Appendix 3

Leave Process


1.
Concept Statement. 
The purpose of this request module is to automate the leave process via a web interface and streamline a redundant, error-prone, time-consuming paperwork intensive process.  This initiative will eliminate the need to print a copy of the leave papers, file a copy of the leave papers in the administrative shops 30-day tickler file, or keep a paper copy for files.  User level access is defined as a Marine requesting leave.  Administrative level access is defined as user who possesses permissions to take action on a leave request.  Actions include those taken by an Active Reviewer (Recommend, Not Recommend, Return to Sender for re-work) and those users with Approval permissions who have full control to edit request, approve, disapprove, return to sender, and delete a leave request.

2.
Business Process Rules – Core Functions.  The functionality described below are basic processes for an individual who requests leave, departs on leave, returns from leave and has the amount of leave taken deducted from their leave balance via a MCTFS transaction.


a.
Creating and Submitting a Leave Request.



(1)
All Echelon 1 users will have the ability to create a Leave Request for them selves. They will be able select the leave request task form a menu/list of all administrative tasks available.



(2)
If the user that is logged into MOL only has Echelon 1 permissions and no other permissions, then this user may only complete a leave request for them selves.  This user would see no mechanism by which they could complete a leave request for another user. 



(3)
If user possesses Echelon 2 or higher permissions (Approval, Active Review, or Passive Review), the user may select to create a leave request for them selves or create a leave request on the behalf of another user.  This user may only create and forward a leave request for another Marine who is a member of a unit which is contained within the unit scope of the logged on user’s permissions for the task leave request. 

For example, a platoon sergeant who has Active Reviewer permissions for the leave request task for his platoon only may create and submit a leave request for them selves or may create and submit a leave request for any Marine within his/her platoon.  The platoon sergeant may not create and submit a leave request for any Marine outside his/her platoon, as those Marines are not in unit scope of his/her leave request task permissions.



(4)
Leave Request work area/form self-populates the data fields listed below from the data source.  If the originator of the leave request is making the request for them selves, this data is displayed when the page containing the leave request loads.  If the originator is creating the request on the behalf of another Marine, then the user must first select a name from an alphabetical (by LastName, First Name & Rank) list.  Names contained within this selection list are all the Marines for which the user has permissions to perform this action and no others.  Once the name is selected, then the leave request form is presented with the pre-populated data.  These fields are not editable by any user in the Leave Request work area.




(a)
SSN.

(b) Full Name (Last Name, First Name, MI).


(c) 
Rank (CWO5, Sgt, etc).

(d)
MOS (PMOS).




(e)
Organization Name (Plain English Description of Work Section, Platoon, Company, Battalion Squadron).




(f)
Organization Address (Street, City, State, Zip)

(g) Organization Phone Number. (Valid 10-digit phone number:  XXX-XXX-XXXX)


(h)
Leave Used.  




(i)
Leave Balance.


(j)
Expiration of Active Service (EAS).  (DD MMM YYYY format)



(5)
Other Data Fields for the Leave Request.  Fields designated as required must contain valid data values and must not be null in order for the transaction to proceed/be processed.  Data values will be checked for valid entries prior to the transaction.  If an invalid value is found, then the transaction does not proceed and the user is notified of the error and is directed to correct it. 

 


(a)
Leave Address.  A required field and cannot be null.  This field will auto populate with the home address from the data source.  The originator will be able to edit the field in the event the leave is not planned for that address.

(b) Leave Phone Number.  A required field, cannot be null and must be a valid 10-digit number (3-digit area code and 7-digit phone number).  This field will auto populate with the home phone number from the data source and will be editable in the event the phone number is not correct. 




(c) Leave Type.  A required field.  A drop down menu will list the following leave types.  Default selection is Annual Leave.  The text from the selection list is not editable.  Future upgrades to this task may include other types of leave.

· Annual Leave

· Emergency Leave

· Convalescent Leave

· EML Leave

Note that there shall be no mechanism by which a user may select “Terminal” leave or “Appellate” leave.  It is recognized that a user may request “Annual” Leave and annotate in the comments section that the leave will be “terminal.” 




