
I Want to Leave the Local Area

Is this leave for 
health, 

humanitarian, or 
hardship reasons?

Choose 
One:

Is this 
significant 

event for an 
immediate 

family 
member?

See TRA

Submit leave 
request via 

Salesforce and 
then LeaveWeb

Leave will not 
be approved

Will this leave occur 
over a 3 or 4-day 
weekend with a 

Resiliency Day and/or 
Federal Holiday?

Leave will not 
be approved, 
regardless of 

student 
schedule

No earlier than the week of, 
upload a screenshot of your 
schedule (inluding the days 

you wish to take leave) to 
the leave request page in 
Salesforce. Students may 
not begin leave until after 
their last training event or 

1200L on the last business 
day, whichever is later, and 

must return to the local 
area no later than 1600L the 

day prior to the next 
business day.
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-Passes will not be issued.
-DO NOT contact schedulers 
to block off training. Regular 
leave will not be approved 
during the training week 
regardless of schedule.
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