2 are based on law. Therefore, exceptions are not permitted.

b. Special leave accrual authorizes Soldiers to carry forward up to 90 days of leave at the end of an FY (60 days
normal leave carry over plus 30 days special leave accrual).

¢. Commanders in the grade of O-5 or higher are the approval authority for Soldiers who serve at least 120
continuous days in an area in which the Soldier is entitled to hostile fire and imminent danger pay. Commanders will
not approve special leave accrual until after the FY, when it becomes known how much leave Soldier will lose.

d. Soldiers may continue to qualify for the 120-day requirement when hospitalized outside the designated area due
to injuries resulting from hostile action. Qualification continues when the Soldier remains entitled to receive hostile fire
and imminent danger pay.

e. The CG, AHRC, is the approval authority for requests for special leave accrual for Soldiers who meet the criteria
in paragraph 3-2dabove. Requests must contain information in (1) through (11) below; otherwise, they will be returned
without action. Requests will provide—

(1) Information why Soldiers were deployed for a lengthy period, normally 60 or more days, during fiscal year.
(AHRC will consider requests that are less than 60 days if Soldier is deployed through the end of the fiscal year.)

(2) The date command was notified of deployment requirements.

(3) Who directed deployment requirement.

(4) Unclassified name of the operation, if applicable.

(5) The date the Soldier was notified of the deployment requirement.

(6) The date of departure on deployment and the date of return or projected return.

(7) Information concerning commander’s annual leave program and the Soldier’s ability to take leave during the
fiscal year.

(8) The Soldier’s leave schedule prior to notification of the deployment requirement.

(9) Whether the Soldier could have taken any leave after notification of deployment, and prior to departure on
deployment. Explain.

(10) Whether Soldier could have taken any leave or can take leave while deployed. If not, what prevented or is
preventing leave use.

(11) How many leave days Soldier lost or will lose at the end of the fiscal year.

f. Leave accrual in excess of 60 days is credited only for use, not for payment.

g. Accrued special leave accrual must be used before the end of the third fiscal year after the fiscal year in which
the qualifying service ended. For example, if qualifying service terminated September 1990 (FY 90), Soldier must use
leave by the end of the FY 1993 (30 Sep 93) or lose all accrued leave over 60 days.

h. A portion of the leave balance that exceeds 60 days regardless of whether or not the Soldier was assigned to a
designated activity cannot be approved. (For example, Soldier deployed to a designated activity on 15 September 1992.
On that day, the Soldier had a leave balance of 80 days. On 30 September 1992, the Soldier had a leave balance of 82.
5 days. Since the Soldier could not have reduced his or her leave balance to 60 days before 30 September 1992, the
total accumulation (82.5) cannot be carried over. Only that portion, that could not have been taken, can be carried over.
In this example, the Soldier would lose 6.5 days at the end of the FY (82.5 days minus 60.0 days leaves 22.5 days).
From 22.5 days subtract 16.0 days (the number of days Soldier could have used before 1 October 1992).

i. US. Army Reserve (USAR) active Guard Reserve Soldiers who qualify under this section must have their
requests routed through the servicing military personnel organization to Commander, U.S. Army Reserve Personnel
Center (ARPERCEN) for approval.

3—-4. Steps to request special leave accrual
The steps for requesting special leave accrual are shown in table 3-1.
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Table 3-1
Requesting special leave accrual

Step Work center Required action

1 Unit Identify Soldiers who served in a hostile fire/imminent danger pay area for at least
120 consecutive days the previous year. (See note 1.)

2 CDR Approve requests for Soldiers who meet criteria in paragraph 3-3.

3 Unit Process approved requests to the servicing Finance and Accounting Office or
equivalent.

4 Soldier Requests special leave accrual.

5 CDR Disapprove personal requests from Soldiers who clearly do not meet criteria (para
3-1). (See note 2.)

6 Unit Use sample memorandum, figure 3—1 or DA Form 4187, to request special leave
accrual for Soldiers who meet the criteria in paragraph 3-3.

