DEPARTMENT OF THE ARMY
PERSONNEL SERVICE DRANCH, MILITARY PERSONNNEL DIVISION

FORT CARSON, COLORADO 80913-7108

IMNW-CAR-HRMS                                                                                 20 March 2007

MEMORANDUM FOR All Fort Carson Non-Divisional Units/Organizations/Activities and Applicable Tenant Units/Organizations/Activities

SUBJECT:  Memorandum of Instruction, Processing for OCONUS leave.

1.  The DA 31 will be submitted to the S-1 for signature NLT 45 days before OCONUS leave is to begin.  The Soldier will fill out the DA 31 using the BN Commander as the Supervisor.  The BN Commander will sign in Block 12.  

2.  The Soldier will complete the AT Level 1 Awareness Training – Force Protection Briefing online @ https://atlevel1.dtic.mil/at/  Print and sign the Force Protection Certificate and bring to your S-2.

3.  The S-2 or authorized representative will sign the Force Protection Certificate.

4.  The DoD Foreign Clearance Guide will let the Soldier know if he/she will need a passport or a 15 day country clearance approval.  Whether the Soldier needs these items depends upon the area in which the Soldier is planning to visit.  

5.  The S-1 or authorized representative will bring all OCONUS Leave to the Personnel Service Branch, Military Personnel Division, Building 1218, Room 158, 30 calendar days prior to the Soldier traveling outside of the United States.  This is to acquire proper county clearance from the American Embassies, United States Defense Attaché Service.
6.  The following documents must be submitted to the Personnel Service Branch, Personnel Actions Section:

     a.  DA 31 (with BN CDR’s signature in Block 12)

     b.  Force Protection Briefing (signed by the Soldier and S-2)

     c.  Copy of Flight Itinerary

     d.  Copy of Passport (if applicable)

7.  The Personnel Actions Section is the approving authority on the DA 31.  The Personnel Action Section Chief will sign in Block 13.  
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8.  The Personnel Action Section will complete a Memorandum Requesting OCONUS leave.

9.  The Personnel Action Section will reference information from the DoD Foreign Clearance Guide website:  https://www.fcg.pentagon.mil to review additional requirements for the leave country.  If in-country clearance is required, Personnel Actions Section will request in-country clearance by email to FORSCOM G-1, POC is Mrs.  Donna Brauner @ donna.brauner@us.army.mil  
10.  The Personnel Actions Section will make a copy of the Soldier’s OCONUS completed and approved packet.  The Soldier’s S-1 will pick up the OCONUS packet and return to the Soldier.  All request for the OCONUS completed packet will be referred to the S-1.

11.  The Point of Contact for this MOI is Ms. DJ Shrout at COMM: 719-526-3953, DSN 691-3953 or email: dora.shrout@us.army.mil 








[Original Signed]







TOM A. GRADY, JR.
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Chief, Personnel Actions Section

