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USE OR LOSE ANNUAL LEAVE

The purpose of this bulletin is to provide guidance on how to properly request restoration of forfeited annual leave, and is a continuation of Civilian Personnel Bulletin Number 07-11.

HOW TO REQUEST RESTORATION OF FORFEITED ANNUAL LEAVE

General

Restored annual leave must be scheduled and used not later than the end of the leave year ending 2 years after the date:


1.  Of restoration of the annual leave forfeited  because of administrative error; or


2.  Fixed by the agency head, or his designated official, as the termination date of the exigency of the public business which resulted in forfeiture of the annual leave; or


3.  The employee is determined to be recovered and able to return to duty if the leave was forfeited because of sickness.

Approval Requirements.
The following requirements must be met before forfeited annual leave can be considered for restoration:

1. Use of the annual leave must have been scheduled in writing before the start of the third weekly pay period prior to the end of the leave year; and


2. The determination that an exigency is of major importance and, therefore, annual leave may not be used, must be made by the Superintendent for USMA mission, Garrison Commander, MEDDAC/DENTAC commanders and the region Headquarters for ACA.
Time Limit.
For an extended exigency of the public business, the time period for use of restored leave is 2 years for each calendar year, or part thereof, during which the exigency existed.  This time period starts at the beginning of the leave year following the leave year in which the exigency is declared to be ended.  An extended exigency is one that threatens the national security, safety or welfare; lasts more than three calendar years; affects a segment of an agency or occupational class; and precludes subsequent use of both restored and accrued annual leave within the time limit.  
Forfeiture of Annual Leave.

Restored annual leave, if unused at the expiration of the time limitation, is forfeited with no further right to restoration.

If annual leave is forfeited in spite of attempts to schedule leave in accordance with the instructions in Bulletin Number 07-11, the following steps must be taken to request restoration of the lost leave.              

a.  A written request specifying the amount of forfeited leave must be submitted by you through your supervisor to the Civilian Personnel Advisory Center (CPAC) after your LES indicates that leave has been forfeited.  You cannot submit this request in advance.  This information will not be available until you receive your LES for the pay period ending January 19, 2008.


b.  Supporting documentation must be attached, such as the OPM Form 71, showing the dates of the scheduled leave, the date the leave was requested, and the date the leave was approved.  The following must also be included:


(1)  In the case of illness - evidence that sick leave was taken instead of the scheduled annual leave, and an explanation of why the annual leave could not be rescheduled.



(2)  In the case of administrative error - evidence showing the error.



(3)  In the case of urgent public business - a memorandum signed by the appropriate official (Superintendent, Garrison Commander, Principal Assistant Responsible for Contracting, ACANR, MEDDAC/DENTAC Commander) indicating that operational demands were of such importance as to preclude the use of leave scheduled in advance.  The memorandum must include the starting and ending dates of the exigency period, and an explanation that there was no reasonable alternative to the cancellation of the scheduled leave and the leave could not be rescheduled.

2.  Your request will be reviewed and upon determination that the documentation is adequate, the CPAC will forward your request to the proper approving authority.  You will be informed in writing of the decision as will the Defense Finance Accounting Service.  The restored leave account will be maintained in a separate leave account and will be recorded on your LES.

3.  Future requests for annual leave that are to be charged to the restored leave account, rather than your regular leave account, must be submitted on the OPM Form 71, clearly indicating the amount of leave to be charged to the restored account in item #4.  Since any restored leave not used by the expiration period, normally two years, will be forfeited with no further rights to restoration, restored leave should be used before regular leave.

4.  Any questions on this matter should be directed to your Personnel Advisor in the CPAC.

-signed-






CAROL L. MCQUINN







Director, Civilian Personnel Advisory Center
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