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Fillable DA Form 31: The Ultimate Guide to Leave Form Submission in the U.S. Army

fillable da form 31 is an essential document utilized within the United States Army for
requesting leave. Whether you’'re a service member planning a vacation, attending family
emergencies, or taking personal time off, understanding how to accurately complete and
submit this form is crucial. This comprehensive guide aims to provide detailed insights into
DA Form 31, including its purpose, how to fill it out, where to find it, and tips to ensure a
smooth process.

What Is DA Form 31?2

Definition and Purpose

DA Form 31, officially titled "Request and Authority for Leave," is a standardized document
used by soldiers in the U.S. Army to formally request leave authorization. It serves as a
formal request that, once approved, grants soldiers permission to be absent from their duty
station for a specified period.

This form helps streamline the leave approval process, maintain accurate records, and
ensure compliance with military regulations. It is also essential for tracking leave balances
and managing personnel availability.

Key Features of DA Form 31

- Pre-Printed Fields: Contains standard information such as soldier’s name, rank, social
security number, and leave dates.

- Editable Sections: Areas where soldiers or supervisors can input specific leave details.

- Signature Blocks: Spaces for signatures of the requester, approving authorities, and other
relevant personnel.

- Multiple Copies: Usually distributed in triplicate for various administrative purposes.

Who Uses DA Form 31?

Primary Users

- Active-duty military personnel



- Reserve components
- National Guard members
- Civilian employees authorized to request leave under military regulations

Supervisors and Commanders

Supervisors review and approve leave requests, ensuring operational readiness and
personnel management.

Administrative Personnel

Responsible for processing, recording, and maintaining leave documentation in personnel
files.

Types of Leave Authorized by DA Form 31

Understanding the types of leave that can be requested via DA Form 31 is important for
proper planning:

- Ordinary Leave: Regular leave granted for personal reasons, typically up to 30 days.

- Emergency Leave: Short-term leave granted due to family emergencies or critical
situations.

- Convalescent Leave: Leave granted for recovery after medical treatment.

- Passes: Short-term leaves, often for weekends or short trips, usually less than 24 hours or
a day.

How to Fill Out DA Form 31

Filling out DA Form 31 correctly is vital to avoid delays or rejections. Below is a step-by-step
guide:

Step 1: Download the Form

The form can be obtained via official military channels such as:
- The Army Publishing Directorate website

- Military personnel portals

- Digital forms in the Army’s personnel management systems

Ensure you download the latest version of DA Form 31.



Step 2: Complete Personal Information

Fill in the following fields:

- Name: Last name, first name, middle initial

- Rank/Grade: Your current military rank

- Social Security Number or Service Number

- Organization/Unit: Your assigned unit or department

Step 3: Specify Leave Details

- Type of Leave: Check the appropriate box (e.g., ordinary, emergency)
- Date of Leave: Enter the start and end dates

- Number of Days: Calculate total leave days being requested

- Location: Where you plan to go during the leave period

- Purpose of Leave: Brief description (e.g., family visit, medical reasons)

Step 4: Contact Information

Provide your contact details during the leave period if applicable.

Step 5: Supervisor and Command Approval

- Requester’s Signature: Sign and date the form

- Supervisor’s Signature: Approving authority’s signature and date

- Additional Approvals: May include signatures from medical personnel or other officials
depending on leave type

Step 6: Submit the Form

Once completed and signed, submit the form through the proper channels:
- Digital submission via military personnel management systems
- Hard copy submission to the unit’s administrative office

Where to Find DA Form 31

Official Sources

- Army Publishing Directorate: The primary source for official forms

- Military Intranet Portals: Access via authorized personnel accounts

- Unit Administrative Offices: Physical copies available upon request

- Third-Party Websites: Some platforms offer fillable PDFs, but always verify authenticity



Tips for Accessing Forms

- Always use the latest version to ensure compliance with current regulations.
- Save a digital copy for future reference.
- Consult your unit’s administrative staff if unsure about form access.

Tips for Completing DA Form 31 Efficiently

- Double-Check Data: Ensure all fields are accurately filled to prevent delays.

- Plan Ahead: Submit leave requests well in advance, especially during peak travel seasons.
- Follow Protocols: Adhere to unit-specific procedures for leave requests.

- Include Supporting Documents: For emergency or special leave, attach relevant
documentation if required.

- Keep Copies: Maintain copies for your records and future reference.

Common Issues and How to Avoid Them

- Incomplete Forms: Always fill in all required fields.

- Incorrect Dates: Verify leave dates before submission.

- Unauthorized Leave Duration: Ensure requested leave doesn’t exceed authorized limits.
- Lack of Supervisor Approval: Obtain all necessary signatures before submitting.

- Late Submissions: Submit well in advance to allow processing.

Legal and Regulatory Considerations

- Compliance: Adherence to Army regulations and policies is mandatory.

