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MNSTC-I STANDARDS OF PROCEDURES FOR MILITARY MEMBERS AND DOD PERSONNEL ON R&R LEAVE
1. Eligibility:  Active Duty and DOD personnel must be on a 1 yr tour in the AOR for Operation Iraqi Freedom.  Reservists on a one yr tour must be projected to serve not less than 270 days in the AOR.  

1.1.   Extension:  Military members and DOD personnel on 179 days tour must extend voluntarily for an additional 179 days.  R&R leave will begin after the orders for the extension is received.


2. Begins:  After serving 60 days and members must initiate travel prior to the completion of their tenth month.  The First General Officer in the chain of command may authorize R&R leave to begin during the final two months of the extended tour/deployment.

3. Approving Authority:  All Soldiers/personnel must get permission from their supervisor before hand.  Also, if they are going OCONUS, they must have their section OIC sign in blck 13 on the DA31, leave form or equivalent (Navy, Marines, and or Air Foce).  A memo is not required.  This program is a privilege and it’s not mandatory.

4. Limited Use of R&R Leave:  Limited to one trip of 15 days chargeable leave within a 12-month period and cannot be combined with other absences.  Chargeable leave begins the day after arrival at the commercial airport nearest the participant’s leaved address and ends the day prior to returning to the commercial airport en route to the specified OCONUS/CONUS gateway.

5. Application Process:  In order to apply, all soldiers/personnel must completely fill out a DA31 Leave form or equivalent leave form ((Navy, Marines, and or Air Foce) and fill out the R&R spreadsheet.  They must mark “Other” and type "R&R” on the line provided in blck 7, Type of leave, on the DA 31.  In blck 17, Remarks, on the DA 31, type in the mandatory remarks found in this SOP and  type in your component, i.e. active duty, guard, or reservists. This is submitted to the Leave POC @ HQ CMDT office-J1.  The leave form and spreadsheet must be filled out correctly with all criteria before member can be slotted for a space.

6. Mandatory Remarks:  Participant’s Iraq departure airfield (BIAP, Balad, Kirkuk, Mosul, Tallil, Al Asad, and Al Taqqadum) are annotated in the remarks section on the R&R leave documentation.  The following remarks will be typed on all leave forms for each service member or DOD personnel taking R&R leave:

6.1.   Army members type in block 17 (Remarks), DA Form 31:  “Participant completed the following mandatory deployment cycle system (DCS) requirements:  CDR’s risk assessment, reintegration/reunion TNG, medical threat brief, and suicide awareness and prevention TNG.  The  Army one source number:  In the US:  1 (800) 464-8107; outside the US dial toll Free- (USA access code) (800) 464-81077 (Must dial all 11 digits)”

6.2. Navy members type in block 24 (Comments/Remarks), NAVCOMPT Form 3056:  “The Navy one-source number in the US:  1 (800) 540-4123; outside the US (484) 530-5914.  US Navy Family Support Center:  (877) 673-7773; Navy-Marine Corps Relief Society:  Camp Peddleton- (760) 725-7497; Twenty-Nine Palms- (760) 830-6323.”

6.3. Air Force members type in “General Instructions” of AF Form 988:  “Air Force one-source number:  In the US:  (800) 707-5784; outside the US dial toll free- (USA access code) (800) 707-57844 (Must dial all 11 digits)”

6.4. Marine members type on NAVMC3 (Leave Authorization):  “The Marine Corps one-source number:  In the US:  (800) 869-0278; outside the US dial toll free- (USA access code) (800) 869-02788 (Must dial all 11 digits); Navy-Marine Corps Relief Society:  Camp Peddleton- (760) 725-7497; Twenty-Nine Palms- (760) 830-6323.”

6.5.   Coast Guard member’s type in the bottom portion of CG-2519:  “Coast Guard Mutual Assistance:  (800) 881-2464.”

6.6.   DOD Civilian Personnel type in block 6 of SF71:  “Participant completed the following mandatory deployment cycle system (DCS) requirements:  CDR’s risk assessment, reintegration/reunion TNG, Medical Threat Brief, and Suicide Awareness and Prevention TNG.  DOD Civilian’s Field Advisory Services- (703) 696-1223, ext. 605.”
7. Preparation:  Military members and DOD civilians will depart their unit with 5 copies of their DA31 or equivalent leave form. One check-in bag, not to exceed 50lbs, and one carry-on bag, not to exceed 15lbs.  Civilian clothes can be worn on Commercial aircraft, not contract aircraft.  THE DBDU WILL BE WORN WHILE ON CONTRACT AIRCRAFT.  


