G-4 LEAVE REQUEST FORM 












1050 












PERS 













OFFICE CODE: (CIRCLE ONE) Exec   PACOM   Resources  CENTCOM  Mobility  HS  
NAME:  
GRADE: 
SSN: 
WORK PHONE: 
NUMBER OF DAYS REQUESTED: 
DEPART 1630 ON: 
NUMBER OF DAYS TAKEN THIS FISCAL YEAR: 
TYPE OF LEAVE: 
LEAVE ADDRESS: 
(STREET ADDRESS, CITY, STATE, ZIP CODE FOR LEAVE ADDRESS) (PHONE NUMBER) 

SIGNATURE: 

________________________________________________________________

BRANCH HEAD/ASSISTANT BRANCH HEAD SIGNATURE:  Concur
   Non-Concur

________________________________________________________________

AC/S G-4 or DAC/S G4 SIGNATURE:               Approve
   Disapprove

________________________________________________________________

1.  All leave requests must be completely filled out, and turned in to the Battalion Personnel Office 5 working days prior to the first day of departure. Failure to turn in leave requests 5 working days prior may result in leave papers not being completed in time. Emergency leave requests are always an exception. 

2.  All leave papers must be turned in to the Battalion Personnel Office on the day the leave expires.  Failure to turn leave papers in results in degraded readiness reporting on the Unit Diary by the Personnel Office. 

3.  If annual leave (see BnO 1050.9C par 5e) is to a foreign country, then appropriate foreign country travel briefs may be required and the Naval Liaison Unit CINCPACFLT will be notified.  It is imperative that personnel receive information regarding those countries that may be hostile to Americans and or military members so that appropriate precautions may be exercised if leave is approved and executed. Failure to receive appropriate brief, may result in administrative or punitive action.  