- Leave Balance: Always check your available leave balance before requesting.

- Impact on Duty: Ensure leave does not interfere with critical operations or responsibilities.
- Documentation: Keep all approved copies for legal and administrative purposes.

Conclusion

Understanding the nuances of fillable DA Form 31 is essential for every member of the U.S.
Army planning to take leave. Proper completion, timely submission, and adherence to



regulations facilitate smooth processing, ensuring soldiers can enjoy their time off without
administrative hurdles. Always consult your unit’s administrative personnel or official Army
resources for guidance and the latest form versions to ensure compliance and accuracy.

By following the outlined steps and tips, you can confidently navigate the leave request
process, making it as efficient and straightforward as possible. Whether it’s a short
weekend pass or an extended leave, proper documentation via DA Form 31 is your key to a
successful leave request.

Frequently Asked Questions

What is a Fillable DA Form 31 and how is it used?

A Fillable DA Form 31 is a digital version of the Department of the Army's form used for
leave requests, passes, and travel orders. It allows soldiers and authorized personnel to
complete, submit, and process leave documentation electronically, streamlining
administrative procedures.

How can | access and fill out a Fillable DA Form 31
online?

You can access the Fillable DA Form 31 through official military portals such as the Army
Knowledge Online (AKO) or the Defense Travel System (DTS). These platforms provide
electronic versions of the form that you can complete on your computer or mobile device
before submitting electronically.

What are the benefits of using a Fillable DA Form 31
instead of paper?

Using a Fillable DA Form 31 offers benefits like faster processing times, easier editing and
corrections, reduced paperwork, secure electronic storage, and streamlined approval
workflows, which improve overall efficiency for soldiers and administrative staff.

Are there any specific requirements or information
needed to fill out a Fillable DA Form 31?

Yes, when filling out a Fillable DA Form 31, you need personal details such as name, rank,
unit, leave dates, purpose of leave, destination, and approval signatures. Accurate
information ensures smooth processing and approval of your leave request.

Can | submit a Fillable DA Form 31 from my mobile
device?

Yes, many military portals and authorized apps support filling out and submitting Fillable
DA Form 31 from mobile devices, allowing for convenient and on-the-go processing of leave
requests and passes.



Is there any training or guidance available for using
fillable DA Form 317

Yes, soldiers and personnel can access training materials, tutorials, and guidance through
military administrative offices, online resources, or official Army training modules to learn
how to properly complete and submit Fillable DA Form 31.

Additional Resources

Fillable DA Form 31: A Comprehensive Guide to Understanding, Completing, and Utilizing
the Leave Form

Introduction

In the realm of military administration and personnel management, documentation plays a
crucial role in maintaining order, ensuring proper record-keeping, and facilitating smooth
operational workflows. One such essential document is the fillable DA Form 31, a
standardized form used extensively across U.S. Army units to manage leave requests.
Understanding the intricacies of this form—its purpose, structure, and proper
completion—is vital for service members, commanders, and administrative personnel alike.
This guide provides an in-depth examination of the fillable DA Form 31, covering its
significance, detailed instructions on filling it out, common considerations, and best
practices to ensure compliance and efficiency.

What Is the DA Form 317

The DA Form 31, titled "Request and Authority for Leave," is a standardized document used
by the United States Army to formalize leave requests. It serves multiple functions:

- Official Leave Authorization: Acts as the formal approval document for a soldier’s leave.

- Record Keeping: Maintains a record of leave dates, types, and approvals for administrative
purposes.

- Operational Planning: Assists commanders in managing personnel availability.

- Legal and Financial Documentation: Ensures proper documentation for pay and benefits
related to leave periods.

This form is available in a fillable digital format, allowing service members and

administrative staff to complete it electronically, reducing errors and streamlining
workflows.

Importance of the Fillable DA Form 31

The fillable nature of the DA Form 31 offers several advantages:



- Convenience: Enables easy completion on digital devices, reducing manual errors.

- Efficiency: Speeds up processing times, especially when submitted electronically.

- Standardization: Ensures uniformity in the information collected across different units.

- Accessibility: Can be stored, retrieved, and shared electronically, facilitating remote
processing.

- Compliance: Helps ensure that all required data fields are completed accurately, aligning
with military regulations.

Who Uses the DA Form 317
The form is primarily utilized by:

- Active Duty Soldiers: To request leave for personal reasons, emergencies, or scheduled
vacations.

- Reserve Components: To request leave during training or inactive duty periods.

- Supervisors and Commanders: To review, approve, or disapprove leave requests.

- Administrative Personnel: To process, record, and maintain leave records in personnel
files.

Types of Leave Covered by DA Form 31
The DA Form 31 encompasses various leave categories, including but not limited to:

- Ordinary Leave: Standard leave for personal needs, usually up to 30 days.

- Convalescent Leave: Leave granted during or after illness or injury.

- Emergency Leave: Leave granted for urgent family or personal emergencies.