(d)
Requested Departure Date.  A required field and cannot be null.  Provide a calendar like mechanism where a user may select a date that populates the date field.  The date selected may not be a date that has already past.  Date will be displayed in as DD MMM YYYY format (e.g. 15 Jan 2003).  User may not edit the text of a selected date – dates may only be inputted via the calendar mechanism that controls proper formatting and date validation. 




(e)
Requested Departure Time.  A required field and cannot be null.  Default value is 1630 for weekdays and 0800 for weekends and is based on requested departure date selected.  Originators may not edit the default time value.   Echelon 2 or above users who possess Leave Request Approval permissions may edit the default time value.  Validate edited values for proper time formatting.  Display and input format will of the 24-hour military clock (0000-2359). The capability to edit the time value by Approval authorities is desired to allow for shift workers that need to depart at non-standard times and other special circumstances.  Shift workers may request a non-standard departure time in the comments data field.




(f)
Requested Return Date.  A required field and cannot be null.  Provide a calendar like mechanism where a user may select a date that populates the date field.  The date selected may not be a date that has already past.  Date will be displayed in as DD MMM YYYY format (e.g. 15 Jan 2003).  User may not edit the text of a selected date – dates may only be inputted via the calendar mechanism that controls proper formatting and date validation.  Requested Departure Date must precede the Requested Return Date and at least one whole calendar day should exist between the requested departure date and requested return date.




(g)
Requested Return Time.  A required field and cannot be null.  Default value is 0730.  Originators may not edit the default time value.   Echelon 2 or above users who possess Leave Request Approval permissions may edit the default time value.  Display and input format will of the 24-hour military clock (0000-2359).   The capability to edit the time value by Approval authorities is desired to allow for shift workers that need to return at non-standard times and other special circumstances.    Shift workers may request a non-standard return time in the comments data field.




(h)
Comments.  Not a required field and may be null.  A text area that allows the user to provide additional information regarding the leave request.



(6)
Originator has no requirement to fill in/select data regarding the name and rank of the approving official when filling data for the leave request.  The originator only needs to decide (select) a single Echelon 2 or higher user to receive the request and take action on it.  Once the request is received by an approval authority and it is approved by that user, then the data regarding that approving authority will be collected and bound to the request. 



(7)
The originator will select a single person to receive the leave request for action.  The selection list will be populated by Echelon 2 or higher users (Approvers or Active Reviewers) within the originator’ chain of command.  See Appendix 2 – Workflow for details.  The selection of a single recipient is a required action.  The transaction may not proceed if the field is null.  If the field is left null, notify the user upon any attempt to submit the leave request.     



(8)
Originator will be able to select any number (0-Many) of Echelon 2 or higher users that will receive a courtesy copy of the request.  The selection list will be populated by Echelon 2 or higher users within the originator’ chain of command.  See Appendix 2 – Workflow for details.  The selection of one or more courtesy copy recipients is not a required action.  This field may be left null.   



(10) The originator will be able to send an automatically generated email notification of their request to any number of email addresses.  See Appendix 2 Workflow.



(11) The originator may create a leave request during a particular MOL session and elect not to send the request to another user immediately.  The leave request data may be saved and the session ended without submitting the request to another user.  The originator may then return during any number of subsequent MOL sessions and continue work on the leave request.  The leave request may be submitted during any of these sessions providing all the required data is present and valid.  The user may delete a saved, un-submitted leave request at any time.  If the user elects to delete a saved, un-submitted leave request, provide a warning that all of the data will be lost.  Allow the user to cancel or proceed with the deletion. 



(12) It will be possible for any user to maintain multiple “saved”, un-submitted leave requests associated with their user profile.



(13) Time-to-Live for saved, un-submitted Leave Request:  90 days.  Any saved leave request that has been un-submitted after 90 calendar days from that date it was originally created will be deleted from the system.



(14) Once the originator has submitted a request, they may not edit the request.  They will be able to view the details and status of the request while it is in process by other Echelon 2/3 users in his/her chain of command. 



(15) A Leave Request may be recalled by the subject Marine at any time prior to the commencement of leave.  The effect of the recall is to delete all information regarding the request in the pending task and unit status work areas of Echelon 2/3 users.  If the subject Marine/Originator recalls the leave request, then all of the passive reviewers, active reviewers, and Approvers within the subject Marine’s chain of command will receive an email notification of the action.  This notification will self populate with the following information and will appear as a READ only message in the Pending Task work area of the Echelon 2/3 users in the originator’s chain of command.

