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NAVAL STATION MAYPORT INSTRUCTION 1050.2A
Subj:  LEAVE AND LIBERTY POLICY

Ref:   (a) SECNAVINST 1050.1A

       (b) SECNAVINST 1050.5C

       (c) DOD Directive 1327.5

       (d) Navy Regulation Article 1157

       (e) MILPERSMAN Articles 1050-010-410

Encl:  (1) NAVCOMPT Form 3065

1.  Purpose.  To promulgate procedures for granting leave and liberty to military personnel in accordance with references (a) through (e).  

2.  Cancellation.  NAVSTAMYPTINST 1050.2.

3.  Policy  

    a.  Annual Leave.  Enlisted personnel desiring annual/emergency leave will complete and submit a Leave Request/Authorization NAVCOMPT Form 3065, enclosure (1), via the chain of command to Admin.  The Leave Request/ Authorization will be printed clearly with blocks 1 through 21 completed.  The member will refer to his/her last Leave and Earnings Statement, Defense Finance Accounting Service (DFAS) Form 702, to obtain the information required in blocks 17 and 18.  Requests from personnel with a zero or negative leave balance will not normally be approved but will be referred to the Executive Officer (XO) for decision.  Upon approval of the member’s request (Department Head for enlisted members and XO for officers), it will be forwarded to Admin for assignment of a Leave Authorization Number (LAN) and taken to the Quarterdeck.  Leave hours for Naval Station Mayport personnel are established as follows:

        (1) Regular Day Workers

            Commencing:  1600 on duty days

                         0001 on Saturdays, Sundays, and Holidays

            Expiring:    0730 on duty days (usually Monday through Friday)

                         2400 on Saturdays, Sundays, and Holidays

        (2) Watchstanders’ working hours are established by individual departments; therefore, their leave hours are established by the department’s work schedule.  Leave may commence at the end of the shift worker’s assigned shift for that day, and the day of departure will be counted as a day of duty (i.e., assigned to work 0400-1200, may depart on leave at 1200 that day without being charged leave.  Assigned to work 1600-2400 on day of return may remain on leave until commencement of shift (1600) without charge).  It is incumbent upon each individual completing a Leave Request/Authorization to be totally accurate in completing block 16.  Failure to complete this block completely and accurately could result in additional unwarranted leave charges.
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    b.  Personnel may pick up their approved leave authorization from the Quarterdeck no earlier than three days prior to going on leave, during

normal working hours.  Call the Quarterdeck upon departure to start leave.  Termination of leave is completed in the same manner.  However, Naval Station Admin must receive the original leave authorization by commencement of working hours on the next day following expiration of leave.

    c.  Personnel subsisting in the general mess must surrender their meal pass to the Quarterdeck upon departure on leave.  Personnel subsisting in the general mess who desire to pick up leave authorizations in advance of the authorized departure date will surrender their meal pass to the Quarterdeck at the time the leave authorization is picked up.  The leave authorization may be used to gain access to the general mess up to the departure time/date established in Block 14.

    d.  All officers shall complete and submit their Leave Request/ Authorization to the XO via the chain of command.  Upon completion of action by the XO, within three days of leave commencement a LAN will be assigned by Admin and the request distributed accordingly.

    e.  Officers assigned to the Naval Station Command Duty Officer (CDO) Watchbill will route their leave requests via the CDO Scheduling Officer or the Senior Watch Officer.

    f.  Chief Petty Officers who are on the CDO watchbill will route their leave requests via the CDO Scheduling Officer or the Senior Watch Officer.  Chief Petty Officers who are on the Officer of the Day (OOD) watchbill will route their leave requests via the OOD Scheduling Officer.

    g.  First Class Petty Officers who are on the OOD watchbill will route their leave requests via the OOD Scheduling Officer.  Watchstanders E-6 and below will route their leave requests via their appropriate watchbill coordinator.

    h.  Members submitting leave requests after the respective watchbill has been posted will be required to arrange for a qualified relief approved by the appropriate watch section coordinator prior to leave being approved.  Emergency leave is not affected by this requirement.

