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MICHIGAN STATE UNIVERSITY 
VIETNAM ADVISORY GROUP 

OFFICE MEMORANDUM 

TO: H.W. Police Division DATE: 20 February 1958 

FROM: Robert L. Gellings 

SUBJECT · Departing Date - Saigon-Sacramento 

Request is hereby made for permission to depart from Saigon on 24 May 1958, 
at which time I will be in possession of 26 days vacation time plus the allow­
able 5 days travel time . 

According to the official records of the Personnel Section my time is concluded 
on 23 May 1958, but it has been requested by the Coordinator that I work one 
day extra so as to show one year and one day total employment. 

RLG/her 

I 0 I 



File No. 
70-3 

TO: American Personnel 

FROM: Administrative Services 

SUBJ 1CT: Home Leave Regulatiorts for M$UG 

I. Accrual nate and Accumulation 

A. All full .. time American employees (ex<H::,pt ·consultants and short­
term employees exempt from the home .J.eav,e system) ac.crue five 
work days of home leave for eaeh. f'·uul fo,ur ealendar months of 
servi.ces abroad, 

B. An employee be~ins to accrue home leave on the date he arrives 
at a post of duty abroad to which he is assi~ned, and ceases 
to ear.n such leave on the date of departure from the post to 
return to the United States for leave or separation. 

II. Restrictions on Use of Home Leave 

A. Home leave may be granted only when it is coQ.templated that the 
employee will return to Sai~on for a period of at least one 
year, either immediately followin?; home leave, or followin ::r, a 
period of sonsultation in con j unction with home leave. 

B. Home leave (as distinct from annual leave) may be used only 
in the United States, or in the coµntry or possession of legal 
residence. 

C. Travel at Government expense and , t 'ra.psit time in connection 
with home leave may be authorized only for return to points in 
the country of le~al residence. 

D. Home leave may not b<e used as terminal leave nor be paid for 
in a lump sum upon separation. If, for reasons beyond the 
control of an employee he does not return to a post of duty 
abroad, his home leave will be stopped as of the end of the 
pay period during which notice is received or ordered by . 
MSU/EL (or at its expiration, whichever is sooner). In such 
instances there will be no recovery of funds for leave already 
taken. 



III. G~.anting and Q~argin~ lfome l+&~V• 

A. Eligibility 

Home leav~ w:lt{n t:r~ve~ at 00'i14t'tlii4~~ «.Xpense will be grante.d 
as soon as P0.1$'tbl..e ~fte.J" . ~oi:npl~ttou ~f two years continuous 
ser.-v~ce aht-oad, ~u.\1,ject \o avatlab1i1t~ Of funds. office woJ'k 
req~irem~~t$ and \fi.~·ile~ Qfl' th.e ~~~~QJ*}~~ To determine prior., 
~ty for i.st~!Jan.c·~ ~f J\Q1QE; l!tC\Y~ Qf~~l'S • employees QPdinarily 
will be s9hedql'g in ,..he o~d~r ip which t,hf!Y' attain eligibi­
lity 1 How~ver 1 ~he CAief A~Vi$qT may i~ hi$ di.scretion . 
change prioritie$ to ~liminate the need tar substitute help, 

B. Period of Leav~ 

Normally, not mor~ than 45 wo.rk d'Y• of l~ave, exclusive of 
transit time, will be approved. the normal minimum grant of 
leave will be )0 ~~ days, exclusive or tran$it time ano 
consultation, 

C~ Continuity of Service Abroad 

The continuity of servic~ aproad is brok~n by: 

1. An assi~nm~nt 1~ the Uni~•d $~ates with a chan~e in 
official stat~on, 

2. A period of annual leave, sick leave or leave without 
pay of more than 30 work days, taken in the United States or 
country of legal residence. 

3. Home Leave. 

D, Charging Home Leave 

Home leave is charged on a worlC~~·ay· 'ba·~is r i r ~, fo,r · actual 
work days i~ 1 a x;egu]l.ia:nly- schedu!lJ~dl' 1fqrk week, . exclusive of 
u;,s •. legal holid~ya, \ and' a~.i ~dJlli'rW{?PK days established by 
Rederal statute, , Executfve Order, , d:r; · ICA admiriistratfve order > 
Local holidays are regarded as exctised ' absences a:n:d assumed 
to be · work days for · purposes 1 of cal1ct1lat'in~ home leave. · 

E. . Ila.hess · Durio~ . Home Leave 

When · illness occurs · durin :; h'o'me le'ave·, · it' ma'y · be charged to 
sick leave provided the employee· submits a medical certificate. 
Home leave is · not thereby aut.oniaticall.y- extended. 

; 



"" ) .. 
IV. Overstaying Hpm~~ ~~,4~e 

If an employ.fte. Qn; ~,q.ffi~: l~;4.~~ ~;~,s. ;l~ neoeslJarf to delay the ., 
scheduled de.te 6'£' hi~. c)..epart\U'~ tot: tr~~.urn to the pos1' because 
of personal illneaa or an •llUlrrtency • be should request tl:ie . 
Coordinator for addittt.Pna.l leave !n. Wl1itirig ~no inolude inform­
ation regarding the natur~ or hio illn••• ~~ em~rgeftcy in suf fi~ 
cient detail to vnabi~ ~ d~oia19n to b~ ~a4et 

Paymen~ for HomQ ~f,AVt 

Salar~ payment, for p~riod of home leave will be authorized by 
MSU/EL at time of staff membe~$ depar~ur~ tor return to Saigon, 
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