· Task Type (Leave Request, etc.)

· Originator’s Rank and Full Name

· Unit of Originator (Work Section through RUC) in plain English

· Status Transaction:  Recalled

· Date of Recall

· Rank and Full Name of Marine who recalled the request

· Comments – Reason for recall, etc.




(16)
Actions regarding Leave Requests where the number of leave days requested is greater than current leave balance and/or Max Leave Accrual.





(a)
When an originator requests a leave period where the number of days requested exceeds the subject Marine’s current leave balance but is less than the Max Leave Accrual value, the user will be warned and the request may proceed.  An automatic comment will be generated with the request to inform the active reviewers and approvers that the originator does not possess a leave balance that supports the request but may be granted because the Max Leave Accrual supports the request.  In cases where there is no value for Max Leave Accrual as with regular officers, the request will be processed with the warning and automatic comment.





(b)
When an originator requests a leave period where the number of days requested exceeds the subject Marine’s current leave balance and the Max Leave Accrual value, the user will be warned and the request may not proceed.  The user will be informed they do not possess enough leave days in their current balance or Max Leave Accrual to support their request and that they should contact their chain of command. 


b.
Routing a Leave Request.  It is up to each user in the routing chain to select a single recipient of the leave request.  The originator and/or any subsequent Active Reviewer need not be informed of the permissions (Approver or Active Reviewer) possessed by the users depicted in the “Send To” list.  This allows each originator to select a person who they know to be their direct superior.  This concept is based on the assumption that every Marine knows the name of their direct superior and can select that name from a list.  This concept of manual selection of recipients at each step in the routing process allows for differing routing chains for different types of tasks, frequently changing chains of command and non-traditional chains of command.  This also reduces the overhead and cost of maintaining data regarding different routing profiles for each individual task for each MOL user.  All that must be maintained is the permissions of action takers as described in Appendix 2 - Workflow.      



(1)
An Active Reviewer who receives a leave request will input their recommendation with comments and then pass the request on to another single Echelon 2 or higher user. The Active Reviewer will select any number (0-Many) of Echelon 2 or higher users that will receive a courtesy copy of the request.  See Appendix 2 for details.  The selection of one or more courtesy copy recipients is not a required action.  This field may be left null.   



(2)
Active Reviewers may perform the following tasks when taking action.  Comments by the Active Reviewer may be added to each of these actions.

(a) Recommend Approval and send the request to another Echelon 2/3 user.

(b) Recommend Disapproval and send the request to another Echelon 2/3 user.

(c) Return the request to the originator for rework.



(3)
Once an Active Reviewer takes action and sends the request to another user, the data source is updated by recording:  what action was taken, date of action, rank and full name of user who made the action, and comments.  This data is available for viewing by the subject Marine and all Echelon 2/3 users who have permission to view the Leave Request task data for their unit scope.



(4)
When a leave request is “sent” to an Echelon 2 or higher user who has approval permissions for the leave task, this user may perform the actions listed below.  This user may add comments to the action taken.

(a) Approve the Leave Request.

(b) Disapprove the Leave Request.

(c) Return the Leave Request to the previous sender for rework

(d) Send the Leave Request to any Echelon 2 or higher user who has appropriate permission for the leave request task for the subject Marine for rework.

(e) Return the request to the originator and/or subject Marine for rework

(f) Edit the data fields that are allowed to be edited (Departure Date, Return Date, etc.) contained in the request.  The user may not edit the pre-populated, un-editable data like SSN, LastName, etc.

(g) Make data modifications to the leave request and save the state of the transaction for more work/edits at a later time.  The user may end their MOL sessions and the data contained in the leave request shall persist.  The user may return to the MOL application in a new session and open/work on saved Leave Requests. 



(5)
Once an Approver takes action, the data source is updated by recording:  what action was taken, date of action, rank and full name of user who made the action, and comments.  This data is available for viewing by the subject Marine and all Echelon 2/3 users who have permission to view the Leave Request task data for their unit scope.