7 Unit Send request through chain of command, including MACOM, to Commander,
AHRC, (TAPC-PDO), Alexandria, VA 22332-0474 for approval or disapproval af-
ter the end of the fiscal year.

8 Unit Send active guard reserve requests through chain of command including MACOM
directly to Commander, ARPERCEN, (DARP-AR), 9700 Page Boulevard, St.
Louis, MO 63132-5200

Notes:

1. DODFMR 7000.14-R provides approved hostile fire and imminent danger locations.
2. Disapprove personal requests from Soldiers who clearly do not fall within approval criteria (para 3—1). These requests include, but are not limited to, Sol-

diers losing leave on an individual basis because of—

a. PCS.

. Temporary duty (TDY) in performance of normal duties or training.

. PTDY.

. Assignment, detail, or TDY to special duties or projects, study group or similar duty.

Participation in scheduled training exercises.

b
c
d. Hospitalization.
e
f.
g. Participation in sporting activities.

h. Assignment to expanded duties or a more responsible position.
i. Disapproval of a Soldier’s leave request due to operational requirements (unless due to preparation for a deployment and subsequent deployment).

j. Soldier's withdrawal of a leave request.

k. Failure to submit a request due to operational requirements unless necessitated by a national crisis or national emergency.
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(Letterhead)
(Office Symbol) (MARKS) (Date)
MEMORANDUM THRU Commander, FORSCOM, ATTN: XXXX-XX, Fort McPherson, GA 30330-6000
FOR Commander, PERSCOM, ATTN: TAPC-PDO, ALEX VA 22333-0474
SUBJECT: Special Leave Accrual— (Rank) (First, Middle, Last name), (Social security number (SSN))

1. Request special leave accrual be approved for (Rank) (Name). The following information is provided for consideration:

a. Command was notified of deployment requirement (Date).

b. The requirement was directed by (example: JCS).

¢. Unclassified name of the requirement is (name—example: SILVER HAWK).

d. Unclassified information concerning the nature of the requirement follows:
(1) A classified contingency requirement developed due to the need to defend national security.
(2) Nature of the requirement includes a deployment to (Location) for the purpose of ( ).

e. The soldier was notified of the requirement on (Date).

f. The soldier deployed (Date) and returned from the deployment on (Date).

g My annual leave program aggressively supports the use of 30 days leave each year.

h. Soldier was able to take leave on ( ) and other occasions during the fiscal year.

(Office Symbol)
SUBJECT: Special Leave Accrual—SFC Jake J. Jones, 123-45-6789

i. Soldier had taken (Number) days leave prior to notification of the deployment. Soldier was scheduled to take an additional (Number)
days of leave beginning (Date).
j- The soldier took (Number) days leave after notification of deployment but was precluded from taking any more leave before
deployment because ( ).
k. The soldier was precluded from taking leave during the deployment because ( ).
1. The soldier lost (Number) days leave at the end of the fiscal year.
2. Point of contact (POC) is (Name), Defense Switched Network (DSN) (Number).
(authority line):

(Signature block of
commander or authorized
designee)

Figure 3-1. Sample of a special leave accrual request

Chapter 4
Chargeable Leave

Section |
Task: Goals for Chargeable leave

4-1. Rules for chargeable leave

a. Manage chargeable leave to meet—

(1) Congressional intent for its use and accountability.

(2) Legal and DOD requirements.

b. Soldiers will be briefed on requesting a leave extension (chap 10) prior to departing on leave.

c. Requests for leave will not be approved which encompass two or more periods of absence during which the
Soldiers are not required to perform duty from the end of one leave period to the beginning of another leave period.
Exceptions may be granted under emergency or unusual circumstances as determined by the leave approval authority.
The emergency or unusual circumstance must become known after Soldier terminates leave. For example, Soldier
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terminates leave 2400 hours Friday and on Sunday Soldier becomes aware of a problem that requires him or her to
begin another period of leave.

4-2. Steps for chargeable leave
The steps for chargeable leave are shown in table 4-1.

