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BATTALION ORDER 1050.2A

From:  Commanding Officer

To:
 Distribution List

Subj:  LEAVE AND LIBERTY REGULATIONS

Ref:   (a) MCO P1050.3H w/ Ch 1-2


 (b) OPNAVINST 5510.1H


 (c) MCO P1900.16F


 (d) DivO 1050.2K w/ Ch 1-2

1.  Situation.  To promulgate instructions regarding the Battalion Leave and 

Liberty policy in amplification of the references.

2.  Mission.  It is the policy of this Battalion that a liberal leave program be pursued to ensure that all personnel are afforded maximum opportunity to take earned leave.  

    a.  Considerations for Granting Leave.  Commanders are encouraged to generously grant liberty to enhance unit morale as well as to recognize individual and unit achievement.

    b.  Information Applicable to Leave.  Leave is granted under the condition that the individual can return to duty at the place and time specified in the leave authorization.  It is the individual’s responsibility to have sufficient funds to defray all expenses, including transportation.  However, individuals returning from leave may obtain transportation assistance in the form of a Transportation Request (DD Form 149) from any uniformed service installation if financial difficulties arise.  The cost of such transportation is subject to lump-sum checkage from their pay and they may be subject to disciplinary action if the transportation authorized and arranged for them does not ensure their arrival prior to expiration of leave.

3.  Execution
    a.  Company Commanders.  Prepare and sign all leave papers that pertain to your company.  Once prepared and signed, forward all leave to the HQBN S-1.  Ensure that the policies contained herein are strictly adhered too.  Furthermore, ensure that all personnel are advised of the contents if this Order during unit orientation.  

    b.  Division Personnel Administration Center (DPAC).  Process all leave papers (NAVMC 3) and ensure all periods of leave are entered on the Unit Diary in accordance with reference (a).

    c.  Battalion S-1.  Log-in and track all leave papers for this Battalion.  Ensure the original copy of all leave papers are placed in the OOD’s binder and are ready for distribution prior to 1630 each day.  Collect leave papers from the OOD each morning and ensure they are routed to the appropriate section of DPAC for processing.
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4.  Administration and Logistics 

a.  Leave.  Leave and leave extensions will be granted per the provisions of reference (b) and this Order.  Commanding Officers with nonjudicial punishment authority are authorized to grant or extend leave to enlisted personnel under their command.  Officers (less building H-1) will submit requests for leave to the Battalion Commander.

    

(1)  Leave Request.  Leave requests will be processed through the normal chain of command within each Company for all enlisted personnel.  Each Company Office will type all leave papers for their Marines.  All leave requests will be signed by the Company Commanders and submitted to HQBN S-1 by the Company First Sergeant.  They will be maintained in the Correspondence Section in a tickler file and submitted to the Unit Diary Section of DPAC on a daily basis.

    

(2)  Headquarters and Service Company (H&S Co).  All Primary Staff Officers will obtain final approval for leave from the Battalion Commander.  Primary Staff Officers will approve their subordinates’ leave requests and forward them to the H&S Co Commander for final approval.

    

(3)  All Other Companies.  Company Commanders’ leave requests will be approved by the Battalion Commander.  For the Executive Officers, Platoon Commanders, and subordinate personnel, leave requests will be submitted to their respective Company Commander for final approval.

   

(4)  Percent of Personnel Authorized Leave.  No specific percentage of personnel authorized leave will be enforced.  However, Battalion and Company combat readiness must be maintained at all times.

    

(5)  Leave Extensions.  Leave extensions will be requested from the individual’s Company Commander during working hours.  Unexpected or last minute requests for leave extensions may be granted by the Battalion Officer of the Day (OOD) during non-working hours after they have been given authorization by the individual’s First Sergeant, Executive Officer, or Company Commander.

    

(6)  Combining Leave and Liberty.  Leave periods may not be extended by weekends, holidays, or special liberty.  In the event a leave period ends over a liberty period described above, the individual must check in/out with the OOD at the time specified on their leave papers.

    

(7)  Emergency Leave.  Emergency leave will be granted in accordance with reference (a).

    

(8)  Convalescent Leave.  Convalescent leave is non-chargeable leave granted to sick or wounded personnel who have been released from the hospital but are not fit for full duty.  The Convalescent leave orders issued to a Marine when they are released from the hospital must be brought to their Commanding Officer for concurrence prior to the leave being granted.

            (9)  Foreign Leave.  In accordance with reference (b), requests for leave in a foreign country must be processed through the Battalion S-1 in addition to normal processing.
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            (10)  Terminal Leave.  All requests for terminal leave by Commissioned Officers, Warrant Officers, and Staff Noncommissioned Officers 

(SNCO) will be routed to the Battalion Commanding Officer for approval after recommendation by the Company Commander.

            (11)  Leave While Pending Punitive Action (NJP/SPCM/GCM).  Only bonafide emergency leave will be granted, by the Battalion Commander, to an individual awaiting/pending punitive action.  All requests of this nature will be forwarded to the Battalion Commander for approval with supporting documentation for the emergency.

