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15 Nov 00

MEMORANDUM FOR ALL 75 MSS PERSONNEL

FROM:  75 MSS/CC

SUBJECT:  Leave Policy 

1.  In an effort to provide quality customer service and in accordance with DFAS-DEM 177-373 Volume II, Para 7-1, c.(5), the following policy concerning the 75 MSS Leave Program will be effective immediately.  

    a.  Supervisors will verify requesting individual’s leave balance from a current LES or unit leave balance listing and ensure the AF Form 988 is correct before obtaining a leave authorization number.  

    b.  The supervisor who signs an individual’s AF Form 988, or a designated point of contact, will call the MSS Commander’s Support Staff between the hours of 0800-1500 and request a leave authorization number.  If a designated point of contact will be used, that person must be appointed in writing by the directorate.

    c.  Supervisors will ensure Part I of AF Form 988 is turned in to the Accounting and Finance Office.

    d.  Within two working days after member returns from leave, a completed Part III of AF Form 988 will be turned in to the MSS Commander’s Support Staff.

2.  As a customer service effort, we are allowing supervisors/POCs to obtain a leave number over the phone.  If we receive an excessive amount of Part Ones returned from Finance due to errors, we reserve the right to stop processing leaves over the phone.  This will require someone to hand-carry the leave slip to the Commander’s Support Staff for review prior to issuing a leave number.  We hope this will not be necessary; however, if so we will notify the directorate/section in writing.  We look forward to your cooperation in making this program a success. 

3.  We also want to reiterate that leave must begin and end in the local area.  The local area is defined as the place where the member lives and from which he or she commutes to the duty station.  There has also been a recent change to the leave program in that, if the leave start date changes, you may now make the change to the leave status date and leave start date on the form.  The member and leave approval authority initial the changes before the member departs for leave.  We also would appreciate a phone call so we may change our database.  Again, this is a recent change to the leave program.

4.  POC for the 75 MSS Leave Program is Amn Jamie St Louis at ext. 7-2456; however, anyone in the Commander’s Support Staff will be happy to assist you.

5.  This letter supersedes all previous leave policy letters.







   //SIGNED//







   JOHN H. KRESEK, JR., Lt Col, USAF
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