    i.  Upon receipt of the completed Leave Request/Authorization by the Quarterdeck, the following action is directed:

        (1) Quarterdeck personnel will complete blocks 27a and b upon an individual’s departure on leave.  In the case of personnel calling in on departure, complete blocks 27a and b of part 2.  To check in/out of a leave status, personnel must be in the vicinity of their permanent duty station (a place which they commute to and from daily).  In the case of personnel subsisting in the general mess, collect meal pass, complete block 24, and attach the meal pass to part 2.  In the case of personnel subsisting in the general mess who have previously picked up their approved Leave Request/Authorization, as described above, the meal pass should already be attached to part 2.
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        (2) The Leave Request/Authorization will be filed in an approved leave file.  This file is maintained chronologically by LEAVE ENDING DATE, using part 2 of the Leave Request/Authorization as the file copy.

        (3) Quarterdeck personnel will complete blocks 28a and b and in the case of personnel subsisting in the general mess, return the meal pass and complete the final portion of block 24.  

    j.  The Quarterdeck will forward both parts 1 and 2 to Admin on a daily basis for leave computation.  They will also notify Admin of personnel who have failed to return part 1.  When personnel call in off leave it is their responsibility to return part 1 to Admin the next work day.  Anyone who does not check out with the Quarterdeck and return the original to Admin upon return from leave will be charged the full amount of leave requested.

    k.  Upon completion of action by Admin, copies will be distributed appropriately.

    l.  When a period of leave is canceled, the Quarterdeck will annotate “CANCELED” in block 30 of part 1, sign block 33 and forward parts 1 and 2 to Admin for completion of action.  If the member does not take the requested leave he/she is responsible for retrieving the Quarterdeck copy and notifying Admin, otherwise member will be charged for the full amount of approved leave.

    m.  Personnel on orders to Naval Station Mayport may be granted an extension of leave in the manner described in paragraph 5 below.

    n.  Except in an emergency or unusual circumstances, 30 days is the maximum leave permitted at one time.

4.  Emergency Leave Policy.  Emergency leave will be granted as expeditiously as possible when requested, if authorized.  Efforts should be made to follow the general procedures for regular leave.

    a.  In the case of emergency leave granted after normal working hours or on the weekend, the LAN will be assigned by Admin the next work day after leave commences.  In no case will duty personnel from Personnel Support Detachment (PSD) be contacted regarding preparation of leave authorizations, assignment of LANs, etc., for Naval Station Mayport personnel.

    b.  Emergency leave involving travel outside the United States requires special handling.  In these circumstances the CDO, the Administrative Officer (AO), or in his/her absence, the Resource Management Operations Center (RMOC) will be contacted immediately.

5.  Unusual Circumstances that may arise and that are not in the nature of emergency leave will require that the individual concerned “hand carry” the Leave Request/Authorization through the appropriate chain of command.
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6.  Leave Extensions.  The individual department will grant all extensions of leave during normal working hours or the CDO on weekends or after working hours and will notify the Quarterdeck.  Upon notification of extension action, the Quarterdeck will remove part 2 from the Leave Tickler File, annotate blocks 29a and b, and make a copy of part 2 which will be forwarded to Admin.  Admin will update the Leave Control Log as appropriate when an extension has been granted.

7.  Leave Computation 

    a.  When leave commences prior to the expiration of the member’s normal working hours, then the day of departure is counted as a day of leave.

    b.  When leave commences after the expiration of the member’s normal working hours, then the day of departure from the duty station is a day of duty not charged as leave.

    c.  When no duties are scheduled for that day, e.g., regular day off, then leave may commence anytime during the day.

    d.  When a return is made at or before the commencement of the member’s normal working hours, then the day of return from leave shall be counted as a day of duty.

    e.  When a return is made after the commencement of the member’s normal working hours, then the day of return from leave shall be counted as a day of leave.

    f.  When leave commences and terminates on non-duty days, then one of the days shall be charged as leave.