Table 4-1

Chargeable leave

Step Chargeable absences

1 Ordinary leave (paras 4-3 and 4-4).

2 Advance leave (paras 4-5 and 4-6).

3 Emergency leave (chap 6).

4 Environmental and morale leave (EML) (paras 4-7 and 4-14).

5 Leave awaiting orders resulting from disability separation proceedings (paras 4-15 and 4-16).
6 Leave together with COT (paras 4-17 and 4-18).

7 Reenlistment leave (paras 4-19 and 4-20).

8 Transition leave (paras 4-21 and 4-22).

9 Rest and recuperation (R & R) leave (paras 4-23 and 4-24).

10 Periods of leave that encompass a public holiday or weekends (paras 4-25 and 4-26).
11 Pregnancy home leave (paras 4-27 and 4-28).

12 AWOL (when excused as unavoidable) (paras 4-29 and 4-30).

13 Leave together with PCS and TDY (chap 7).

Section I

Task: Requesting Ordinary Leave

4-3. Rules to request ordinary leave

a. Soldiers are authorized, on the average, to take 30 days of leave a year. (Commanders may grant more than 30
days if operationally feasible.)

b. Ordinary leave is a chargeable leave granted in execution of the commander’s annual leave program (paras 2-2
and 4-1).

c. The unit commander or designee is the approval authority for ordinary leave requests.

4-4. Steps to request ordinary leave
The steps to request ordinary leave are shown in table 4-2.

Table 4-2

Request ordinary leave

Step Work center Required action

1 Soldier On DA Form 31 (Request and Authority for Leave) (chap 12), complete blocks 2
through 11.

2 Soldier On DA Form 31, block 7, check ordinary.

3 Soldier Read instruction on reverse side of DA Form 31. If needed, request clarification.

4 Soldier Provide the latest LES to first person in chain of command with leave request (if

applicable, annotate corrections to ending leave balance and provide reason for
discrepancy).

5 Soldier Obtain chain of command recommendation in block 12 and forward to unit com-
mander (or designee) for approval.

6 Unit Receive leave requests and follow processing procedures in paragraphs 12-1
and 12-3.
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Table 4-2
Request ordinary leave—Continued

Step Work center Required action

7 BNS1 Receive leave request from unit and follow processing procedures in paragraphs
12-1 and 12-5.

Section Il

Task: Requesting Advance Leave

4-5. Rules to request advance leave

a. Advance leave is chargeable leave granted in anticipation of the accrual of leave during the remaining period of
active duty and may be granted for—

(1) A Soldier who has an emergency (chap 6).

(2) A Soldier who has an urgent personal or morale problem.

(3) Accession or PCS move (chap 7).

(4) A pregnant Soldier who desires home leave.

b. Advance leave is with pay and allowances, including leave accrual.

c. Soldiers may be granted advance leave only when accrued leave is exhausted.

d. Advanced leave changes to excess leave on date of separation, reenlistment, or entry into an extension of
enlistment (para 5-15L).

e. Advance leave may be granted together with expiration of term of service (ETS) or retirement provided transition
processing is not interfered with.

f. Leave does not accrue during periods of excess leave.

g. The unit commander is the approval authority for advance leave requests for up to 30 days.Requests for advanced
leave in excess of 30 days must be forwarded to AHRC (TAPC-PDO-PO), 200 Stovall Street, Alexandria, VA
22332-0474 for approval.

h. To avoid excessive minus leave balances, advance leave will be limited to the minimum amount of leave needed.
Further advance leave will normally be limited to the lesser of—

(1) Thirty days.

(2) The amount of leave that will be earned during the remaining period of the current tour of active duty. The
current tour of active duty includes current enlistment, excluding extensions that have not become effective for enlisted
Soldier.

(3) While serving an extension, the amount of leave that will accrue prior to the date of separation.

i. Advance leave will not be granted together with excess leave authorized for Soldiers—

(1) In professional degree programs.

(2) In officer procurement programs.

(3) Being processed for punitive, administrative, or disability discharge.

4-6. Steps to request advance leave
The steps to request advance leave are shown in table 4-3.

