Sample Leave Letter to Sailor or Marine Family Members

PRIVACY ACT STATEMENT.  Authority:  SECNAVINST 5211.5D.  Principal Purpose: Release of letter to leave address.  Routine Use: To provide information necessary to Commanding Officer in authorizing leave and prevention of mishaps of military members.  Used to address letter to leave address.  Disclosure:  Voluntary, however, if information is not provided, leave may result in delay of approval.

Name:

Leave address:

Name of person visiting: 

Relationship:

Sample Leave Letter to Sailor or Marine Family Members

(Insert or change the text to fit)

Dear Mr./Ms./Mrs. ___________________________

I am your son’s/daughter’s/brother’s/sister’s commanding officer, and I want you to know how concerned I am about his/her safety while home on leave. The Navy loses too many Sailors in traffic wrecks, and most of those tragedies occur while a service member is going home on leave, driving at home, or returning to his or her command. Too often, they don’t get enough rest, drive too many hours, rush to get home, don’t wear seatbelts, or inadequately plan for the trip.

____________________ is a critical part of my command. I want him/her to get home to family or loved ones, and I also want him/her to return safely to this command. Your help will go a long way toward that goal. Remind your loved one about the following important habits. Rest before coming home to visit or before returning to base. Wear a seatbelt. Avoid alcohol when driving. Obey speed limits. Don’t drive aggressively. And plan the trip well. 

After they get home, most personnel want to get together with old friends, but they, too, are cause for concern. We have lost several Sailors/Marines who let inexperienced or intoxicated friends drive. Please remind your loved one about this hazard.

Together, we can try to make sure that ___________ doesn’t become a statistic. We want him/her back safely. Thank you for your time.

_________________________

Rank, title and signature

