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	LEAVE and PASS POLICY
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1. References: 5035th GSU Policy Book, March 2003 (receive at Mob station)

2. Prior to validation, only the Commander, 5035th GSU, can authorize off-post passes or leaves. Soldiers requesting a pass must submit a DA-31 through the S-1 to the Commander, 5035th GSU stating the reason for the request and dates, signed by the soldier as the requestor and by the unit commander as supervisor. Commander 5035th GSU will sign in the approval block if the pass is granted.

3. After a unit has validated, unit commanders may offer off-post passes up t0 24 hrs. A DA-31 will be submitted to the 5035th S-1 with the soldier as requestor, first line supervisor as the supervisor, and the unit commander as the approving authority. The 5035th GSU Commander may choose to grant non-validated units pass privileges on a case-by-case basis.

4. All pass and leave requests must be received by the 5035th S-1 a minimum of 72 hrs prior to the requested departure date/time. Requests received less than 72 hrs before the requested departure date/time will not be forwarded to the Commander, 5035th GSU, unless the request is for emergency leave.

5. The S-1 will be responsible for informing the S-4 of passes and leaves 72 hrs prior to departure so the S-4 can adjust rations.

6. Emergency leaves may be granted by the Commander, 5035th GSU at any time. Emergency leave requests must be accompanied by a Red Cross Message, a statement of support from the unit commander, and any other documentation necessary to establish a legitimate need for the emergency leave.

7. An individual DA-31 must be submitted for each pass request. The DA-31 will be used to record the unique control number for that leave or pass.

8. Units requesting more than ten (10) leaves or passes at a time must submit a control log wit their request. The control log may be legibly handwritten or typed, and must be completed. The 1SG, or after hours, the STAFF DUTY will assign a control number to the leave or pass request and enter it in the leave/pass log.

9. Units must ensure that there is a responsible person available to handle inquiries and initiate recall procedures for the unit. At no time will 100% of a unit be on leave or pass.

10. Units on leave or pass are subject to a four hour recall. The time from unit notification to the time the last soldier arrives at the unit area at Fort Bliss cannot exceed four hours.

11. Soldiers will sign out at the 5035th STAFF DUTY desk prior to departure, and will sign in at the 5035th STAFF DUTY desk on their return.

12. Soldiers will sign out at the 5035th STAFF DUTY desk prior to departure, and will sign in at the 5035th Staff Duty desk on their return.

13. Units with their home station at Fort Bliss: TBD.

14. Units do (not) require local passes for the El Paso area after validation. The unit commander must retain positive control of all personnel, and must be able to recall all personnel within four hours of notification. Units will inform the S-1 of personnel who are extended off-post privileges in order to adjust rations and make positive control of all personnel.