Table 4-3

Request advance leave

Step Work center Required action

1 Soldier Request leave on DA Form 31, complete blocks 2 through 11 (chap 12).

2 Soldier On DA Form 31, block 7, check “other”. After “other”, post advance.

3 Soldier Provide reason for request and justification for approval (DA Form 31, block 17).
4 Soldier Include following statement in request: “I understand that advance leave changes

to excess leave on the date of separation, reenlistment, or entry into an extension
of enlistment. | further understand that excess leave is without pay and allow-
ances. This includes entitlement to physical disability retired pay should | become
disabled while in an excess leave status”.

5 Soldier Forward request to unit commander.
6 Unit Review and ensure request meets criteria in paragraph 4-5.
7 CDR Approve or disapprove request if request is for less than 30 days.
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Table 4-3
Request advance leave—Continued

Step Work center Required action

8 Unit Forward requests for advance leave of 31+ days to AHRC (TAPC-PDO-PO)
recommending approval, or grant 30 days and forward request to AHRC
(TAPC-PDO-PO), recommending approval, for the remainder of leave that ex-
ceeds 30 days. (See note 1.)

9 Unit Prepare memorandum attaching a photo copy of DA Form 31 for requests of 31+
days to begin in 30+ days. Provide recommendation for approval POC, DSN tele-
phone number, and explain any unclear circumstances. (See note 2.)

10 Unit Prepare electronic message to AHRC (TAPC-PDO-PO) for requests of 31+ days
to begin in less than 30 days, include reason for the request, recommendation for
approval, POC, DSN telephone number, and explain any unclear circumstances.
(See note 3.)

11 Unit Follow leave processing procedures for approved leave requests in paragraphs
12-1 and 12-3.

12 BNS1 Receive leave request from unit and follow processing procedures in paragraphs
12-1 and 12-5.

Notes:

1 Do not grant partial approval if Soldier cannot accomplish purpose for which advance leave is being granted without the approval of the Commanding Gen-
eral, AHRC, for the remainder of leave.

2 Address for memorandum: Commander, AHRC, ATTN:TAPC-PDO-PO 200 Stoval Street, Alexandria, VA 22332-0474.

3 Message address: CDR AHRC, Alexandria, VA//TAPC-PDO-PO//.

Section IV
Task: Developing Environmental Morale Leave Programs in Overseas Areas

4-7. Rules to develop environmental morale leave programs in overseas areas

a. Environmental morale leave is a chargeable leave program established at overseas locations to make use of space-
available travel or commercial transportation.

b. EML is a unified commander’s program and may be funded: per 37 USC 411c or nonfunded (paras 4-9 and
4-13).

¢. Unified commanders develop EML programs for their area of responsibility when one or more of the following
deficiencies exist:

(1) Extraordinarily difficult living conditions, including geographic isolation, inadequate commercial transportation,
and lack of adequate cultural and recreational opportunities. Locations must be truly isolated, austere, or environmen-
tally depressed to be designated for EML.

(2) Notably unhealthy conditions, including lack of public sanitation, inadequate health control measures, and high
incidence of diseases and epidemics.

(3) Excessive physical hardship from climate, altitude, or dangerous conditions affecting life, physical well-being, or
mental health.

d. Normally, environmentally depressed conditions are reflected by those overseas locations where the with-
dependents tour length is 24 months or less (see AR 614-30).

e. Adverse economic conditions and cultural differences alone are not a basis for designating an EML duty location.

f. The adversity of economic conditions overseas is recognized by a system of station allowances. All overseas
assignments necessitate adjustments for cultural differences.

g. Unified commanders must ensure that relief cannot be obtained from the adverse conditions by automobile,
space-available military air, or commercial land, air, or sea travel without uncertainty in travel arrangements, hazard to
personal safety, or inordinate expense.

h. EML is for Soldiers and their command sponsored dependents.

i. Except for “dependent restricted” tours (see AR 614-30), EML is normally not taken in the first or last 6 months
of a Soldier’s tour of duty. Major commanders or their designated representative at their command level may waive the
6-month rule on a case-by-case basis. Waivers are based on mission requirements and unigue personnel considerations.
Soldiers not on “dependent restricted” tours may submit a request to waive the 6-month rule containing the following
information:

(1) Soldier’s station.

