PERSONAL REQUEST MODULE

LEAVE PROCEDURES 07.09


Vision:  To streamline the leave process for active duty Marines by automating the leave process.  This initiative will eliminate any requirements to print a copy of the leave papers for corporals and above, file a copy of the leave papers in the administrative shops 30-day tickler file, or keep a paper copy for files.  User level access is defined as a Marine requesting leave.  Administrative level access is defined as personnel authorized full control to edit/modify/append and delete a request and approved leave period.

Business Process Rules:  Steps 1 – 17 are basic processes for an individual who requests leave, departs on leave and returns at the designated date and time.

1.  Core - Leave request is selected. Leave Authorization.

2. Core - A screen will ask if the request is for the person who logged in?

3. Core - If request isn’t for person who logged in, someone from echelon 2 or echelon 3 may enter correct SSN. 

4. Core – Leave Authorization populates, from data source, the following:

a. SSN.

b. Name (Last Name, First Name, MI).

c. Rank (CWO5, Sgt, etc).

d. MOS (PMOS).

e. Organization Name.

f. Organization Address.

g. Organization Phone Number.

h. Leave Used.  

i. Leave Balance.

j. Expiration of Active Service (EAS).

5.  Core - Requester or authorized user from echelon 2 or echelon 3 may enter the following data in each field in order to forward this request:

    a.  Core - Departure Date/Time.  Shift workers will have the ability to deviate from the normal 16:30 or 08:00 departure times.  16:30 for workdays, 08:00 for weekends or non-workdays, holidays, etc.

    b.  Core - Return Date/Time.  Shift workers will have the ability to deviate from the normal 07:30 or 08:00 arrival times.  07:30 for workdays, 08:00 for weekends or non-workdays, holidays, etc

    c.  Core - Leave Address.  This field will auto populate as home address from the data source, and will be editable, in the event leave is not planned for that address.

    d.  Core - Leave Phone Number.  This field will auto populate as home phone number from the data source, and will be editable, in the event the phone number is not correct. 

    e.  Core - Selects Type of Leave.  A drop down menu must list the following:  ANNUAL, EMERGENCY, CONVALESCENT and EML Leave. 

  (1)  Future - Funded EML.

  (2)  Future - Funded Emergency Leave

  
        (3)  Future - R&R leave programs are applicable only in combat areas and must be approved by the Assistant Secretary of Defense.  When and if such a program is established, the CMC will publish detailed instructions.  This function should only be used when and if directed by the CMC.

        (4)  Future - SPECIAL REST AND RECUPERATION (SR&R) ABSENCE.  To encourage enlisted Marines to extend their tour length at certain overseas locations, the CMC has been granted authority to offer overseas tour extension incentives.  Marines who apply for this program

may elect to receive either a monthly extension bonus for the

period of the extension or 30 days special leave or l5 days special

leave with paid round trip transportation.  As set forth in MCO

7220.41, which governs eligibility and procedures for this program, the 

period of SR&R absence shall not be charged to the Marine's leave account.

    f.  Core - Insert chain of command personnel for approval or N/A if request is completed by echelon 2.  This will include supervisory personnel who will need to sign their recommendation, if applicable.  The last person will be the approving authority.  Upon submission, the request will be routed.

6.  Core – Is the first person the request is routed to the approving authority? 

7.  Core - Request received and the supervisor/intermediate supervisor recommends approval/disapproval and forwards to next person in chain of command.  At no time will a request be delayed for more than 48 hours, excluding holidays and weekends, or the application will automatically send the request to the next senior in the routing chain.  This continues until it arrives at approving authority. 

8.  Core - The intermediate supervisor approves the leave and routes to either the next supervisor or the approving authority.  Once leave is initially approved, only the Approving authority, supervisor chain or administrative personnel may make changes or grant leave extensions.  Any change will automatically be sent to the approving authority.  If a Marine requests a leave extension or enters another status that requires a change or termination of leave (such as hospitalization), authorized echelon 2 or echelon 3 personal will enter this data and the system will automatically be updated (to include the morning report).  

