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Leave and Flight Procedures

1. Fill out appropriate branch’s leave paperwork

2. Have section’s department head sign the leave paperwork

3. Bring the paper to the HQ CMD section to have the paperwork signed and tracked (No later than 10 days from the start day of your leave).

4. Schedule flight (You will need 4 copies of your TDY orders, leave paperwork, Air Transportation Request form 1 and give to the Air Transportation office).

5. After giving the necessary documents to the Air Trans Office return the following day to pick up your flight manifest (Leave travel should be manifested there and back to avoid traveling delays).

6. You will need to make your own commercial travel arrangements from Baltimore, Atlanta or other points of destination.  

7. After receiving flight manifest check the posting outside the Air Trans office the day before your scheduled leave date to confirm that you are on that flight.

8. Check out with your section and the HQ CMD prior to departure.

9. Upon return check back in with your section and with the HQ CMD.  

10. At this time we will process you leave and adjust your travel dates accordingly.  

