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NAMTRAGRU INSTRUCTION 1050.1R

Subj:  LEAVE, LIBERTY AND SPECIAL REQUEST CHITS

Ref:   (a) SECNAVINST 7220.81

       (b) MILPERSMAN

       (c) NETPMSAINST 7400.2A

Encl:  (1) Leave/Special Request Chit Routing Chart

1.  Purpose.  To publish administrative procedures for processing leave, liberty and special request chits for personnel assigned to Naval Air Maintenance Training Group (NAMTRAGRU) Headquarters and Detachments.

2.  Cancellation.  NAMTRAGRUINST 1050.1Q.  Since this is a major revision, changes are not indicated throughout.

3.  Discussion.  References (a) through (c) establish procedures for authorizing and reporting leave and liberty for military and civilian personnel.  NAMTRAGRU Department Heads and Detachment Officers in Charge (OINCs) are responsible for administering a leave and liberty program that complies with references (a) through (c) and maintains sufficient personnel onboard for effective operations.  “Basket leave” is not permitted under any circumstances.

    a.  Military leave may be granted, when service requirements permit, to the extent of earned leave plus 30 days advance leave, not to exceed 60 days at one time.  Normally, a single leave period may not exceed 21 days.  Be careful of advancing leave to a member that cannot be made up during their current enlistment; the member may be charged for excess advance leaave when they reenlist or extend.

    b.  Civilian annual leave my be granted when service requirements permit, to the extent of projected earned leave only.  Normally, a single leave period may not exceed 15 working days.  Leave without pay or approved advanced annual leave may 
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be used if the leave extends beyond projected earned leave.  There are many types of civilian leave, i.e., annual leave, military leave, sick leave, court leave and administrative leave.

    c.  NAMTRAGRU Department Heads and Detachment OINCs are responsible for maintaining sufficient personnel on hand for efficient operations and should manage civilian leave accordingly.

4.  Military Leave
    a.  General
        (1) Except for emergency leave, leave may start only at the end of normal working hours and end at the beginning of normal working hours.  Since weekends and holidays are not normal work days, leave on a weekend or holiday may start or stop at any time.  The day you check out on leave and the day you check back from leave are normally work days and, therfore, do not count as leave.  The main exception is leave that starts and stops on weekends or holidays; one day will be counted as a day of leave.  Additional information is provided in reference (b), Article 3020220.

        (2) Regulations prohibit using liberty to extend leave periods.  Additional information is provided in reference (b), Article 3020320.

        (3) Emergency leave may be granted at any time per reference (b), Article 3020075.

    b.  Headquarters Personnel
        (1) Submit leave requests as directed in enclosure (1).  The person requesting leave must make sure the appropriate personnel have signed their leave request.

        (2) Approved leave requests may be picked up from the Administrative Services Office no earlier than 2 working days prior to departing on leave.  Leave requests not activated by the day leave was to expire will be automatically cancelled and an new leave request will have to be submitted.
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        (3) Permission to check-in/out by telephone is granted for all NAMTRAGRU Headquarters personnel.  You must be in the vicinity of NAMTRAGRU (i.e., at the residence from which you commute daily to and from work) to start or stop leave by telephone.

        (4) The Administrative Services Division Leave Yeoman will check the OOD’s log daily to determine who checked  in/out on leave and compare it to the muster report.  Any discrepancy must be reported to the Administration Officer for appropriate action.

        (5) Individuals returning from leave must return  the original leave paper to the Administrative Services Division no later than the first normal working day after their return from leave.

    b.  Detachment Personnel
        (1) OINCs are authorized to take leave subject to approval of the Commanding Officer.  If an OINC wants to take leave, they must send a naval message or E-Mail to the Commanding Officer not later than 1 day before departing on leave, indicating their estimated date of departure, estimated date of return, leave address and telephone number.  OINCs must also keep NAMTRAGRULANT/PAC informed when planning their leave.

        (2) OINCs will control leave for their personnel.

5.  Civilian Leave
    a.  General.  Annual leave and sick leave may be taken in ½ hour increments at any time during normal working hours.  Holidays, weekends and nonworking days do not count as leave.

    b.  Headquarters and Detachment Personnel.  Leave requests must be approved in advance by the requestor’s immediate supervisor or the person designated to handle their leave.

6.  Liberty and Administrative Leave
    a.  Military
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        (1) Liberty is time off during normal working hours that is not charged as personal leave.

        (2) Liberty must be approved in advance and may be any number of hours from 1 to 72.  If more than 72 hours time off is needed, regular leave must be used for the full period.

    b.  Civilian
        (1) Administrative leave is time off during normal working hours that is not charged as personal leave.

        (2) Administrative leave can be given at the discretion of the Commanding Officer not to exceed 5 working days.

7.  Action.  Headquarters use enclosure (1) routing procedure to process leave, liberty, and special request chits.  All special request chits and leave requests which are disapproved by department heads must go to the Commanding Officer for final approval or disapproval.  Detachments may use enclosure (1) as an example of how to set up detachment routing procedures.

                                 B. L. HAWK

                                 By direction

Distribution:

NAMTRAGRUINST 5216.1Z (Lists I, II and III)
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LEAVE/SPECIAL REQUEST CHIT ROUTING CHART

	TYPE OF rEqUEST
	dIVISION 

oFFICER  
	dept head
	ccc eso
	cmc
	senior watch

 officer
	xo
	co
	psd 

liaison
	ood
	remarks

	 1.  Regular Leave (Officer)
	
	1
	
	
	
	2*
	
	
	
	

	 2.  Regular Leave (Enlisted)
	2
	3*
	
	
	1
	
	
	
	
	

	 3.  Emergency Leave (During Working  

     Hours)
	1
	2*
	
	
	
	
	
	
	
	1. Will notify Senior Watch  Officer and PSD Liaison as soon as practical.

	 4.  Emergency Leave (After Working 

     Hours)
	
	
	
	
	
	
	
	
	1*
	1.  Will notify Senior Watch Officer and PSD Liaison at the start of the next working day.

	 5.  Annual Leave (Civilian)
	1*
	
	
	
	
	
	
	
	
	

	 6.  Special Liberty (Up to 24 Hours)
	1*
	
	
	
	2
	
	
	
	
	

	 7.  Special Liberty (Up to 72 Hours)
	1
	2*
	
	
	3
	
	
	
	
	

	 8.  Special Liberty (Up to 96 Hours)
	1
	2*
	
	
	3
	4
	5*
	
	
	

	 9.  Reenlist/Extend EAOS
	2
	3
	1
	
	
	4
	5*
	7
	
	

	10.  Extend PRD
	2
	3
	1
	
	
	4*
	
	6
	
	

	11.  Advance to E-2/E-3
	1
	3*
	2
	
	
	
	
	4
	
	

	12.  Retire/Transfer to Fleet Reserve
	2
	3
	1
	4
	
	5
	6*
	8
	
	

	13.  ECP/EEAP Officer Programs
	2
	3
	1
	
	
	4
	5*
	6
	
	

	14.  MIL/LEAD Exams
	1
	2*
	3
	
	
	
	
	4
	
	

	15.  Request Mast
	1
	2
	
	3
	
	4
	5*
	
	
	

	16.  COMRATS/Special Pay
	1
	2*
	
	
	
	
	
	3
	
	


Read Across for Routing Order, * denotes approving authority.  Items 1 through 5 use appropriate leave forms, items 6 through 16 use Special Request Chit.