(6)
When an Echelon 2 or higher user who has approval permissions for the leave task, approves or disapproves a leave request, the routing process will end.  Upon approval / disapproval of the leave request, the subject Marine, originator, passive reviewers, active reviewers, and approvers within the subject Marine’s chain of command will receive an email notification of the action.  This email will self populate with the following information:

· Task Type (Leave Request, etc.)

· Leave Dates/Times

· Originator’s Rank and Full Name

· Unit of Originator (Work Section through RUC) in plain English

· Status/Decision (Approved or Disapproved)

· Date of Status/Decision

· Rank and Full Name of Approving Official 

· Comments – Reason for disapproval, etc.



(7)
Upon approval of a leave request, there shall be a text message reminder to the subject Marine of the leave request that if they possess a meal card and they should turn in their meal card upon commencement of leave. 



(8) There will be an option to print a set of leave papers for the Marine going on leave.  Once a leave request is approved, the originator or any Echelon 2/3 user with permissions for the leave request task for the subject Marine may print a set of leave papers.  The printed output will closely resemble the current “Leave Papers” in use throughout the Marine Corps.  The “Leave Papers” need not be “exactly” like the current hard copy version.  However, the content and general data layout should be the same.


c.
Commencement and Termination of a Leave Period.



(1)
Commencement of Leave.  When a Marine begins their leave period, the Marine shall be signed out electronically via the MOL web application.  The action of signing a Marine out on leave will populate data fields for “Actual Leave Start Date” and “Actual Leave Start Time”.  These fields will eventually be used to calculate the number of leave days used/taken.  Once the Marine is signed out on leave, the leave request may not be recalled by the subject Marine. 



(2)
Termination of Leave.  When a Marine ends their leave period, the Marine shall be signed in electronically via the MOL web application.  The action of signing a Marine back from leave will populate data fields for “Actual Leave End Date” and “Actual Leave End Time”.  These fields will eventually be used to calculate the number of leave days used/taken.



(3)
Signing “Out on Leave” & “Back From” Leave Electronically.  The Unit Commander will set the policy for the RUC level unit for who has the capability to sign a Marine out on /back from leave.  Policies regarding the manual retrieval of meal cards or any other manual process will not be implemented in this SCR.  Future MOL upgrades may include the ability to deactivate/reactivate Meal Card/Common Access Card (CAC) functionalities.  The ability to sign a Marine out on / back from leave is viewed as a “separate task” from the leave request/approval task - requiring its own set of permissions.  In other words, a user with leave approval permissions may not have permissions to sign out/in Marines for Leave, or vice versa.  The following capabilities will be provided to enable this process.   




(a)
Mechanisms to Enable Sign Out/Sign In Capability.

· By Rank.  Provide a mechanism by which the Reporting Unit Commander can select a group of Marines by rank or ranks who will be allowed to sign themselves out on / back from leave via MOL from any location at any time.  For example the Unit Commander may select all Officer and SNCO ranks to be allowed to sign them selves out on / back from leave.  In this case, the officers/SNCOs in that RUC would have access to a menu item/web page where they may only check them selves out on and back from leave.  Sergeants and below would not see this function.

· Assignment of Permission by Individual Echelon 2/3 User.   Any designated Echelon 2/3 user will have access to a menu item/web page whereby they sign out and sign in other Marines who are within their unit scope of permissions.  They will not be able to perform this function for Marines outside their unit scope.  

· Officer of the Day (OOD).  The OOD template of permissions will contain the rights to access a menu item/web page whereby the OOD may sign in/ sign out any Marine within the RUC unit.  As users are granted the OOD set of permissions (assume duty), they will then have access to the page to perform the sign in /sign out function.

(b)
Once the permission to sign a Marine out on / back from leave has been granted to a user, the user will be provided an interface by which this action can take place.  Only the users with this permission will see the menu item/interface, whereas users that do not posses this permission will not see the menu item/interface.

