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NAMTRAGRUDET POINT MUGU INSTRUCTION 1050.1

Subj:  SUBMISSION OF LEAVE AND SPECIAL REQUESTS

Ref:   (a) U. S. Naval Regulations, 1990, Art. 1156 Chapter 30

       (b) Naval Military Personnel Manual

       (c) NAMTRAGRUINST 1050.1 (series)

Encl:  (1) Leave/Special Request Chit Routing Matrix (NAMTGD   

           POINT MUGU FORM 1050/1)

1.  Purpose.  To set forth instructions for the submission of leave and special request chits by staff personnel while assigned to NAMTRAGRUDET Point Mugu.  All requests shall be acted upon promptly.  Per reference (a), when addressed to higher authority, requests shall be forwarded without delay.  The reason should be stated when a request is not recommended or approved.

2.  Cancellation.  None.

3.  Revisions.  None.

4.  Procedures.  All leave requests will be submitted on Leave Request Authorization Forms (NAVCOMPT Form 3065).  All special requests will be submitted on the Special Request Form (NAVPERS 1336/3), as outlined below:

5.  Regular Leave.

    a.  Staff personnel:

        (1) Regular leave requests will be submitted at least five (5) working days prior to the date of commencement of leave.

        (2) Approved leave papers (Copy 1) can be picked up at NAMTRAGRUDET Administrative office up to five (5) working days prior to commencement of leave.

       (3) All personnel will check in/out either in person or by telephone (member must be in the immediate vicinity of NAMTRAGRUDET) with the NAMTRAGRUDET ACDO upon commencement and/or termination of leave.
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        (4) Members are to keep the white copy (Copy 1) of their leave papers in their possession at all times during leave status.  Upon completion of leave, personnel are required to return the completed Copy 1 of the leave papers to Staff Admin.

6.  Emergency Leave.  Emergency leave for staff and student personnel should have Red Cross verification prior to approval.  The Officer in Charge (OIC) as well as the member in emergency leave status should be familiar with references (b) and (c).

7.  Terminal Leave.  Terminal leave requests for staff personnel will be submitted to the Admin Office at least 30 days prior to the commencement date.  Once approved a copy of the leave request shall be forwarded to PSD Point Hueneme.  

8.  Non-Working Hour Requests.  Requests during other than normal working hours will be initiated with the NAMTRAGRUDET Point Mugu Command Duty Officer who will contact the Command Master Chief, or OIC for handling instructions.

9.  Special Requests.

    a.  All special requests will be reviewed for correctness and recommendations prior to submission to the Admin Office.

    b.  Strict adherence to reference (c) concerning liberty will be followed.

    c.  All special request routing will follow enclosure (1) matrix.  Requests not covered by enclosure (1) will start with the immediate supervisor and routed up the administrative chain of command.  (NOTE:  At no time,  will any request deviate from enclosure (1) or the immediate chain of command.)

10.  Responsibility.  It is the responsibility of each Chief Petty Officer in Charge to ensure compliance with references (a) through (c).  Enclosure (1) will be utilized to the maximum extent feasible for specific routing of all requests and accompany request.  Upon submission of the request, the member will annotate to the left of the signature block at the appropriate routing.
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