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HHC USAG  TURBO LEAVE & PASS  FORM   ver 3


1 March, 1997








1.  Emergency Leave.  You only need to do Emergency Leave procedures if a prior duty commitment will interfere with leave OR you wish AER, ACS, or Red Cross travel funding.  Otherwise Skip Red Cross, just get supervisor to sign, and Walk It To CDR/1SG.  SDNCO can locate CDR/1SG after duty hours.  Go To Paragraph 3!


To Get Red Cross Message: call  233-3953 during duty hours  or  233-2222 after duty hours.





2.  Pass Form:  Regular (2-Day) and Special (3-4 Day).     Fill out below.    Take to PAC.    No DA 31 required!


Print   Rank, Last Name, First Name, MI





�
Signature:�
�
Section:





�
SSN:�
�
From (date):





�
To (date):�
Pass Address & Phone Number:�
�
Supervisor Printed Name:





�
Supervisor Signature:�
�
Commander Name:





Captain I. B. King�
Commander Signature:�
�



3.  LEAVE or LEAVE with Permissive TDY:  DON’T fill out the above form.    Legibly fill out DA Form 31 (Sep 93), have supervisor sign Block 12.  Print Company Commander signature block in Block 13:  I. B. King, CPT, IN, Commanding.   Take DA 31  to PAC for Control Number and CDR Signature.   Call 233-3358/2136  to sign Out/In.   


NOTE:  You must sign out In Person if leave is for PCS, ETS or RETIREMENT (Terminal).  





4.  Details.    





SUBMIT NLT 15 Days before start of leave/pass so we can deconflict the duty roster.  Majors on the FOD roster YOU must inform G1of your leave/pass dates.





NO LES is required to be attached to leave/pass form.





HAND WRITE the DA 31 if you wish,  But Do Not Make Corrections To The Start Date, End Date, or Total Days: it Invalidates the Form!





Need extension?  FIRST Supervisor must approve, THEN Commander or First Sergeant Approves.   KNOW your supervisor’s phone number BEFORE you go.  SDNCO’s number is 233-2136.





Have a Mealcard?  See PAC for specifics...you may have to turn in the mealcard.





Live in Barracks?  You must sign a statement indicating whether or not you want to store your belongings in the barracks storage room (each building has one).   See Supply for details (233-3665)





Pass at start or end of Leave?  Only if the pass Begins and Ends at your local address.





250 Mile Limit:  If you plan on traveling more than 250 Miles from Ft X you must  submit a Regular or Special Pass, and have it approved by your supervisor and  the commander Before you Depart..   And as always, if you go farther than a “Reasonable Person” would go, given the time, transportation, and your resources, you might be found “Not In Line of Duty” for an accident caused by you pushing the limits of your own endurance and available time.  May result in loss of free Hospitalization or SGLI!   Also, your failure to return for duty on time might be considered AWOL!  If in doubt, ask your supervisor, use sound judgement and... 





Make sure you have enough time.   It’s better to ask for  a couple extra days and sign in early than to waste a day of leave trying to get an extension OR to drive too fast/too long and have an accident.


Privacy Act.   You are NOT required to provide any of the above information requested for the Pass.   However, without it we will not process your  Pass.    If you have a burning desire to know more, read AR 340-21 (Privacy Act).


