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	PERSONNEL MANAGEMENT AND ADMINISTRATION

Leave and Passes, AR 600-8-10

Deputy Chief of Staff for Personnel

	
	
	
	

	ITEM
	YES
	NO
	REMARKS

	1.  Has the battalion or separate unit commander established an annual leave policy IAW paragraph 2-2, AR 600-8-10?  Has the policy been disseminated to soldiers?
	 
	
	

	** 2.  Are soldiers charged leave for non-duty days (i.e. when a soldier returns from leave on a regularly scheduled non-duty day)?
	 
	 
	 

	** 3.  Is the DA Form 4179-R (Leave Control Log) completed correctly by using the information annotated on the DA Form 31 (Request for Authority for Leave)?
	 
	
	

	** 4.  Are DA Forms 4179-R closed out at the end of the fiscal year and then retained in the inactive file for 1 year (when the automated leave log is not available)?
	 
	 
	

	** 5.  Did the S1 restart the leave control log with control number 0001 with the first leave of the fiscal year?
	 
	
	

	1. 6.  ** 6.  Does the date on the leave control log match the data on the DA 

Form 31?
	 
	 
	

	** 7.  Are leave forms properly voided with a line through the form and authenticated by the S1 or Commander?
	 
	 
	 

	** 8.  Is the date of departure being properly determined as a chargeable or non-chargeable?
	 
	 
	

	** 9.  Is the date of return being properly determined as a chargeable or non-chargeable?
	 
	 
	

	10.  Are leave extension properly annotated on the DA Form 31 and is the DA Form 4179-R or automated leave log also updated?
	 
	 
	 

	11.  Does the command have established emergency leave procedures? 
	 
	 
	 

	12.  Do all the emergency leave requests meet all the criteria IAW AR

 600-8-10, Chapter 6-1? 
	 
	
	 

	13.  Is a loco parentis statement processed for all request under emergency leave in loco parentis status?
	 
	
	

	14. Are all soldiers briefed prior to departing on emergency leave IAW AR 600-8-10, table 6-2?
	 
	
	

	15.  Check leave reconcillation procedures.
	
	 
	

	16.  Are the original copies of the DA Form 31 submitted to finance with a Unit Transmittal Letter (UTL) within 3 working days after leave completion?
	 
	
	

	17.  Does the organization maintain an effective leave suspense system?
	 
	 
	

	18.  Following leave completion, do S1 personnel file the organizational copy of the DA Form 31 in the unit functional file for 6 months?
	 
	 
	 

	19.  Does the command maintain the correct leave files IAW AR 25-400-2?
	 
	 
	


** = Indicates Critical Areas, if unit has a NO GO in any of these areas the unit will receive an overall NO GO for the Leave and Passes portion of the CIP. 
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