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     Code 00


NAMTRAGRUDET MAYPORT INSTRUCTION 1050.1

Subj:  LEAVE AND LIBERTY

Ref:   (a) MILPERSMAN 1050(010-140) LEAVE


  (b) MILPERSMAN 1050(280-300) LIBERTY

Encl:  (1) NAVCOMPT Form 3065 Leave Request/Authorization 

       (2) Military Leave Accounting Chart 

       (3) NAMTRAGRUDET Leave/Special Request Chit Routing Chart     

1.  Purpose.  To establish procedures for regulation of granting and recording leave and liberty at Naval Air Maintenance Training Group, Mayport.

2.  Background
    a.  Leave.  Reference (a) delineates Navy policy concerning leave for officers and enlisted personnel.  In keeping with this policy, all personnel assigned to NAMTRAGRUDET are encouraged, and will be afforded the opportunity to take leave.  Experience has shown vacations and short periods of rest from duty provide health and welfare benefits essential to mission effectiveness.

    b.  Liberty.  Reference (b) define and state overall policy concerning liberty.  Liberty is regarded as an instrument of management and is deemed appropriate for all personnel as a matter of morale.  Liberty shall not exceed three days.  Specific guidelines regarding liberty appear in paragraph six of this instruction. 

3.  Policy for Requesting and Granting Regular Leave

    a.  Annual leave may be granted to personnel when departmental requirements permit.

    b.  Submit a Leave Request/Authorization, NAVCOMPT 3065 when requesting leave.  Complete blocks 1 through 22 as applicable.  If block 16 is left blank, leave will be charged as if member 
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worked normal working hours, (0730 to 1530 Monday through Friday).  Each person’s latest Leave and Earning Statement contains information necessary to complete blocks 17 and 18.  

Detailed preparation instructions are on reverse side of part three of the NAVCOMPT FORM 3065.

    c.  In order to avoid being charged additional leave days when requesting leave, personnel should depart after normal working hours on day of departure and return before commencement of normal working hours on day of return.

    d.  Normal leave requests should be routed as follows:

        (1) Enlisted:  Leading Petty Officer, Leading Chief Petty Officer, Division Officer, Senior Watch Officer, and appropriate Assistant Officer in Charge.

        (2) Officers:  Appropriate Assistant Officer in Charge  and Officer in Charge.

        (3) All approved leave requests must be routed to the Administration Office for assignment of a Leave Authorization Number (LAN) immediately after approval.

    e.  Leave approval authority is designed as follows:

   (1) E–7 and above:  Officer in Charge 

   (2) E-6 and below:  Assistant Officer in Charge

   (3) Terminal Leave:  Officer in Charge 

   (4) Leave in excess of 30 days: Officer in Charge 

        (5) All leave request for duty days (without exchange of  duty):  Senior Watch Officer

4.  Departure and Return from Authorized Leave Period 

    a.  All hands must check out/in on leave with the Command Duty Officer (CDO)/Assistant Command Duty Officer (ACDO) via phone from within regional geographical commuting area.
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    b.  Each member is cautioned that failure to start approved leave at the prescribed time may constitute an unauthorized absence if that member would normally muster in a duty status for that day.

    c.  Members who fail to check out on leave and do not report for duty will be considered unauthorized absentees.

    d.  Within one working day after completion of leave, return part one (white copy) of the NAVCOMPT 3065 to the Administrative Office; otherwise, the full leave period will be charged.

6.  Policy of Granting Liberty.  Liberty is usually granted to all hands, except those in a duty status, from the end of normal working hours on one day to the commencement of working hours on the following day.  On weekends, liberty is normally authorized to commence at the end of working hours on Friday and expire at the commencement of working hours on Monday.  Special liberty may be granted only for the specific instances delineated by references (b).  Any request for special liberty over six hours will be made through the same chain of command for routing leave papers.

     a.  Liberty request approval authority is as follows:

    (1) 2-Day Special Liberty:  Officer in Charge 

    (2) 3-Day Special Liberty:  Officer in Charge 

     b.  Personnel must take leave, vice liberty, if traveling to a destination other than the location from which the member regularly commutes to work.

     c.  All personnel traveling outside the location from which he/she member regularly commutes to work on liberty must have a chit approved by the Assistant Officer in Charge.

     d.  Liberty cannot be granted to extend leave.
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7.  Emergency Leave.  During normal working hours, emergency leave will be expedited and processed as above.  After normal working hours the Command Duty Officer, after advising the member’s chain of command, may grant emergency leave.  Command Duty Officer will make every effort to contact the Officer in Charge prior to approving Emergency Leave.

8.  Extension of Leave.  Extensions of leave during normal working hours will be handled by the Command Duty Officer after receiving authorization from the original Approving Officer.  

9.  Examples  The following excerpts from reference (a) are provided as an aid in determining commencement of leave.

    a.  Example 1:  Member works Monday through Friday, 0800 to 1630.  Member wants to take leave on Friday.  Member may be authorized to leave at 1630 Thursday (after completion of normal working hours).  Thursday is a day of duty and Friday is the first day of chargeable leave.

    b.  Example 2:  Member normally works Monday through Friday, 0800 to 1630.  Member wants to commence leave at 1200 on Tuesday.  Member cannot be authorized to commence leave at 1200 because it is prior to 1630, the expiration of member’s working hours.  Leave is either (1) authorized at 1630 on Monday, or in case (2), Tuesday is a day of leave, provided the member commences leave Monday between 1630 and 2400.  Special liberty cannot be granted at 1200, allowing member to combine special liberty and leave granted.

    c.  Example 3:  Member normally works Monday through Friday, 0800 to 1630 and wants to commence leave at 0001 Sunday.  If telephone check-out is authorized, member must be in vicinity or place of commute of duty station.  Sunday is counted as a day of duty, and Monday is the first day of leave.
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    d.  Example 4:  Member normally works Monday through Friday, 0800 to 1630.  Member has a 24 hour day of duty (in addition to normal work) that terminates at 0800 on a normal work day.  Member desires to commence leave upon completion of the duty.  As an exception to the normal policy, member can be authorized to commence leave at 0800, upon completion of the duty, because of the special requirements of that duty day.  Day of departure is counted as a day of duty and the next day is the first day of leave.

10.  Administrative leave process and procedures. When members want to take leave they should, come to the Admin Office and get a blank NAVCOMPT form 3065 (Leave Request).  Fill out all applicable portions of the Leave Paper.  Route the Leave Paper through the proper Chain of Command (See enclosure (3) Leave/Special Request Chit Routing Chart, NAMTGDMYPTINST 1050.1).  When the Leave Request is approved, the Admin Office  will log it in and assign a Leave Authorization Number.  The White copy of the Leave Paper will go to the member to commence leave.  The pink and green copies will remain on file in the Admin Office.  Upon return from leave, the Admin Office will calculate the number days taken and the white copy will be forwarded to Personnel Support Detachment, Mayport (PSD) to be charged.  When the monthly LES report is received, Admin will insure proper leave was charged to members leave account.  If a Leave Chit is disapproved it will be returned via the members supervisor.  

NOTE:  The same instructions apply when routing an Emergency Leave/Special liberty Chits.                                      

11.  Action.  Department Head’s will ensure all personnel understand policies and regulations for requesting, commencing and terminating liberty, and authorized leave.







  C. A. ALDERSON
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