8.  Liberty

    a.  All personnel must have a valid identification card in their possession when departing on liberty.

    b.  Department H

eads will act as approval authority for special liberty within their respective departments and may delegate that responsibility, as they deem appropriate.  In such cases, the liberty limitations included herein shall not be exceeded.

    c.  Liberty Limitation:

        (1) Regular liberty is a routinely authorized absence, at the end of which the member is actually on board or in the location from which the member regularly commutes to work, which lasts from the end of normal working hours on one day to the beginning of normal working hours the next workday.

        (2) Weekend liberty is for members whose duty hours follow a traditional American work week, weekend liberty will be from the end of working hours Friday afternoon until the beginning of normal working hours on the following Monday.
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        (3) Equivalent weekend liberty is for members who work other schedules, equivalent weekend liberty will be allowed, though days of the week may vary.

        (4) Three-day special liberty is a liberty period designed to give a service member three full days absence from work or duty, usually beginning at the end of normal working hours on a given day and expiring with the start 

of normal working hours on the 4th day; e.g., from Monday evening until Friday morning.

Note:  When a three-day liberty embraces only regular liberty time, such as a Saturday and Sunday with a Monday or Friday national holiday, when scheduled work hours are not included, the time off is treated as regular.

        (5) Four-day special liberty is a liberty period designed to give a service member four full days absence from work or duty, usually beginning at the end of normal working hours on a given day and expiring with the start of normal working hours on the 5th day, and including at least two consecutive non-work; e.g., from Wednesday evening until Monday morning.  Four-day liberty must be approved by the Commanding Officer.

        (6) Except for public holiday weekends or public holiday periods specifically extended by the CO or higher authority, regular liberty periods will not exceed three days in length.

9.  Liberty Caution.  Statistics from traffic accidents indicate mishaps are more likely to occur when long distances are driven.  Persons on liberty should exercise care and forethought in planning trips where distance could interfere with a timely and safe return.

10. Leave and Liberty for Transient Personnel.  This station provides facilities for transient personnel while they are awaiting further transfer.  Those persons must be readily available on short notice.  Those transients assigned to station departments will be granted liberty in accordance with the policy of that department.  Leave will not be granted except in case of unusual or emergency circumstances.

11. Illness, Accident, or Delay while on Leave or Liberty.  In case of illness or accident in the immediate vicinity of a military activity, such an activity should be advised so that proper action can be taken.  Costs of military care received in civilian medical facilities will be paid by the Navy only if medical facilities of the Armed Forces or Veterans’ Administration were not reasonably available and/or treatment was required for emergency.  Any delay that will cause an individual to return after expiration of leave or liberty should be communicated to the CDO via telephone (collect) or telegram as soon as possible.  When calling in to report a late return, the individual should speak to his/her Division Officer, Department Head, or the CDO.

                                       MATTHEW E. SCHELLHORN

Distribution:  (NAVSTAMYPTINST 5605.1U)
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LEAVE REQUEST/AUTHORIZATION

NAVCOMPT FORM 3065 (3PT) (REV.2-83)

	1.  DATE OF REQUEST

     
	2.  FOR ADMIN USE ONLY

APPROVAL OF THIS LEAVE IS           

NOT VALID WITHOUT CONTROL NO.
	     

	3.  SSN

     
	4.  NAME (Last, First, MI)

     
	5.  PAYGRADE

     

	6.  SHIP/STATION

     
	7.  DEPT/DIV

     
	8.  DUTY SECTION

     
	9. DUTY PHONE

     

	10.  TYPE LEAVE
	FOR USE OUTUS ONLY
	12.  MODE OF TRAVEL

	 FORMCHECKBOX 
   REGULAR         FORMCHECKBOX 
   SICK                   FORMCHECKBOX 
   EMERGENCY
	11a.   Leaving Area of PERMDUTYSTA

            FORMCHECKBOX 
    YES           FORMCHECKBOX 
     NO
	 FORMCHECKBOX 
   AIR                  FORMCHECKBOX 
   BUS

	 FORMCHECKBOX 
   SEPARATION   FORMCHECKBOX 
   RETIREMENT    FORMCHECKBOX 
   OTHER      
	11b.    Taking Leave INCONUS

            FORMCHECKBOX 
    YES           FORMCHECKBOX 
    NO
	 FORMCHECKBOX 
   CAR                FORMCHECKBOX 
   TRAIN

	13.  DAYS REQUESTED

     
	14.  FROM (Hour, Date) (YYMMDD)

     
	15.  TO (Hour, Date) (YYMMDD)

     
	16.  NORMAL WORKING HOURS

       DAY OF DEPARTURE:

       FROM:         TO:       

	17.  LEAVE BALANCE

      DAYS AS OF      
	18.  LEAVE USED THIS FY

     
	19.  LEAVE PHONE

(     )       
	       DATE OF RETURN:

       FROM:         TO:       

	20.  LEAVE ADDRESS

     
     
     
     
	
	
	21.  RATION STATUS (Enlisted)

         FORMCHECKBOX 
  COMMUTED RATIONS (COMRATS)

         FORMCHECKBOX 
   Meal Pass No.      
                Entitled to EDF meals except

        During periods of leave.

	I CERTIFY THAT I HAVE SUFFICIENT FUNDS TO COVER THE COST OF ROUND TRIP TRAVEL. 

I UNDERSTAND THAT SHOULD ANY PORTION OF THIS LEAVE, IF APPROVED, RESULT IN MY TAKING MORE LEAVE THAN I CAN EARN ON MY CURRENT UNEXTENDED ENLISTMENT OR CURRENT ACITUVE DUTY OBLIGATION, MY PAY WILL BE CHECKED FOR SUCH EXCESS LEAVE.
	22.  SIGNATURE OF APPLICANT

	RECOMMENDED

 FORMCHECKBOX 
   YES               FORMCHECKBOX 
    NO
	
	DATE

	 FORMCHECKBOX 
   YES


	  FORMCHECKBOX 
    NO
	
	DATE

	 FORMCHECKBOX 
   YES


	  FORMCHECKBOX 
    NO
	
	DATE

	 FORMCHECKBOX 
   YES


	  FORMCHECKBOX 
    NO
	
	DATE

	23. APPROVED

 FORMCHECKBOX 

	DISAPPROVED
  FORMCHECKBOX 

	
	DATE

	24.  COMMENTS/REMARKS

     
     

	25.  SHIP OR STATION (Including telegraphic address)

     
     
	26.  REPORT ON EXPIRATION OF LEAVE TO (If other than block 25)

     
     

	DEPARTED ON LEAVE
	RETURNED FROM LEAVE
	GRANTED EXTENSION OF LEAVE ENDING

	27a.  HOUR

     
	27b.  DATE (YYMMDD)

     
	28a.  HOUR

     
	28b.  DATE (YYMMDD)

     
	29a.  HOUR

     
	29b.  DATE (YYMMDD)

     

	27c.  OOD’S SIGNATURE

     
	28c.  OOD’S SIGNATURE

     
	29c.  AUTHORIZING OFFICER’S SIGNATURE

     

	IN CONSIDERATION OF THE MEMBER’S COMPLETION OF A FULL WORKDAY (AS DEFINED IN MILPERSMAN, NAVPERS 15560)  ON THE DAYS OF DEPARTURE AND RETURN, THE INCLUSIVE DAYS SHOWN ARE CORRECT AND PROPER FOR CHARGING AS LEAVE.
	30.  INCLUSIVE

LEAVE PERIOD

TO BE

CHARGED
	FIRST:

(YY)  (MM)  (DD)
	LAST:

(YY)  (MM)  (DD)
	31.  NO. OF

DAYS

	I CERTIFY THAT THE ABOVE

IS CORRECT AND PROPER TO

THE BEST OF MY KNOWLEDGE.
	32.  CERTIFYING OFFICER’S TYPED NAME/RANK/TITLE
	33.  CERTIFYING OFFICER’S SIGNATURE


             S/N 0104-LF-703-0656                            

(





LEAVE CONTROL NO. (





INSTRUCTIONS FOR COMPLETING THIS FORM ARE 


ON THE REVERSE OF PART 3.





SEE REVERSE FOR


PRIVACY ACT


STATEMENT
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Enclosure (1)
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