(2) Date eligible for return from overseas (DEROS).

(3) Number of dependents who will be traveling on EML with the Soldier.

(4) Dates of desired EML.
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(5) The extraordinary circumstances that prevented or are preventing the use of leave during the normal timeframe.

j. The following will be used as a guide to develop the minimum required information to evaluate and establish
funded EML locations and designations. Unified commanders must evaluate each of these items. They are encouraged
to add additional comments and factors that bear on the proposed request. This documentation must be forwarded along
with EML establishment request.

(1) Installation. Identify the installation, the location of the installation, and the date that the documentation is
prepared.

(2) Tour length. The current tour lengths, both the accompanied-by-dependents and all-other tours length.

(3) Affected population. By Military Service, list the number of officers, enlisted service members (with command-
sponsored dependents), total number of command-sponsored dependents, and unaccompanied service members.

(4) Geography.

(a) Nearest community (town, population, distance, and driving time).

(b) Nearest community with population of 10,000 or more (town, population, distance, and driving time).

(c) If isolation is a contributing factor, explain.

(5) Climate.

(a) Temperature (highest, lowest, and annual average).

(b) Humidity (highest, lowest, and annual average).

(c) Precipitation (annual average) (snow and rain).

(d) If climate is a contributing factor, explain.

(6) Location support.

(a) If location is not self-supporting, identify support base (base, distance, and driving time).

(b) Note the nearest major U.S. installation (base, distance, and driving time).

(7) Medical support.

(a) Describe the medical and dental support and facilities at the location.

(b) Describe medical and dental care available (internal medicine, obstetrics or gynecology, pediatrics, general
surgery, and oral surgery).

(c) Describe dependent medical and dental care available.

(d) List the locations of nearest medical and dental facilities if not available at this location (include base, distance,
and travel time).

(8) Commissary support.

(a) Describe U.S. commissary at this location.

(b) If there is no commissary support at this location, describe the nearest available U.S. commissary.

(c) Comment on civilian food market (availability, cost, and sanitation).

(9) Exchange support.

(a) Describe U.S. exchange at this location.

(b) If there is no U.S. exchange available at this location, describe the nearest adequate U.S. exchange (location,
distance, and travel time).

(c) Comment on local civilian market (availability, food cost, and banking facilities).

(10) Education support.

(@) Comment on availability and accreditation status of dependent schools, to include location. (Include commuting
time.)

(b) Comment on off-duty education available to service members and dependents.

(c) Comment on library facilities.

(11) Religious support. Comment on available religious facilities and support.

(12) Recreational support. Comment on available support and facilities both on and off base.

(13) Mail support. Comment on average mail delivery time to and from the United States (air mail and surface
mail).

(14) <ocial restrictions. Describe nature and extent of any restriction on social life of service members (bachelor and
married, accompanied and unaccompanied, and male and female), due to local customs, language, attitude of local
population, Government restrictions, political climate, and so forth.

(15) Transportation support.

(a) Describe the in-country transportation systems.

(b) Comment on the advisability or necessity of having a privately owned vehicle (POV).

(c) Describe the international air support between the proposed EML duty location and destination.

(d) Indicate the distance between the proposed duty location and the nearest international terminal or U.S. military
installation where air support is available.

(e) Indicate costs for civilian transportation between the proposed EML duty location and destination.
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(f) Explain any unique difficulties.
(g) Requirements for country clearance at destination.
(16) Comments. Add any additional comments that should be considered.

4-8. Steps to develop environmental morale leave program in overseas areas
The steps to develop an EML program in overseas areas are shown in table 4-4.

Table 4-4

Developing environmental morale leave program in overseas areas

Step Unified commanders

1 Collect and review data pertaining to living conditions for area. (See para 4-7.)

2 Prepare request recommend designation for a funded EML location per paragraph 4-7.

3 Forward EML request (para 4-7 to Assistant Secretary of Defense (Force Management and Personnel), Washing-

ton, DC 20301- 4000.

