How to Request Leave as an IMA
A Quick Guide from HQ RIO

For IMAs on orders of 31 or more days

If you are on orders of 31 or more days, you will earn leave (2.5 days per month) and be able to
take leave. Follow these steps to submit your leave paperwork.

SECTION |
1. Download the AF Form 988. You may LEAVE REQUEST/AUTHORIZATION TDATEOFREQUEST |2 1YEE OF TRANSAGTION
-_— (See Privacy Act Statement and General Instructions below) TO: FsO 20210628 Y
need to Open |n Acrobat for the form to 3. DoD ID (6-14) 2. NAME (Last, First, Middle Inifial ) 5. GRADE ‘6. CURRENT LV BALANCE ‘Sa. DOS
123-45-6789 Snuffy, Joe, Q [Amn 12
7. RECOMMEND CONVALESCENT LEAVE 8 TYPEOF LEAVE || Emergency Leave of Absence (ELA) (T)r51 [] Reenistment (E)
render properly. The most recent AF 0 Kot Clompmr® L] oamions  []rimas " cG00
. [[] Convalescent (Fy [ ] Appellate Review (R) [_] Other (Specify) [] Secondary CG(T)r19
Form 988 was pUb“Shed 20 Nov 2020, [ Terminal () [] Specia () [ Permissive TOY (1) ] RR Leave (A)

REMARKS: PTDY Reason (AFI 36-3003)

SO try to use the most up-to_date / PROVIDER'S SIGNATURE & STAMP

. ey 9. {rgg\%ws REQUESTED | 10. \.(593%)AUTH NO. |11. FIRST DAY/TIME OF LV STATUS | 12. E%Sﬁ]é)DAV OF CHARGEABLE LV| 13. (Lﬁéfgﬂ‘?hv OF CHARGEABLE LV
(preVIOUS edltlon Can alSO be used)' 3 20210716 0730 20210716 20210718

14 LEAVE AREA (36) 15. EMERGENCY PHONE NO 16. L(Efl;\';'E ADP,RESSh(StrEef_ (;‘;ty, S!atea Zif Gg}de,ka’ﬂg} Phone No.)
, _ , A o [ osmcons e e ot i e 2l
2. Fill out Section 1 of the form according 17 DUV PRCRE WD

654-987-1234

to the example. You'll find your current 20 DUTY LOGATI

Buckley SFB, Co.

18. UNIT OFFICE SYMBOL / DUTY SECTION |123 Main Street
HQ RIO PA Anytown, NC 12345

LEAVE REQUEST CERTIFICATION: | acknowiedge that the leave requested by me will be charged against my leave account uniess otherwise canceled or corrected
e ave a a n Ce O n O u r m O St rece nt through Part Iil of this form. In addition, if | cannot éam enough leave before separation to cover this request, | consent o withholding from current pay, final pay, or
any other pay due me to satisty this indebtedness. | understand that there is no actual debt until my final Separation from the Air FOrCe or Space Force: Nowever, |
Gonsent to this withholding of pay in antici the i for the unearned portion of my leave balance. | further consent to such withholding at a rate.
sulficient to satisfy his indebtedness no fater than my requested or projected Separation date, and understand that this coLid result in the withhoiding of 100% of any

o n m) ! Pa! [ . | f yo u n eed adva n Ce | eave current pay. final pay, or any other money due me. i have read the msrructianszzn PART II.

21. MEMBER'S SIGNATURE .
=== LEAVEIS ~ [JAPPROVED [ | DISAPPROVED  DATE

( u Si n g | eave befo re yo u ea 18] it) s yo u r 23. APPROVER'S NAME AND GRADE __(Print or Type) 24 DUTY PHONE NO. PPRQVER'S SIGNATURE
S U p e er S O r/ C C n ee d S tO a p p rOVG |t a n d ME T0 ET:ECTION;.(ES\;&DZETE:S/? {?E(;UESTED 28 {%%%gé’%\?%é"é%é’?;m IE;;.Q )TOTAL LEAVE APPROVED
you’ll need to fill out Section 2 as well.

30. UNIT HEADQUARTERS 31. COMMANDER'S SIGNATURE/GRADE
=

32. AUTHORIZATION DATE | 33. AUTHORITY FOR ADVANCE LEAVE
OVER 30 DAYS

3. Have your active component supervisor
approve and sign the form.

4. Once you and your supervisor have signed it,

submit the form to the LEAVE REQUEST link in
Eoparinen by kg sh Ik ol e e o oot oo the RIO Reserve Pay section of myPers. Select
e “AF Form 988 Part 1.” In the body of the

* Target SSAN (No | 123456789

ashes) message, request a leave number.

« Officer/Enlisted |AIR RESERVE ‘-
ENLISTED

ARPC (FOUO) IMA Leave Request

: Lemee e EENEEND E 5. After the leave number has been assigned

o s a1 and you’ve completed your leave, fill out Part 3 of
AF Form 988 Part 3 equested completed quickly remember to include the follovsing documents vsith your
the form (be sure to note any changes from what

was originally put in Part 1.

“Teave Carryover Statement of Understanding and Election (SOU) Memo
- A copy of your Leave and Earnings Statement (LES) from myPay
- Leave Settlement Option Form (AF Form 1089)

st s o T e b e Forn 1 e s sncons e 6, Have your supervisor sign the Part 3, then

B submit the completed AF Form 988 with Parts 1

Lo St o O BEFAIIOE e ety o e o omennee e e AN S filled @and out signed to the same LEAVE

QuestorsCommen REQUEST link on myPers. Select “AF Form 988
Part 3.”

Attach Documents | Ghaose File | Ho file chosen

7. After receiving confirmation that your request was processed, check your next LES to ensure
you were correctly charged for the leave. Keep in mind that the RIO Pay Office can calculate you
total amount of leave, including future leave days that haven’t been used yet. Leave won't post to
your LES until it’s used.


https://static.e-publishing.af.mil/production/1/saf_fm/form/daf988/daf988.pdf
https://mypay.dfas.mil/#/
https://mypers.af.mil/app/answers/detail/a_id/45737
https://mypers.af.mil/app/answers/detail/a_id/45737
https://mypers.af.mil/app/answers/detail/a_id/45737