8. Equipment:  Must wear Kevlar and Flak vest to travel to Kuwait.  CFLCC will provide weather-protected storage at the Kuwait gateway for members taking R&R.  Weapons and ammunition are not authorized for travel to Kuwait.  Units will secure members on R&R weapons, sensitive items, and gear prior to departing IRAQ.

9. Transportation:  Forward base locations are responsible for coordinating transportation for their soldiers/personnel to the Palace.  Commercial Air is fully funded by the government from the OCONUS/CONUS gateways to the traveler’s leave address and return trip.  
9.1.   Arrangements:  Steele Dragon (shuttle bus) schedules are available after 1800 for the next day.  Soldiers/personnel must take the shuttle bus the day prior to their departure date at BIAP.  Participants must be at the Iraqi departure airfield by 0730 (BIAP) the morning they are flying out.  NOTE:  There are no shuttle buses going to BIAP that early. 

9.1.1. From Palace to BIAP:  All Soldiers/personnel must check-in/check-out with HQ CMDT (J1).  In J1, they will receive the schedule for the Steele Dragon to BIAP.  Temporary badges will be assigned thru HRM office during duty hours.  For after hrs, members will show there Military Common Access Card (DOD ID) for entry and find a tent that is open and report to J1 @ 0800 the following morning.


9.1.1.1.   Lodging and Meals:  If requiring lodging and meals, soldiers/personnel will pick out a tent that is available in tent city and sign-in at Chow Hall during meal times (all meals are free). 


9.1.2. From BIAP to Kuwait Gateway:  POC is 21st Replacement, DSN 318-453-0300. 


9.1.3. From Kuwait Gateway to CONUS/OCONUS Gateways:   Soldiers/personnel will have Contract Air Travel to CONUS/OCONUS Gateways (govt. travel office).
9.1.3.1.   Follow-on travel arrangements from Kuwait to OCONUS/CONUS Gateway:  Military members and DOD personnel will obtain follow-on travel arrangements from the approved government travel office located at the Kuwait gateway (from and to OCONUS/CONUS gateway).  THE GOVERNMENT WILL NOT REIMBURSE INDIVIDUALS WHO PURCHASE THEIR OWN TICKETS. 

9.1.3.2.   Preparation at the Kuwait Gateway:  Soldiers/personnel will receive the following briefings:


9.1.3.2.1. Chain-of-Command during R&R leave

9.1.3.2.2. Leader’s tasks white at the Kuwait Gateway

9.1.3.2.3. Follow-on travel commercial ticketing/leisure travel.

9.1.3.2.4. Finance support

9.1.3.2.5. Orientation to the Kuwait Gateway.


9.1.3.3.   Actions to be completed by soldiers/personnel at the Kuwait Gateway:


9.1.3.3.1. Commercial Ticketing (if required):  Approved govt. travel office.

9.1.3.3.2. Finance services (if required).

9.1.3.3.3. Customs/contraband check.

9.1.4. To leave address:  Commercial Air travel to the airport nearest the participant’s leave address (as shown on leave form; block 6 for DA 31).  Soldiers/personnel are responsible for getting transportation from the airport nearest their leave address.

9.1.5. Return From Airport Nearest Leave address to CONUS/OCONUS Gateway:  Commercial air travel from the commercial airport nearest the soldier/personnel leave address (as shown on the leave form) back to the specified CONUS/OCONUS gateway is fully funded by the government.

9.1.6. From CONUS/OCONUS Gateway to Kuwait Gateway:  Contract air travel from CONUS/OCONUS Gateway to Kuwait Gateway. 


9.1.7.  From Kuwait Gateway to BIAP:  


9.1.7.1.   Reintegration at Kuwait:  All soldiers/personnel will process on completion of R&R leave.  No soldier/personnel are authorized to leave KCIA directly back to their unit.

9.1.7.2.   Upon arrival at Kuwait:  The following tasks will be completed by soldiers/personnel:
9.1.7.2.1. Have ID scanned back into the USCENTCOM AOR.

9.1.7.2.2. Receive a theater reintegration brief.

9.1.7.2.3. Receive a Chaplain briefed.

9.1.7.2.4. Receive a new ID card and/or Identification tags (if required).

9.2.   Transportation not funded by the government:  Rental car, bus, train, private aircraft, or other modes of transportation will not be government funded or reimbursed.
10. Personnel Assistant Points (PAP):  Located at the Dallas/Ft Worth and Atlanta International Airports.  PAP will meet the Contract Aircraft and sign the traveler in/out on leave.
11. R&R Leave:  Participants desiring to take leave or travel outside the US, its Territories/Commonwealths or outside the Territory or Foreign country of assignment must obtain clearance from their MSC Travel Manager.  Must have passport (and VISA, if applicable) in the possession before departing the USCENTCOM AOR.  
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