(c) The user who signs a Marine out on leave (themselves or on behalf of another Marine) will input a valid date and time for Actual Leave Start Date” and “Actual Leave Start Time”.  Provide a calendar like mechanism where a user may select a date that populates the date field.  Date will be displayed in as DD MMM YYYY format (e.g. 15 Jan 2003).  User may not edit the text of a selected date – dates may only be inputted via the calendar mechanism that controls proper formatting and date validation.  Provide an input mechanism that only allows valid time values.  Display and input format will of the 24-hour military clock (0000-2359).  The Leave Start Date/Time values can be values that have already occurred.  This allows the input of data at some date/time after the actual start date/time.  The Leave Start Date/Time values may not be values that have not yet occurred.




(d)
The user who signs a Marine back from leave (themselves or on behalf of another Marine) input a valid date and time for Actual Leave Return Date” and “Actual Leave Return Time”.  Provide a calendar like mechanism where a user may select a date that populates the date field.  Date will be displayed in as DD MMM YYYY format (e.g. 15 Jan 2003).  User may not edit the text of a selected date – dates may only be inputted via the calendar mechanism that controls proper formatting and date validation.  Provide an input mechanism that only allows valid time values.  Display and input format will of the 24-hour military clock (0000-2359).  This allows the input of data at some date/time after the actual start date/time.  The Leave Start Date/Time values may not be values that have not yet occurred.




(e)
A Marine scheduled to commence leave may not be checked out earlier than the Requested Date/Time connected with the approved leave request.  In order to commence leave earlier than the requested date/time, an Echelon 2 or higher user with approval permissions must change the request. 




(f)
A Marine may commence their leave and, thus, be signed out on leave at any date and time later than the Requested Date/Time connected with the approved leave request.  However, the “Sign Out” Date must be less than and not equal to or greater than the Requested Leave Return Date.




(g) One whole calendar day must exist between the Actual Leave Start Date and Actual Leave Return Date.  This rule is to ensure at least one day of leave was taken and can be charged in MCTFS.  Enforcement of this business rule occurs when a user inputs an Actual Leave Return Date/Time




(h)
A user may not sign a Marine “Back from Leave” if the subject Marine was never signed “Out on Leave.”  The user may input data for “signing out” and “signing in” during a single MOL session as long as “Signing Out” is accomplished before “Signing In.”




(i)
User interface for the sign out / sign in function will only display applicable data to the function.  For users with only self-sign out/in capability, they will see no mechanism dealing with signing out/in Marines outside their unit scope.  For Echelon 2/3 users with “sign out /in capability on the behalf of other users”, they will only see data regarding valid, approved leave requests for the Marines within their unit scope of permissions.  They will not see data on leave requests for Marines outside their unit scope, leave requests that have “expired” (i.e. subject Marine never commenced leave and the requested return date has passed), and leave requests where the requested leave date has not yet been occurred (i.e. leave request that are due to commence at some number of days in the future).



(4)
Update Duty Status.




(a)
When a Marine is signed out on leave and the Actual Leave Start Date/Time have been filled with valid date/time values, the subject Marine’s “Duty Status” will be updated in MOL Data Source so as to reflect the fact the Marine is in a Leave Status.  This data will be reflected in the Unit Manpower Status Report (Morning Report) process automatically.  Note that there are duty status values for each of the types of leave.  The correct duty status for the type of leave taken should be reflected.




(b)
When a Marine is signed in from leave and the Actual Leave Start Date/Time have been filled with valid date/time values, the subject Marines duty status will be updated in MOL Data Source and MCTFS so as to reflect the fact the Marine is “Present for Duty.”  This data will be reflected in the Morning reports process automatically.  In cases where the Marine is signed in from leave but his duty status is not “Present for Duty” but is some other duty status (IHCA, SIQ, etc.), then the Echelon 2/3 users with the appropriate permissions for the Unit Management task must enter the new status. 




(c)
See Appendix 6 Unit Management & Status Report Process for more details.



(5)
Leave Extensions.




(a)
Only Echelon 2/3 users with Leave Approval permissions may grant leave extensions.




(b)
To affect a leave extension, an Echelon 2/3 user with Leave Approval permissions will edit/update the Requested Leave Return Date/Time fields with the new leave date and provide a comment documenting the leave extension.  


d.
Automatic Flags.