Section V
Task Using Funded Environmental Morale Leave

4-9. Rules to use funded environmental morale leave

a. Section 411c, title 37, United States Code (37 USC 411c) is the authority to ensure uniformity and consistency
within the funded EML program.

b. Initial designations are based on appropriate unified commander’s recommendation.

c. Locations must be recertified every 2 years based on appropriate unified commander’s recommendation.

d. Recommendations for a designation are made to Assistant Secretary of Defense (Personnel and Readiness) with
full justification and submitted through command channels including—

(1) An EML application completed by the commander of the command recommending the designation.

(2) Comments from senior representatives of other DOD components within the area that may be affected.

(3) Comments from senior military service representative within the theater.

(4) Comments from Headquarters, Military Airlift Command (MAC), about the availability and frequency of space-
available military air.

(5) The proposed EML designation.

(6) Soldiers on a 24- or 36-month consecutive tour, including extensions (see AR 614-30) are authorized—

(@) One round trip for a 24-month tour.

(b) Two round trips for a 36-month tour.

e. Except for “dependent-restricted” tours (see AR 614-30), EML is normally not taken in the first or last 6 months
of a Soldier’s tour of duty.

f. Major commanders or their designated representatives at their command level may waive the 6-month rule on a
case-by-case basis.

g. Waivers are based on mission requirements and unique personnel considerations.

h. Soldiers may submit a request to waive the 6-month rule containing the following information:

(1) Soldier’s station.

(2) DEROS.

(3) Number of dependents who will be traveling on funded EML with the Soldier.

(4) Dates of desired funded EML leave.

(5) The extraordinary circumstances that prevented or are preventing the use of leave during the normal timeframe.

i. Chargeable leave begins the day after Soldier arrives at the aerial port of debarkation (APOD) and ends the day
prior to the day the Soldier reports to the aerial port of embarkation (APOE).

4-10. Steps to use funded environmental morale leave
The steps to use funded EML are shown in table 4-5.
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Table 4-5
Funded environmental morale leave use

Step Work center Required action

1 Soldier Complete blocks 2 through 11 on DA Form 31, (chap 12). (See para 4-9)

2 Soldier Check “other” on DA Form 31, in block 7. After “other”, post EML.

3 Unit Follow procedures established by unified commander. (see para 4-9)

4 Unit Follow leave processing procedures in paragraphs 12-1 and 12-3.

5 BNS1 Receive request from unit and follow leave processing procedures in paragraphs
12-1 and 12-5.

6 BNS1 Begin chargeable leave the day after the Soldier arrives at the aerial port of de-
barkation.

7 BNS1 End chargeable leave the day prior to the day the Soldier returns to the aerial port

of embarkation.

Section VI
Task: Determining Funded Environmental Morale Leave Travel

4-11. Rules to determine funded environmental morale leave travel
a. Travel is performed in a duty status.
b. Travel is per Joint Federal Travel Regulations (JFTR).

4-12. Steps to determine funded environmental morale leave travel
The steps to determine funded EML travel are shown in table 4-6.

Table 4-6

Environmental morale leave travel

Step Work center Required action

1 BNS1 Consult JFTR, paragraph U7207, for entitlement to travel.

2 Unit Consult JFTR, paragraph U7207, for approved EML locations.
3 PSC Direct travel questions to the local transportation or travel office.
Section VIl

Task: Using Nonfunded Environmental Morale Leave

4-13. Rules to use nonfunded environmental morale leave
a. EML locations are designated by unified commanders for both origination and destination sites.

b. Location is limited to the closest area offering environmental relief, suitable accommodations, and recreational
facilities.

¢. Normal military airlift routes are considered when determining relief designations.
d. Soldier may take no more than two trips per year. Normally, do not request EML in the first or last 6 months of a
tour unless on a dependent-restricted tour (AR 614-30). (See para 4-9 for rules to waive 6-month rule.)

