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Subject: Processing Leave and Passes for WVARNG Active/Guard Reserve (AGR) Soldiers
1.  Purpose.  This fact sheet will identify how AGR Leave is processed in the WVARNG.  

2.  Facts.  The AGR leave program is governed by AR 600-8-10 and NGR 600-5.

    a. Leave is managed and tracked at the supervisory level for AGR Soldiers.  The HRO is responsible for processing leave forms for AGR Soldiers and sending them to the USPFO Military Pay Branch.  Commanders and supervisors will establish and manage leave programs in their areas in order to provide personnel the maximum opportunity to take leave.   

    b.  Compensatory time is not authorized for AGR Soldiers.  However, supervisors are authorized to grant passes (non-chargeable leave days) when appropriate.  Passes will be maintained at the supervisor/command level.   

    c.  AGRs accrue 2.5 days of leave per month and may carry over *75 days in a fiscal year.  AGR enlisted Soldiers may sell back leave after initial tour, reenlistment, and upon retirement, not to exceed 60 days within a career.    
    d.  AGR leave is processed in the following manner:  Leave is received in the HRO and reviewed for administrative completeness; if the leave forms are correct (signed) they are logged and assigned a control number; leave is forwarded to USPFO Mil Pay Branch on a TL to be processed at DFAS.  

    e.  HRO maintains a copy of each processed leave slip on file for two years.
    f.  AGR leave is the only leave processed through HRO; HRO will not process ADSW/ADOS leave. Any ADSW/ADOS leave is to be processed at the Soldier’s unit of assignment in coordination with the J3.

    g.  AGR leave needs to be submitted to the HRO-AGR section not later than one week prior to execution in order to ensure timely processing and assignment of control numbers.  Leave will be processed by the AGR Section within 1 week after received.  Supervisors will notify the HRO-AGR section if there are changes in the leave dates of individual Soldiers, prior to the leave form being sent to USPFO.
3.  Special Categories of Leave.

    a.  Convalescent leave will be requested IAW AR 600-8-10 and NGR 600-5.  It is non chargeable leave due to illness or injury, or when under a doctor’s care.  Upon approval, convalescent leave, along with appropriate documentation, will be forwarded to the HRO.  

        (1)  Unit commanders may approve convalescent leave up to 30 days, or up to 42 days following pregnancy and childbirth.  

        (2)  Convalescent leave beyond 30 days will be submitted to the HRO for processing and approval as soon as the command is aware of the situation or within the first 10 days of the convalescent period to allow time for processing.  
    b.  Transition Leave will be requested by a Soldier when retiring from or leaving the AGR program.  
* This is a temporary change.  The law, retroactive to 1 January 2008, allows Soldiers to carryover up to 75 days of accrued leave until December 31, 2010.  (i.e. A Soldier with 75 days of leave 30 Sep 08 will not lose that leave 1 Oct 08.)