(1) If a Marine has requested leave and it has been approved and if the Marine is not signed out on leave no later than 2359 on the Requested Leave Start Date, then the system will generate and send an email notification to all Echelon 2/3 users with Leave permissions (Approval, Active Reviewer, Passive Reviewers).  This information will enable the small unit leaders to begin tracking down the Marine to ensure the Marine is not sick/injured, UA, IHCA, etc.  This notification will provide the following information.  

· Task Type (Leave Request, etc.).

· Warning that subject Marine has not commenced from leave as requested.

· Rank and Full Name of Marine that was due to start leave.

· Unit of Marine (Work Section through RUC) in plain English.

· Requested Leave Dates/Times.

· Leave Address and phone number



(2) If a Marine has requested leave and it has been approved and the Marine commenced leave (was signed out on leave) and the Marine is not signed in on leave no later than “Requested Return Date/Time”, then the system will generate and send an email notification to all Echelon 2/3 users with Leave permissions (Approval, Active Reviewer, Passive Reviewers).  This notification will be generated and sent one hour after the Requested Leave Return Time on the Requested Leave Return Date.  This information will enable the small unit leaders to begin tracking down the Marine to ensure the Marine is not sick/injured, UA, IHCA, etc.  This notification will provide the following information.  

· Task Type (Leave Request, etc.).

· Warning that subject Marine has not returned from leave.

· Rank and Full Name of Marine that was due to start leave.

· Unit of Marine (Work Section through RUC) in plain English.

· Requested Leave Dates.

· Date/Time Leave commenced.

· Leave Address and phone number.


e.
Charge Leave Taken in MCTFS.  The process of calculating the quantity of leave taken and conducting a MCTFS transaction to subtract this quantity from the current leave balance will be automatically generated upon the event of “Signing the Marine Back From Leave.”  Therefore, those users that possess permissions to sign a Marine out on / back from leave have the permission to generate the automated Leave Charge MCTFS transaction.



(1)
The value of number leave days used will be equal to Actual Leave Return Date – Actual Leave Start Date.  This quantity must at be one whole calendar day.  



(2)
Transactions will not be processed if the number of leave days taken exceeds Max Leave Accrual.



(3) Transactions where the number of leave days taken exceeds current leave balance but is less than or equal to Max Leave Accrual will be allowed.



(4)
Feedback as to the status (pending, success, or failure) of the charge leave MCTFS transaction will be made available to the subject Marine and Echelon 2/3 users with appropriate unit scope for the leave request process.  



(5)
If the transaction fails, information in plain English regarding the cause of failure will be made available to subject Marine and Echelon 2/3 users with appropriate unit scope for the leave request process.  



(6)
There will no mechanism to correct/alter the leave charge transaction once it has been committed.  If errors or discovered after the commit, the Echelon 2 or higher leaders will need to contact CONAD to aid in correcting the transaction.



(7)
Provide safeguards and warning messages to users who are signing a Marine back from leave and, thus, will activate the Leave Charge mechanism so as to ensure erroneous leave charge data is not committed.  Once a valid Actual Leave Return Date/Time has been entered, provide a “review” screen containing the information regarding the leave that is about to be charge.  Ask user to confirm the accuracy of the Start/Return Dates/Times and quantity days to be charged.  Permit user to back out of review screen and edit the Actual Leave Start Date/Time and Actual Leave Return Date/Time, or to proceed with the Leave Charge MCTFS transaction.  Once the Leave Charge MCTFS transaction has been committed, update the leave Request record to reflect the date submitted, quantity of days to be charged, and status (pending).



(8)
Review applicable Marine Orders and directives and ensure logic is built to ensure that leave is only charged in MCTFS for valid leave types.  For example, leave should be charged in MCTFS for “Annual” and “Emergency” leave, while “Convalescent” leave is not charged.



(8)
Time-to-Live.  The data record pertaining to a leave request that has been processed, approved, and charged as leave in MCTFS will be retained for 90 days from the date of the leave charge transaction MCTFS.  After this 90-day period, automatically delete the leave request record from the MOL data source.


f.
Other Leave Functions.



(1)
Functionality should exist to ensure MOL users who do not rate taking leave should not see the Leave Request task/work area.  Only echelon 1 users who are active duty Marines or Reservists on Active Duty should see the Leave Request work area.  MOL users who only have Echelon 1 permissions such as Reservists (Non-Active Duty), Civilians, Retirees, etc. should not see the Leave Request work area. 



