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   01 July 2002

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  701ST Military Police Battalion Policy Memorandum #12 - Clearing Procedures

1.  Reference.  AR 608-8-101.

2.  Purpose.  To establish policies and procedures for out-processing the 701st MP Battalion and Fort Leonard Wood.

3.  Applicability.  This policy applies to all soldiers assigned or attached to the 701st MP Battalion.

4.  Policy.

a.  The S1 will ensure installation clearance records (DA Form 137) are retrieved from the MILPO and provided to the soldiers at the onset of clearing status.

b.  The following number of days are authorized for out-processing as applicable:

(1)  Ten working days for soldiers residing off post and in post family housing.

(2)  Five working days for soldiers residing in the billets.

5.  Responsibilities.

a.  Commanders will ensure that each soldier desiring to take leave submits an approved PCS or terminal leave form to the S1 at least 30 days prior to out-processing.

b.  Commanders will ensure all soldiers receive their installation clearance record in accordance with this policy letter.

c.  Officers and Noncommissioned Officers responsible for rating other soldiers will ensure the Battalion S1 receives an NCOER or OER on the soldier(s) they rate, before they begin to out-process.

d.  Commanders will ensure each soldier turns in a completed Installation Clearance Record prior to and after attending their final out-processing appointment at MILPO.

6.  Procedures.

a.  Approximately one month prior to departure from Fort Leonard Wood, soldiers will report to Out Processing at MILPO with a copy of their orders.

b.  Soldiers will report to the S1 on the first day of clearing to receive their Installation Clearance Record.

c.  Soldiers must report to the S1 with their Installation Clearance Record prior to and after attending their Final out-processing appointment at MILPO.

7.  ASSIST BY EXAMPLE!


signed


LTC, MP


Commanding
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