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STUDENT OUTLINE

PROCESS LEAVE DOCUMENTS

TERMINAL LEARNING OBJECTIVES.  Given a Leave and Earning Statement (LES), a completed leave document, and the references, process leave documents per the references. (0193.06.18)

Enabling Learning Objectives:

1.  With the aid of references, given an annual leave scenario related to day of departure and day of return, determine the chargeable days for each scenario, in accordance with the references. (0193.06.18a)

2.  With the aid of references and given leave scenario related to the environmental and morale leave programs, define the references that list the eligibility criteria, in accordance with the references.  (0193.06.18b)

3.  With the aid of references and given leave scenario to foreign leave, define the briefs that are required to all foreign leave areas, in accordance with the references. (0193.06.18c)
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1.  ANNUAL LEAVE PROGRAMS.  Commanding Officers shall establish annual leave programs to provide the opportunity for all Marines to take leave, within the constraints of operational military requirements.  These programs shall include positive measures to encourage the use of leave, as leave is earned, as a respite from the work environment.  Marines shall be granted leave at any time they request when their presence is not required to accomplish the command's mission.

    a.  Limitations
        (1) A Marine shall not be authorized more than 60 days annual leave during any fiscal year.

        (2) A Marine shall not be authorized annual leave for a continuous period of more than 60 days without prior approval of CMC.

    b.  Day of Departure and Day of Return.  The day of departure from the duty station, regardless of the hour (usually at the end of the Marine's normal working hours on a day of duty), is a day of duty and not chargeable as leave.  The day of return from leave shall be counted as a day of leave; however, when such return is prior to the Marine's normal scheduled duty day, the day of return shall be counted as a day of duty.

    c.  Combining Leave and Special Liberty.  Marines are authorized to take leave in conjunction with special liberty.  Leave may commence immediately upon termination of a special liberty period, or terminate just prior to the commencement of a special liberty period.  Leave must commence and terminate in the vicinity of the local area of the Marine's primary duty station.

        (1) Once leave starts, and until it ends, all included calendar days (duty days, non-duty days, weekend days, special liberty days, holidays) are to charged as time and date they are signed out on leave until the time and date they are signed in from leave.

        (2) Marines departing the local area prior to commencement of authorized leave, or failing to return to the local area prior to its expiration, are considered to be in an unauthorized absence status.

    d.  Accounting Procedures.  Leave granting authorities shall establish internal control procedures to ensure all periods of leave are charged to the Marine's leave account.  A Marine who dies while on leave shall not be charged for leave on the day death occurs.

2.  ENVIRONMENTAL AND MORALE LEAVE (EML) PROGRAMS.  The EML/Funded Environmental and Morale (FEML) programs were established for certain locations listed in the Joint Federal Travel Regulations (JFTR) because of extraordinarily difficult living conditions, such as geographic isolation, substandard housing, inadequate commercial transportation, and lack of cultural, and recreational criteria.

    a.  EML/FEML provides qualified Marines and/or their command-sponsored dependents, serving in certain designated overseas locations, an opportunity to take leave in a more desirable location. 

        (1) EML programs are intended to supplement in country leave schedules.

        (2) The entire authorized absence, including time spent in a travel status, is charged to the Marine's leave account.

    b.  Marines and command-sponsored dependents may travel together or separately to a location other than the designed EML destination, however total transportation cost to the government will not exceed the cost that would have been incurred to the designated EML destination.   

3.  FOREIGN LEAVE.  Marines desiring to take leave or travel outside the United States or outside the territory or foreign country of current assignment must obtain approval from their commanding officer.

    a.  Before traveling overseas all Marines will be provided a briefing concerning:

        (1) The terrorist threat posed to their safety.

        (2) Precautions which should be taken to minimize their vulnerability.

    b.  MCO 3302.1, Marine Corps Antiterrorism Program contains detailed information on briefing requirements.  At a minimum, a local Naval Criminal Investigative Service Resident Agent and G2/S2 will be consulted for terrorist threat information.  

    c.  Marines traveling OCONUS are required to receive, at a minimum, a Level I briefing which must be recorded on the unit diary and leave papers.

    d.  The Department of State Travel Advisory Program for U.S. citizens traveling and residing abroad embraces two general categories:  Travel warnings and Consular Information Sheets.

        (1) When the Department of State recommends deferral of all travel to a country, a travel warning is issued.  

        (2) Consular Information Sheets, which cover every country in the world, include general guidance for the traveler as well as country specific and current information regarding crime, security conditions, and areas of instability.

        (3) Travel warnings and Consular Information Sheets are available at www.travel.state.gov/travel_warnings.html.

4.  ADMINISTRATIVE REQUIREMENTS.  The Marine Corps Manual, 1980, requires that leave and liberty orders be published for each command.  In addition to such other information and instructions as may be dictated by the local situation; commanders shall include the following in local leave in local leave and liberty regulations:

    a.  Information applicable to leave and liberty.  The contents of paragraph 1303.2c of the Marine Corps Manual 1980 verbatim will be on all local leave and liberty regulations.

    b.  Information applicable to leave.  Leave is granted under that condition that the Marine can return to duty upon expiration of the leave at the place and time specified.  It is also the Marine's responsibility to have sufficient funds to defray all expenses.

    c.  Information applicable to regular and special liberty.  Definitions, amplifying information, liberty hours and liberty limits.

5.  LEAVE AUTHORIZATION (NAVMC 3).  The leave authorization NAVMC 3, should be used for requesting s well as authorizing leave in all cases except:

    a.  Leave granted as delay en route.

    b.  Leave granted in conjunction with TAD or permissive TAD.

    c.  Emergency Leave involving funded travel.

    d.  Leave under other circumstances where specific instructions are required or advisable, such as in the case of some foreign leave, separation leave, leave while awaiting appellate review and administrative discharge.

    e.  Preparation Instructions are contained on pages 4-4 and 4-5.

6.  LEAVE ACCOUNTING.  The commanding officer has the ultimate responsibility for reporting information into the Marine Corps Total Force System and ensuring that all authorized annual leave is promptly and properly reported by unit diary entry.  The commanding officer is also responsible for verifying leave data entered into MCTFS by the disbursing officer.

    a.  The commanding officer will establish a 30/31-day file consisting of folders consecutively number for each day of the 

month.  A copy of the NAVMC 3 will be inserted in to folder which corresponds to the date that the leave data is to be entered on the unit diary.

    b.  The original completed NAVMC 3 will be forwarded to the commanding officer on the first working day after the Marine returns from leave.  Once the original NAVMC 3 is received, leave must be reported on the unit diary.

    c.  The original NAVMC 3 shall be placed in the command's correspondence file upon completion of the MCTFS reporting and unit diary certification action.  The original NAVMC 3 will be retained by the command for a period of 6 months and disposed of per SECNAVINST 5212.5D.

----------------------------------------------------------------

References:

MCO P1050.3 Regulations for Leave, Liberty, and Administrative 

            Absence

MCO 3302.1  Marine Corps Antiterrorism Program

SECNAVINST 5212.5D Navy and Marine Corps Records Disposition
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