(2)
 When Marines change unit membership (the value of RUC – Work Section has changed), their view of the chain of command who can process a Leave Request will also change.  If a Leave Request is in process when a Marine changes unit membership, the leave request data should “follow” the Marine such that the “new” chain of command now sees the request and the old chain of command does not.   See Appendix 2 – Workflow and Appendix 6 Unit Management & Status Report Process for further details.

3.
Default Permissions for Leave Process.  As discussed in Appendix 2 – Workflow, there are a number of default permissions templates for the tasks contained in this SCR.  The following is the default permissions template for the roles listed in Appendix 2. 


a.
Leave Request (Approval) Task. 

	Role
	Unit Scope
	Grant
	Approve
	Active Reviewer
	Passive Reviewer
	View

	RUC Unit Commander
	RUC
	X
	X
	
	
	X

	RUC Unit Executive Office (XO)
	RUC
	X
	X
	
	
	X

	RUC Unit Sgt Maj
	RUC
	
	
	X
	X
	X

	Company Level Commander 
	Co
	
	X
	X
	
	X

	Platoon Level Commander
	Plt
	
	
	X
	
	X

	Work Section Level Leader
	Work Section
	
	
	X
	
	X

	Officer of the Day
	RUC
	
	X
	
	
	X


Table 1.  Default Role Permissions Template for Leave Request


b.
Sign Out /In From Leave Task.  Approvers have the power to execute the function.  The reviewer roles have no applicability for this task.  Inherent too this task is the Leave Charge MCTFS transaction, which is tied to a Marine being signed “Back from Leave.”

	Role
	Unit Scope
	Grant
	Approve
	Active Reviewer
	Passive Reviewer
	View

	RUC Unit Commander
	RUC
	X
	X
	
	
	X

	RUC Unit Executive Office (XO)
	RUC
	X
	X
	
	
	X

	RUC Unit Sgt Maj
	RUC
	
	
	
	
	

	Company Level Commander 
	Co
	X
	X
	
	
	X

	Platoon Level Commander
	Plt
	
	
	
	
	

	Work Section Level Leader
	Work Section
	
	
	
	
	

	Officer of the Day
	RUC
	
	
	
	
	


Table 2. Default Role Permissions Template for Sign Out/In From Leave

4.
Policy Changes.


a.
This process eliminates the requirement for a paper copy of the leave papers for Corporals and above as currently required by MCO P1050.3H.  Local Commanders will set their own policy regarding whether Marines on leave should have leave papers in their possession and/or if the command should retain a hard copy for their files.


b.
It also eliminates the requirement to file a copy of the leave papers in the administrative shops 30-day tickler file, or keep a paper copy for files.  

5.
References.

MCO P1050.3H 
REGULATIONS FOR LEAVE, LIBERTY AND ADMINISTRATIVE ABSENCES

MCO P1080.40C 
MARINE CORPS TOTAL FORCE SYSTEM PERSONNEL REPORTING INSTRUCTION MANUAL (MCTFSPRIM)

MCO P1300.8R
MARINE CORPS PERSONNEL ASSIGNMENT POLICY

MCO P1700.12K 
MARINE CORPS INDIVIDUAL RECORDS ADMINISTRATION MANUAL

MCO 10110.47 
BASIC ALLOWANCE FOR SUBSISTENCE

6.
MCTFS Transactions Data.
	TTC
	SEQ
	Short Name
	Long Name

	115
	020
	ON LEAVE ENTRY
	On Annual Leave

	115
	021
	ON LEAVE ENTRY
	On Emergency Leave

	115
	022
	ON LEAVE ENTRY
	On Sick Leave

	115
	023
	ON LEAVE ENTRY
	On Special Leave

	459
	004
	EVENT ON LV
	Event Excl Entry on LV


7.
Concerns.  None.

8.
Justification.  None.

9.
Authors.

Major Steven A Simmons

CWO3 Troy Z. Bennett

CWO3 John Marques

CWO3 Valynn Kuhns

CWO3 Steven Wallace

GySgt Chris Fortenberry
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