(12) Leave While Awaiting Non-Expiration of Action Service Separation
        

(a) Administrative Discharge.  Only bonafide emergency leave will be granted to an individual awaiting/pending Administrative Discharge.

        

(b) Punitive Discharge.  Appellate leave may be granted in accordance with reference (c).

    

(13)  Advance Leave.  Leave taken in excess of current leave balance is authorized.  However, leave will not be authorized which results in advance of more than fifteen days, or which results in excess leave.

    

(14)  Excess Leave.  Leave taken in excess of maximum leave accrual will not be authorized.  If any emergency situation arises while an individual is on leave that results in excess leave, payment for those days will be checked from the Marine’s pay.

    

(15)  Times and Dates of Departure and Return
        

(a) Departure on leave will be authorized at 1630 or at the end of the normal working hours on weekdays and at 0800 on weekends and holidays.  The day of departure is not chargeable as a day of leave.

        

(b) Return from leave will be directed at 0730.  The day of return is not chargeable as a day of leave if he checks-in prior to 0900.

(16)  Check-Out/Check-in Procedure


      (a)  Each Marine will check out with their First Sergeant prior to reporting to the Officer of the Day (OOD).  The following steps need to be completed by the Company First Sergeant:




      (1)  Retrieve Meal Cards




      (2)  Retrieve Weapons Cards


                  (3)  Ensure Morning Report Reflects appropriate               

                             status




        

(b) Each Marine going on leave will check-out with the Officer of the Day (OOD) prior to commencing on Leave.  The following steps need to be completed by the OOD:







(1)  Sign Marine/Sailor out on Leave.




      (2)  Ensure all Marines/Sailors returning from leave return leave papers to the Battalion S-1 to be forwarded to DPAC.
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(c) Officers and SNCO’s may pick up their leave papers from the Company Commander any time during the day of departure or on the last working day if leave commences on a weekend or holiday.  They must then check-out telephonically with the OOD when the leave period begins.  Check-in by phone for these ranks is authorized.

      

(d) If the Marine/Sailor has been sent on leave without being signed out with the Company Commander/Company First Sergeant, the OIC/SNCOIC will be held responsible if something happens to that individual.

                  (e) Upon a Marine/Sailor returning off leave, the original leave papers will be sent to DPAC.                                                                  

        

(f) The Company First Sergeants will write void across the front of leave papers that were not executed.  If the Company Commander/Company First Sergeant/OOD does not sign the Marine/Sailor out on leave - that person is not on Leave.

     

      (g) If S-1 does not receive the original leave papers after 3 working days from the time/date the Marine/Sailor is supposed to return, the leave days will be run off the copy of Leave papers maintained at S-1.

b.  Liberty
    

(1)  Regular Liberty.  Regular liberty will not exceed seventy-two hours.  It commences at the end of normal working hours (normally 1630) on a given day and expires with the start of normal working hours on the next working day (normally 0730).

    

(2)  Special Liberty.  Special liberty is granted for unusual reasons (emergencies, compensatory time off, special recognition, etc.) or over any holiday period which exceeds regular weekend liberty (federal holiday, Battalion “96”, etc.).  Dates and times for Battalion wide special liberty periods will be passed by separate correspondence, as they occur.

    

(3)  Liberty Limits
        

(a) Overnight liberty is limited to 85 miles from the gate of Camp Lejeune by usually traveled highways.

        

(b) Weekend Liberty is limited to 200 miles from the nearest gate of Camp Lejeune by usually traveled highways.

        

(c) Special liberty (72-96 hours) is limited to 500 miles from the nearest gate of Camp Lejeune by usually traveled highways.  This restriction applies to travel by ground transportation.  For all air travel, and city in the Continental United States (CONUS) that is by a commercial airport within liberty limits, providing a round-trip ticket is purchased in advance and sighted by the Company Commander.

    

(4)  Granting of Liberty.  Company Commanders are authorized to grant all types of liberty, not exceeding 72 hours, to their personnel.  Company Commanders will sign out-of-bounds passes.  Company-wide special liberty will be granted only with concurrence by the Battalion Commander.
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       (5)  Extension of Liberty.  When an individual reports and is granted an extension of liberty, any time in excess of the original liberty period will be charged as annual Leave.

c.  Emergency Medical and Dental Treatment While on Leave
    

(1)  Emergency treatment is limited to treatment to ease pain or prevent further injury or illness.

    

(2)  Such treatment may be obtained at any Armed Forces or Public Health Service Medical Facility.  If neither of these facilities is reasonable, any health service organization may be utilized, with reimbursement by the government.

      (3)  If either military or civilian treatment is obtained, the individual must secure copies of all paperwork (to include medical bills) so that both follow-on treatment and monetary compensation can be accomplished upon return to Camp Lejeune.  The Battalion Aid Station will handle reimbursement of medical bills.


d.  Recommendations.  Changes to this Order are invited and should be submitted to the Battalion Adjutant.







  R. M. LAKE
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