
ALPHA COMPANY 

TRAINING SUPPORT 

BATTALION

PCS LEAVE BRIEF



ACTIVE DUTY OFFICERS

(INCLUDING AGR)





DA 31 Attachments

Regular PCS:

One copy of orders to include amendments & TDY Orders 

LES

Flight Itinerary

TRIPS (https://safety.army.mil/)

POV Inspection

Safety Contract

Note:

If you select PTDY a statement will be generated in the remarks 

section of the leave form (BLOCK 17).  However you must 

annotate which days are Ordinary leave and which are PTDY. 

PCSing overseas (NOT INCLUDING US Territories):

Documents for Regular PCS

DA Form 4187

Anti-terrorism Level 1 Certificate (https://atlevel1.dtic.mil/at/ )

Blackbird Request form:

For those individuals without orders or awaiting a School en route 

to PCS Location

DOCUMENTS NEEDED TO COMPLETE PACKET



HRAP

Documents for Regular PCS 

HRAP Memo 

Note: 

(1) Memo needs to be signed by the active duty Station 

Commander of the active duty recruiting station at which you 

plan to conduct HRAP duties, and the Battalion Executive 

Officer (XO) for that active duty station.  (see example 

(Student S-1))

(2) Include this statement in BLOCK 17 (Remarks) of the leave 

form:  I read and understand the statement in Table 5-16, step 3 

in AR 600-8-10.  (Initials JAD).  Approved HRAP Dates:  

DD/MM/YR – DD/MM/YR.  Recruiting CMD 

Signature_________________________. 

A Co CDR telephone:  803-751-8188

DOCUMENTS NEEDED TO COMPLETE PACKET

DA 31 Attachments



ADMIN NOTES (PTDY)

(1) Soldier is authorized to take PTDY for house hunting 

for CONUS assignments:

a.  en route together with leave and travel

b.  after arriving at gaining station 

(2) The BN CDR will authorize up to 10 Days PTDY for 

House Hunting

(3) The gaining command Overseas (OCONUS) has 

approval authority for PTDY. 

(4) Soldier must report to the gaining on-post 

housing office prior to starting house hunting. 

Failure to do so will result in Soldier being charged 

leave for entire period.

(5) Refer to AR 600-8-10 Para 5-32 for additional 

information



RESERVE 

& 

NATIONAL GUARD

OFFICERS

(NOT INCLUDING AGR)



Documents needed for Signing out:

Certificate of Performance

Leave Statement Certification (Attach Leave form if applicable)

Itinerary

TRIPS

POV Inspection 

Safety Contract



31 JUL 10

JANE A. DOE 2LT 987- 56-0321

84 04-023575

13 MAY 10

31 AUG 109 JUN 10

DATE OF SIGNATURE

COMMANDER SIGNS HERE

COMMANDER

CPT AG

734-8188 803-751-8188

Jane A. Doe



DEFENSE MILITARY PAY OFFICE

DFAS-IN/EM-MB

MEMORANDUM FOR RECORD

SUBJECT:  Leave Statement Certification

________________________ ___________            _______        ________________

PRINT NAME SSN RANK            ORIGINAL UNIT

DA 31 Chargeable Dates

From _______________ To _______________

From _______________ To _______________

From _______________ To _______________

From _______________ To _______________

From _______________ To _______________

I (certify I) did not take any leave.

I request transition leave for days accrued. _______# of days accrued

I request to cash-in leave for days accrued. _______# of days accrued

I certify that this payment will not cause me to be paid for more than 60 days of accrued leave in my military career since 

February 10, 1976.  (Period includes time as a member in the regular army and as a member in the Reserve components.)  I 

understand that any overpayment (days exceeding the 60 day limitations) may be subsequently collected or repaid.

I request to transfer my accrued leave from RC to AC account.

____________________________________________ ______________________

SIGNATURE Service Member DATE

____________________________________________ ______________________

SIGNATURE Commander DATE

DOE, JANE A. 987- 56-0321 2LT 48TH BDE (NG)

THIS IS YOUR UNIT OF ASSIGNMENT

DATE OF SIGNATURECOMMANDER SIGNS HERE

DATE OF SIGNATURE

x

x 7

Jane A. Doe



ADMIN NOTES FOR ALL OFFICERS

Signing Out

The day before or the day of graduation, the Student S1 will pick 

up student files (personnel records) and a blank DA Form 647 

from the Alpha Company Orderly Room.  The Student S1 will 

pass out all folders to the students and have all students sign out 

on the DA Form 647.  The Student S1 will turn in the S1 book and 

the completed DA Form 647 to A CO before leaving the area after 

graduation.

Your Student Advisor will sign out  all Active Duty Soldiers on 

their DA Form 31.  If Active Duty Soldiers are signing out after 

duty hours, they will sign out at the Staff Duty desk (SSI Bldg 

10K) in uniform or in civilian clothes.  

**Make sure you take the Original DA 31 packet (NOT A 

COPY) with you to your follow on assignment; DO NOT let 

the staff duty officer or NCO keep your PCS Leave packet.

Once Reserve or National Guard Soldiers sign out on the 647 the 

day before or the day of graduation, they DO NOT have to sign 

out anywhere else after graduation.  



QUESTIONS