- Permissive TAD (Temporary Additional Duty): Although not a traditional leave, it
sometimes appears in related documentation.

- Other Special Leave: Such as leave for educational purposes, official visits, or special
circumstances.

Understanding the type of leave being requested is essential for proper documentation and
approval.

Components of the Fillable DA Form 31
A typical DA Form 31 consists of the following key sections:

1. Personal Identification Information

- Name (Last, First, Middle Initial)

- Rank/Grade

- Social Security Number (or Service Number)
- Date of Birth

- Unit or Organization Name

- Duty Phone Number

2. Leave Details



- Type of Leave: Ordinary, Emergency, Convalescent, etc.

- Date and Time of Leave Requested:

- From: Date and time leave begins.

- To: Date and time leave ends.

- Number of Days Requested

- Location of Leave: Destination address or location.

- Purpose of Leave: Brief explanation (optional but recommended).

3. Authorization

- Approving Authority's Name and Title
- Signature of Approving Authority

- Date of Approval

4. Soldier’s Certification
- Signature of Soldier
- Date of Request

5. Additional Information
- Return Date and Time: Expected date and time of returning to duty.
- Remarks or Special Instructions

Step-by-Step Guide to Completing the Fillable DA Form 31

Completing the DA Form 31 accurately is crucial to prevent delays or denials. Here is a
detailed step-by-step process:

Step 1: Gather Necessary Information

Before starting, ensure you have all relevant data:
- Personal details

- Leave dates and times

- Destination address

- Leave purpose

- Contact information

Step 2: Access the Digital Form

- Obtain the latest version of the fillable DA Form 31 from official military resources or
authorized portals.

- Use a compatible device or software (e.g., Adobe Acrobat Reader) to open and fill out the
form.

Step 3: Fill Out Personal Identification Details
- Enter your full name, rank, service number, date of birth, and unit.
- Double-check for accuracy to ensure proper identification.

Step 4: Specify Leave Details

- Select the appropriate leave type from the dropdown options.

- Input the exact start and end dates and times.

- Calculate the total number of days requested, considering partial days if applicable.
- Specify your destination or leave address.



- Optional: Briefly state the purpose of leave, especially if required or recommended.

Step 5: Complete Authorization Section
- Leave this section blank until your supervisor or commander reviews and approves.
- After approval, ensure the authorized signature and date are properly entered.

Step 6: Soldier’s Certification
- Sign and date the form to certify the accuracy of your request.
- Use a pen or digital signature as required.

Step 7: Include Additional Remarks
- If necessary, include any special instructions, expected return time, or other pertinent
information.

Step 8: Review and Submit

- Carefully review all entered data for accuracy.

- Save the completed form in the required format.

- Submit electronically or print and submit physically as per your unit’'s procedures.

Best Practices for Using the Fillable DA Form 31

- Accuracy is Key: Always double-check dates, times, and personal data.

- Timeliness: Submit leave requests well in advance to allow adequate processing.

- Clear Purpose: Providing a brief, clear reason for leave can facilitate approval.

- Follow Unit Protocols: Adhere to your unit’'s specific submission and approval processes.

- Maintain Copies: Keep a copy of the completed form for your records and future reference.
- Secure Data: Protect sensitive information, especially when sharing the form
electronically.

Common Challenges and How to Address Them

- Incomplete Data: Ensure all required fields are filled; incomplete forms may be delayed or
denied.

- Incorrect Dates/Times: Verify date formats and time zones to prevent misunderstandings.
- Signature Issues: Digital signatures should be valid and recognized; verify signature
requirements.

- Approval Delays: Submit the form early and follow up if necessary.

- Technical Difficulties: Use compatible software and devices; update or reinstall if needed.

Legal and Policy Considerations

- Compliance: The DA Form 31 must be completed in accordance with Army regulations,
including AR 600-8-10 (Leaves and Passes).

- Authorization: Only authorized personnel can approve leave requests.

- Record Maintenance: Approved forms are often stored digitally or physically for a specified



period, per military records policies.
- Unauthorized Leave: Failing to properly request and document leave can result in
disciplinary action.

Conclusion

The fillable DA Form 31 is a vital administrative tool within the U.S. Army that facilitates the
orderly management of leave requests. Its digital, fillable format enhances efficiency,
accuracy, and record-keeping, making it an indispensable resource for soldiers and
commanders alike. Mastery of its completion process, adherence to policies, and proactive
management can greatly streamline leave approval workflows and ensure compliance with
military regulations.

By understanding each component of the form, following best practices for completion, and
respecting the procedural protocols, service members can navigate the leave process
smoothly, minimizing delays and ensuring their personal needs are balanced with
operational requirements.

Whether you're a new soldier or an experienced administrative officer, familiarity with the

fillable DA Form 31 is essential for effective personnel management and maintaining the
integrity of military documentation systems.
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