4-14. Steps to use nonfunded environmental morale leave
The steps for nonfunded EML are shown in table 4-7.
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Table 4-7
Nonfunded environmental morale leave

Step Work center Required action
1 Soldier When requesting EML, complete DA Form 31, blocks 2 through 11 (chap 12).
2 Soldier Check “other” on DA Form 31, block 7. After “other”, post EML.
3 Unit Complete leave processing procedures in paragraphs 12-1 and 12-3.
4 BNS1 Receive leave request from unit and complete leave processing procedures in
paragraphs 12-1 and 12-5.
5 Unit Charge leave for the entire absence, including travel time.
PSC Authorize space—available on DOD controlled air transportation.
7 PSC Direct travel questions to the local transportation or travel office.
Section VIII

Task: Requesting Permanent Change of Station Leave Pending Orders for Disability Separation

4-15. Rules to request permanent change of station leave pending orders for disability separation

a. Soldiers who are awaiting results of disability separation proceedings may request to be ordered home on PCS
leave (AR 635-40).

b. PCS leave is charged to the extent of maximum leave accrued. Any authorized absence in excess of maximum
accrued leave is not chargeable as leave (Soldier remains entitled to pay and allowances).

¢. The unit commander is the approval authority.

4-16. Steps to request permanent change of station leave pending orders for disability separation
The steps to request PCS leave awaiting orders for physical disability are shown in table 4-8.

Table 4-8

Processing leave awaiting orders request

Step Work center Required action

1 Soldier Request PSC leave pending results of disability separation proceedings, on DA
Form 31, blocks 2 through 11 (chap 12).

2 Soldier Check “other” on DA Form 31, block 7. After “other”, enter PCS home.

3 Unit Receive request and ensure Soldier is pending disability separation (AR 635-40).

4 CDR Approve or disapprove request.

5 Unit Follow leave processing procedures in paragraphs 12-1 and 12-3. Forward to
BNS1 for further processing.

6 BNS1 Receive leave request and follow leave processing procedures in paragraphs
12-1 and 12-5.

Section IX

Task: Requesting Leave Together with Consecutive Overseas Tours

4-17. Rules to request leave together with consecutive overseas tours

a. Leave together with COTs is a chargeable leave granted together with Army funded transoceanic travel and
transportation per 37 USC 411b.

b. Soldiers ordered to a COT at the same duty station or another overseas duty station are authorized COT leave.

c. The new tour must be an authorized tour as prescribed by AR 614-30.

d. Soldiers’ and command sponsored dependents’ travel entitlements are specified in JFTR, Volume 1, paragraph
U7200.

e. Travel is performed in a duty status (not chargeable as leave).

f. COT leave—

(1) Normally will be used between the two tours of duty or Soldier may defer COT leave for personal reasons or
losing or gaining commander may defer COT leave due to military necessity.
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(2) Must be used between the two tours of duty when Soldier’s PCS requires Soldier or dependents to traverse
through CONUS, unless the losing or gaining commander defers COT leave due to military necessity.

(3) May be taken together with TDY.

(4) Is not authorized together with any other leave programs.

g. PCS orders will reflect in the additional instructions lead line that Soldier is authorized COT leave. (See AR 600-
8-105 for completion of additional instructions lead line.)

h. For Soldiers authorized by subparagraph f(1) above to defer their COT leave or if the losing or gaining
commander defers due to military necessity, the Soldier’s PCS orders will reflect in the additional instructions lead line
(see AR 600-8-105) that Soldier is authorized COT leave and the reason for deferral. Also, DA Form 31, block 30,
will state whether Soldier deferred or the losing or gaining commander deferred COT leave, and that Soldier must take
COT leave travel within the 1-year period from the date the Soldier reports to the new permanent duty station (PDS) or
begins an in place consecutive overseas tour. If leave is not taken within this period, the entitlement is lost.

i. When COT leave is deferred, the first leave taken away from the Soldier’s new PDS does not have to be Soldier’s
COT leave.

4-18. Steps to request leave together with consecutive overseas tour
The steps to request leave in conjunction with COT are shown in table 4-9.

