                                               MCO 1050.16B

   Appellate Leave Checklist

MCC: _______RUC: _______ 

Appellant:  _________________________________

Checklist Completed By:  ____________________DSN: ___________

Checklist Reviewed By:   ____________________

REQUEST FOR APPELLATE LEAVE IS INITIATED/RECEIVED:
Initials

________1. REVIEW MCO 1050.16_ (APPELLATE LEAVE ORDER)

________2. CASE FOLDER OPENED?

________3. ENSURE SEPARATION PHYSICAL IS SCHEDULED/COMPLETED TO INCLUDE HIV.  (Place 

           copy in HR & SRB especially if HR is not available)
________4. SCHEDULE MARINE FOR TAP CLASS.

________5. ISSUE CHECK-OUT SHEET TO MARINE.

________6. PREPARE PG 11 ENTRY TO REFLECT EVALUATION/ACCEPTANCE/REFUSAL OF DRUG OR ALCOHOL 

    TREATMENT AND/OR DEPENDENCY.

________7. NOTIFY FAMILY HOUSING.(SEE MARADMIN 270/99).

APPROVAL FOR APPELLATE LEAVE IS RECEIVED FROM COMMANDING GENERAL:

________1. AUDIT SRB WITH MARINE ENSURING RED/SGLI ARE CURRENT.

________2. PREPARE OR HAVE PREPARED APPELLATE LEAVE ORDERS.

UPON RECEIPT OF APPELLATE LEAVE ORDERS: 
________1. RETRIEVE ID CARDS FROM MARINE AND DEPENDENTS (IF APPLICABLE).  ID CARDS WILL

           BE REISSUED WITH AN EXPIRATION DATE 6 MONTHS FROM DATE OF DEPARTURE.

________2. RETRIEVE CHECK-OUT SHEET ENSURING IT HAS BEEN PROPERLY COMPLETED.

________3. OIC/SNCOIC MUST RETRIEVE ALL UNIFORMS AND 782 GEAR PER MCO P10120.28_.

________4. ENSURE ALL TIME LOST, TO/FROM CONFINEMENT, TO/FROM UA ENTRIES, REDUCTION, AND 

           COURT-MARTIAL FINES ARE REPORTED PRIOR TO RUNNING THE TO APL LV ENTRY.  (NOTE: 

           DO NOT RUN THE TO APL LV ENTRY ON THE SAME DIARY. 

________5. ENSURE THE MEDICAL/DENTAL CARE STATEMENT OF UNDERSTANDING HAS BEEN COMPLETED AND 

    IS PLACED IN THE SRB.

________6. COUNSEL SNM ON ELECTION OF SGLI COVERAGE/TERMINATION OF COVERAGE AND THEIR    

           INDEBTEDNESS FOR PREMIUMS WHILE COVERED ON APPELLATE LEAVE.

________7. ENSURE ALL DNA COLLECTION AND SEX OFFENDER NOTIFACTION REQUIREMENTS HAVE BEEN MET. (IF 

           APPLICABLE)

________7. HAVE THE MARINE ENDORSE THE APPELLATE LEAVE ORDERS PRIOR TO DEPARTING.

________8. RUN ‘TO APL LV ENTRY’ (ANNOTATE # OF DAYS ACCRUED LEAVE ROUNDED UP TO NEAREST 

           WHOLE #).

UPON RECEIPT OF CA’S ACTION (COURT-MARTIAL ORDER):
________1. ‘DUPLICATE ORIGINAL’ IS FILED ON DOCUMENT SIDE OF SRB/OQR.

________2. ‘CERTIFIED TRUE COPY’ IS FILED IN THE LEGAL CASE FILE.

________3. ‘CERTIFIED TRUE COPY’ IS MAILED TO DFAS, KANSAS CITY (SEP/APPLV).

________4. IF MEMBER IS ON VOLUNTARY APPELLATE LEAVE, SEND CHANGE OF STATUS NOTIFICATION 

           TO MEMBER (SEE MCO 1050.16_).

________5. PREPARE PAGE 13 (ORIGINAL TO SRB/OQR, COPY TO CMC).

________6. PLACE COPIES OF VOL/INVOL APL LV ORDERS, CHANGE OF STATUS NOTIFICATION, 

           PHYSICAL, CA’S ACTION/COURT-MARTIAL ORDER ON DOCUMENT SIDE OF SRB.

________7. FORWARD SRB/OQR AND HEALTH/DENTAL RECORDS TO NAMALA.

UPON RECEIPT OF SUPPLEMENTAL COURT-MARTIAL ORDERS/SUPERVISORY AUTHORITY

ACTION (DISCHARGE AUTHORITY):

________1. ‘DUPLICATE ORIGINAL’ IS FILED ON DOCUMENT SIDE OF SRB/OQR.

________2. ‘CERTIFIED TRUE COPY’ IS FILED IN THE LEGAL CASE FILE.

________3. ‘CERTIFIED TRUE COPY’ IS MAILED TO DFAS, KANSAS CITY (SEP/APPLV).

________4. PREPARE PAGE 13 (ORIGINAL TO SRB/OQR, COPY TO CMC).

________5. PREPARE AND DISTRIBUTE DD214 (COPY 7 TO DFAS CODE SEP/APPLEV)

________6. SEND LETTER TO MARINE REQUESTING ALL ID CARDS BE RETURNED.

________7. MAKE FINAL DISCHARGE/RELACDU UNIT DIARY ENTRY (DO NOT REPORT ‘FROM APPELLATE 

           LEAVE’).

________8. MAIL SRB/OQR, MEDICAL AND DENTAL RECORDS TO APPROPRIATE FACILITIES.
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