9. Core - If intermediate supervisor disapproves the request, it automatically creates return receipt e-mail to the requester and all personnel in the supervisory chain of command with reason for disapproval. 

10.  Core - Exit Module.  The process terminates. 

11.  Core – The approving authority receives request and decides if the request is approved or disapproved.

12.  Core - If approving authority disapproves the request, it automatically creates return receipt e-mail to the requester and all personnel in the supervisory chain of command with reason for disapproval. 

13.  Core - If Approving authority approves, it creates return receipt e-mail to the requester and all personnel in the supervisory chain.  There is an option to print a set of leave papers for the Marine going on leave.  The approved request is archived until the Marines goes or leave or other administrative action, such as the request being rescinded (Marine decides not to go on leave, operational requirements, etc.).
14.  Core - Marine goes on leave by either signing out or being signed out electronically by authorized personnel.  The Marine cannot sign out earlier than the approved time/date; however, the Marine may sign out after the approved time/date, but not later than the approved return time/date.  This information automatically links to and updates the morning report process.  The meal card is retrieved manually. 

    Core Plus- The “Meal Card” portion of the common access card (CAC) will be disabled to ensure that a Marine that is subsisted in kind cannot use it at mess halls, when the common access card (CAC) is available, until that time, rations statements will post.

15.  Core – Marine Returns from leave. This occurs by either the Marine or authorized user signing him/her in.  The Marine can be signed in earlier than the approved return time/date, but no later than the approved return time/date.  If the Marine does not sign in by the required time/date that leave expires, a system generated notification goes immediately to the original routing chain.  Appropriate echelon authorities will determine action to be taken (i.e. grant a leave extension, terminate leave and the original time/date and report other entries, such as UA, IHCA, IHFA).  This information automatically links to and updates the morning report process.  If a meal card was recovered upon signing out on leave, this card will be returned.  

     Core Plus -  The “Meal Card” portion of the common access card (CAC) will be re-enabled to ensure that the Marine can be subsisted in kind at mess halls.  

16.  Core – Authorized echelon 3 users will be able to review all of the leave activity and archive, delete, and/or certify transactions requiring further processing in the MCTFS.  

17.  Process ends.

Policy changes and references:

This process eliminates the requirement for a paper copy of the leave papers for Corporals and above as currently required by MCO P1050.3H.

It also eliminates the requirement to file a copy of the leave papers in the administrative shops 30-day tickler file, or keep a paper copy for files.  

If fully implemented, this process would eliminate the requirement to retrieve the member’s meal card and would automatically post the leave period and appropriate DMR credit to the ODS.

Reference and directives:

MCO P1050.3H REGULATIONS FOR LEAVE, LIBERTY AND ADMINISTRATIVE ABSENCES

MCO P1080.40C MARINE CORPS TOTAL FORCE SYSTEM PERSONNEL REPORTING INSTRUCTION MANUAL (MCTFSPRIM)

MCO P1300.8R MARINE CORPS PERSONNEL ASSIGNMENT POLICY

MCO P1700.12K MARINE CORPS INDIVIDUAL RECORDS ADMINISTRATION MANUAL

MCO 10110.47 BASIC ALLOWANCE FOR SUBSISTENCE

TTCs:

	TYPE_TRANSACTION_CODE
TYPE_TRANSACTION_SEQ_CODE
SHORT_NAME
LONG_NAME

	115
	020
	ON LEAVE ENTRY
	On Annual Leave

	115
	021
	ON LEAVE ENTRY
	On Emergency Leave

	115
	022
	ON LEAVE ENTRY
	On Sick Leave

	115
	023
	ON LEAVE ENTRY
	On Special Leave

	459
	004
	EVENT ON LV
	Event Excl Entry on LV


Concerns:

N/A

Justification 

N/A

Authors:

CWO3 Troy Z. Bennett

CWO3 John Marques

CWO3 Valynn Kuhns

CWO3 Steven Wallace

GySgt Chris Fortenberry
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