Table 4-9

Requesting leave in conjunction with consecutive overseas tour

Step Work center Required action

1 Soldier Request leave between the two tours of duty or defer COT for personal reasons.
(see para 4-17f(1) and (2)).

2 Soldier Complete DA Form 31, blocks 2 through 11 (chap 12).

3 Soldier Check “other” on DA Form 31, block 7. After “other”, post COT.

4 CDR Approve leave unless precluded by military necessity (para 4-17).

5 Unit If leave is deferred due to military necessity, post DA Form 31, block 17, and PCS

orders additional instruction lead line (AR 600-8-105) with reason for deferral,

whether the losing or gaining commander deferred and the following statement:
“You must take COT leave within the 1 year period from the date you report to
new PDS or begin another overseas tour at the same duty station. If leave is not
taken during this period, COT leave travel is forfeited. Maintain your copy of this
denial and provide it to your gaining commander to support COT leave travel au-
thorization along with a copy of PCS orders authorizing COT”". (See para 4-17f(1)

and (2).)

6 Unit If COT leave is deferred by Soldier, post DA Form 31, block 17, with reason for
deferral and statement contained in Step 7 above.

7 Gaining CDR If COT leave was deferred, advise Soldier when leave may be taken.

8 Soldier If leave was denied between the two tours, request COT leave within the 1-year

period from the date of reporting to new PDS or beginning another overseas tour
at the same duty station (para 4-17f(1) and (2)).

9 Unit Attach disapproved DA Form 31 for COT leave between the two tours of duty and
copy of PCS orders authorizing COT.

10 Unit Advise Soldier to retain the disapproved DA Form 31 for COT leave between the
two tours of duty. (Soldier will need this document to substantiate a request for
deferred COT leave.)

11 Unit Follow leave processing procedures in paragraphs 12-1 and 12-3.
12 BNS1 Follow leave processing procedures in paragraphs 12-1 and 12-5.
Section X

Task: Requesting Reenlistment Leave

4-19. Rules to request reenlistment leave
a. Reenlistment leave is a chargeable absence.
b. The unit commander or designee is the approval authority.
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c. Soldiers who reenlist, to include prior service replacement stream personnel, on completion of required training or
evaluation of training requirements maybe authorized at least 30 days and up to 90 days reenlistment leave.

d. Reenlistment leave is the first leave taken after reenlistment, unless deferred due to—

(1) Operational necessity.

(2) Desire of Soldier.

(3) Emergency leave taken.

4-20. Steps to request reenlistment leave
The steps to request reenlistment leave are shown in table 4-10.

Table 4-10

Requesting reenlistment leave

Step Work center Required action

1 Soldier When requesting reenlistment leave (chap 12) complete DA Form 31, blocks 2
through 11.

2 Soldier Check “other” on DA Form 31, block 7. After “other”, post reenlistment.

3 CDR Approve leave unless precluded by military necessity.

4 Unit If leave is deferred due to military necessity, Soldier's desire, or emergency leave,

advise Soldier the next leave taken will be his or her reenlistment leave, unless
further deferred because of reasons stated in this step.

5 Unit If leave was denied due to military necessity, advise Soldier when leave may be
taken.

6 Unit Follow processing procedures in paragraphs 12—-1 and 12-3.

7 BNS1 Receive request from unit and follow processing procedures in paragraphs 12-1
and 12-5.

Section Xl

Task: Using Transition Leave

4-21. Rules used to request transition leave

a. Transition leave (formerly called terminal leave) is a chargeable leave granted together with transition from the
Service, including retirement.

b. The unit commander or designee is the approval authority for transition leave requests.

c. Leave will not be granted if it exceeds that accrued or to be accrued between the date of approval and date of
transition. (See para 5-15 and para 5-33 for exceptions.)

d. Leave granted must not interfere with operational requirements, timely processing, or transition processing.

e. Leave may be granted for Soldiers stationed overseas returning to CONUS or area of residence.

f. Soldiers stationed in CONUS (or OCONUS) will complete processing at an authorized and directed transition
activity before beginning leave. As an exception, Soldiers retiring and requesting a location of personal choice
transition point will complete processing at a designated U.S. Army Transition Point prior to departing on leave.

g. The established transition date may be extended only for Soldiers pending phys