First Steps for ALL Services:

1) Request leave through www.amion.com .
2) Send an official email to your rotation supervisor and CC Dr. Gorman and the Chief Resident, requesting leave on your particular dates.  
3) Ensure that you have all AHLTA notes (including T-cons) complete.

4) Ensure that you have cancelled necessary continuity clinics (email Chief Resident, Dr. Kimball-Eayrs and Ms. Starks).

5) Ensure that all military training is up-to-date (particularly important for Army). 
Army, Air Force, and Navy procedures on next 3 pages . . . 
ARMY:

SSG Neeley:  Deidra.Neeley@med.navy.mil
Ms. Theresa Kiefer: Theresa.Kiefer@med.navy.mil / 319-5437

CPT Mangini (Alpha Co Commander): Elizabeth.Manginig@med.navy.mil / 400-2958
CPT Hanson (HHC Co Commander):  Jay.Hanson@med.navy.mil / 400-2956
Both Companies are located in Building 147 (old Temporary Fitness Center/end of Green Line)
Steps to Request Leave:

Submit special request in Amion and indicate that you will be taking official leave.
Email your rotation supervisor.

Forward approval from your rotation supervisor to the Chief Resident.

If requesting more than 7 consecutive days of leave, get approval from Dr. Gorman.

When the Call and Continuity schedules for the time period you are taking leave has been published, review for conflicts.
1. Fill out  DA form 31
-Block #6 full address, personal phone#, email

-Block #8 A Co WRNMMC(PEDS) 
-must be completed either entirely electronically OR print the blank form and complete entirely by hand, including signatures

2. Get signature from Dr. Gorman, Dr. Eberly, Dr. Stokes or the Chief Resident, in either hand written form or email the Da form 31 for electronic signature

3. Gather Supporting Documents (see next page for more info):
-if CONUS and traveling more than 250 miles from WRNMMC-B:
 

a.TRiPS ticket(driving) https://safety.army.mil/


b. Flight itinerary  

-OCONUS Leave: 

a. AT Level 1 certificate completed within 1 year 


b.print out from State Dept Travel Alert site: 







http://travel.state.gov/travel/cis_pa_tw/tw/tw_1764.html
-All Requests:

-LES

-FMR printout

4. Turn in DA form 31 with Supporting Documents to Theresa Kiefer, Program Coordinator
- do not turn in COPIES of signatures
· Ms. Kiefer will review your submitted documents for completeness then forward to SSG Neeley
· SSG Neeley will hand walk your leave packet to or Theresa will scan and email the packet to Alpha/Student Co for you! 
Important Points:
* Leave packet must be submitted to your company 14 days in advance for CONUS leave and 30 days in advance for OCONUS leave (letter of lateness for extenuating circumstances signed by Dept Chief), so get it to Ms. Kiefer ASAP or get it to Alpha Co yourself.
Supporting Document Information:
1.  LES

* Print out most recent LES from MyPay via your AKO account.
2a. TRIPS if driving: 

* Travel Risk Planning System (TRIPS): https://safety.army.mil/

* Click on TRIPS icon to complete required questionnaire.

* print out certificate and add to leave package.

2b: Itinerary if flying: Print out from your airline or travel agency website.

3.  FMR 
* Got to AKO and click on “medical readiness” (should be GREEN).

* On the TOP RIGHT corner, select “Print” to print the entire FMR document.

* If you are going to turn amber during the time that you are on leave, you must complete that requirement prior to turning in leave (double check w/SSG Neeley if unsure).
4.  DA 31: Official Leave Form

* Located both at the end of the TRIPS questionnaire AND on AKO (press Forms tab and search for DA 31).  You can fill out electronically (preferred) or by hand.

* Drs. Eberly, Gorman, Snyder, and Stokes are your supervisors and one must sign the form.

5.  A vehicle (POV) inspection if driving:

* Peds S:// drive, or the following website:
http://www.belvoir.army.mil/safety/doc/povinspection.pdf
* Can be done by one of your peers or by SSG Neeley.
Bottom line— It does not have to be done by a mechanic.
AIR FORCE

TO access leave web:
-During inprocessing you probably turned in a request for leave web access 
to the CSS office at Malcolm Grow. If not, they will need this to get you an account.

-Go to my.af.mil from a CAC login computer to access Leave web.
-A link for leave web is along the left hand side of the home page.
-If you do not have a password, I would contact the leave web administrator at Andrews, phone number is 240-857-8225 to get this set up
-When applying for leave, simply submit a request online up to 30 days prior to leave date and they approve them fairly quickly
-Your supervisors name and info is as follows:
AO Rank:
GS12 or CIV

AO Name:
Selea Hayes

AO Phone:
(240) 857-8280

AO EMail:
Selea.hayes@afncr.af.mil
You will need to enter this in so she can approve the leave

-Upon return from leave, go back to same website and submit return from leave status
-If you forget this step, you will get an email from Laurie Creel telling you to do so asap so they dont think you are AWOL or something.
Pass = 96 hours max, taken during time not expected to be on duty, no mileage restriction. Can be called in and expected to be in to work the next morning if on Pass and Official leave not taken (this is rare). Must notify Chief Resident, Dr. Gorman, or Dr. Eberly in advance. Easiest way is to submit an amion call relief request and state that you are requesting Pass.
Official leave = if wanting more than the 96 hours max of Pass, and if it is to be taken during hours you are otherwise expected to be on duty, as well as to protect yourself from potentially being called in as back up and having this ruin your plans.

** Potential NEW approving official: COL Sandra Tynes.  Email LtCOL Giscombe and/or Ms. Creel to double-check who your Approving Official (AO) is prior to filing your leave**
NAVY:

E-Leave Link: https://nsips.nmci.navy.mil/
See E-Leave Go-by powerpoint posted on nccpeds.com Chief’s Corner
After your supervisors have signed off on the leave request, you will get an email in your med.navy.mil account stating that an E-Leave request has been approved. You may check on the status of your request periodically from the NSIPS site.
Contact HM1 Davenport @ Trina.Davenport@med.navy.mil if you encounter E-leave problems (ex. An approver has not been assigned to your account).
No mileage restrictions. Must take leave if going OCONUS. Protects you from potentially being called in as back up and having this ruin your plans.
