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17 Sep 04

MEMORANDUM

From:
Head, Civilian Personnel Division (Code 731000D)

Subj:
RESTORATION OF “USE OR LOSE” ANNUAL LEAVE

Ref:
(a) NAWCWPNINST 7420.1, Chapter 3, Section 2g.

Encl:
(1) Sample for Request for Restoration of Annual Leave (Administrative error)



(2) Sample for Request for Restoration of Annual Leave (Illness)



(3) Sample for Request for Restoration of Annual Leave (Exigency)

1.
Federal employees are entitled to carry over a maximum of 30 days (240 hours) of annual leave into the next leave year.  Annual leave in excess of this amount is subject to forfeiture and becomes “use or lose” leave.  In order for leave to be eligible for restoration, an employee must have requested annual leave and had the leave approved in writing at least three pay periods before the end of the leave year.  The 2004 leave year ends on 8 January 2005, thus annual leave must be requested and approved in writing prior to 28 November 2004 to qualify for restoration.  Please ensure that all employees who have “use or lose” annual leave submit requests for leave approval to their immediate supervisor prior to this date.

2.
In addition to the above requirements, the employee’s situation must meet one of the following conditions for leave to be restored:


a.
Administrative error caused the loss of annual leave;


b.
Illness caused the loss of scheduled annual leave;


c.
Exigencies of the public business caused the loss of annual leave when the leave had been scheduled in advance.  Please note the exigency of the public business must have been declared in advance of the cancellation of the employee’s leave.

3. Employees who do not meet the criteria above and do not plan to use their “use or lose” annual leave within the leave year are encouraged to consider donating the annual leave to an employee in the Leave Transfer Program.  Please note, however, that you can only donate the amount of use or lose that you would be able to use by the end of the leave year.  Information on the Leave Transfer Program, including a list of eligible recipients, may be found at https://hrdmugu.mugu.navy.mil/hrd.
Subj:
RESTORATION OF “USE OR LOSE” ANNUAL LEAVE

4. Requests for leave restoration cannot be submitted until after 8 January 2005 as the annual leave will not have been “lost” until after the end of the leave year.  Requests must be submitted by 4 March 2005.

5. Please see reference (a) or contact your PMA Team for additional guidance and advice concerning the procedures for processing requests for restored leave.







EDWARD G. ROCKDALE

Distribution:  L4

SAMPLE - Request for Restoration of Annual Leave (Administrative error)
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XXXXXXX


Date

MEMORANDUM


From:
Head, XYZ Branch (Code XXXXXXD/E)

To:

Payroll Support Office (Code J25000D/E)

Via:
Civilian Personnel Division (Code 731000D)

Subj:
REQUEST FOR RESTORATION OF ANNUAL LEAVE

Ref:
(a)
U. S. C. Title 5 §6304

Encl:
(1)
Explanation regarding circumstances surrounding loss of annual leave

1.
Per reference (a), I request that ## hours of forfeited annual leave be restored to (employee's name), SSN XXX-XX-XXXX.

2.
This employee's annual leave was forfeited due to administrative error as identified in enclosure (1).

3.
If you have any questions on the above, please contact me at XXX-XXX-XXXX.





I. M. BOSS


Copy to:






Encl (1)

SAMPLE - Request for Restoration of Annual Leave (Illness)
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XXXXXXX


Date

MEMORANDUM


From:
Head, XYZ Branch (Code XXXXXXD/E)

To:

Payroll Support Office (Code J25000D/E)

Via:
Civilian Personnel Division (Code 731000D)

Subj:
REQUEST FOR RESTORATION OF ANNUAL LEAVE

Ref:
(a)
U. S. C. Title 5 §6304

Encl:
(1)
SF-71



(2)
Medical Documentation

1.
Per reference (a), I request that ## hours of forfeited annual leave be restored to (employee's name), SSN XXX-XX-XXXX.

2.
This employee's annual leave was forfeited due to illness (or absence due to an on-the-job injury), extending from (date) to (date).  Leave could not be rescheduled for use before the end of this leave year.  Required documentation permitting restoration is provided in enclosures (1) and (2).

3.
If you have any questions on the above, please contact me at XXX-XXX-XXXX.





I. M. BOSS


Copy to:












Encl (2)

Annual Leave Restoration Procedure

for

Exigencies of the Public Business

1.
Annual leave is requested and approved in writing at least 3 pay periods prior to the end of the leave year.  This year, leave must be requested and approved by 28 November 2004.
2. 
If a job related emergency occurs that precludes the use of the approved annual leave, a Request for Declaration of Exigency of the public business is submitted to the employee’s Level 2 Manager (i.e., Department Head) via the Division Head in writing at the time of the emergency.  Convincing evidence of a true emergency (i.e., an unplanned, unforeseen, and unavoidable event or situation) is expected.  The Request for Declaration of Exigency is then forwarded by the Department Head to the Competency Head and is either approved or disapproved in writing.  (See Sample 1).

3.
If the Request for Declaration of Exigency is approved, the previously approved annual leave is canceled in writing by supervisor.  This must be accomplished prior to the beginning of the scheduled annual leave.   (See Sample 2).

4. 
If the canceled leave cannot be rescheduled prior to the end of the leave year resulting in forfeited “use or lose” annual leave, a Restoration of Annual Leave memorandum is submitted to the employee’s L2 or L3 manager, as determined by each Department, for approval.  Supporting documentation including the employee’s SF-71, notice of canceled leave, and previously approved Request for Declaration of Exigency memo are required as enclosures to the memorandum.  Note that this cannot be done until after the end of the leave year.  The 2004 leave year ends on 8 January 2005.

If the L2 or L3 competency manager approves the request for annual leave restoration, the package is submitted to the Payroll Support Office via Human Resources Department Code 731000D.  After reviewing the package HRD will forward to the Payroll Support Office.  (See Sample 3).

5.
The annual deadline for this to occur is widely publicized via the yearly “Restoration of Use or Lose” Annual Leave” memo.  The deadline for restoration requests is 4 March 2005.

                                                                                                                       Encl (3)

SAMPLE 1 - Request for Declaration of Exigency
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Date

MEMORANDUM


From:
Head, XYZ Branch (Code XXXXXXD/E)

To:

Director for Your Competency (Code XXXXXXD/E)

Via:
(1)
Head, XYZ Division (Code XXXXXXD/E)



(2)
Head, XYZ Department (Code XXXXXXD/E)

Subj:
REQUEST OF DECLARATION OF EXIGENCY

Ref:
(a)
U. S. C. Title 5 §6304

1.
Per reference (a), I request that an exigency of public business within the XYZ Branch be declared from (date) to (date)

2.
The circumstances justifying this request are (state detailed reason).

3.
If this request is approved, we will take immediate action to cancel ## hours of annual leave for (employee's name).

4.
If the canceled leave cannot be rescheduled before the end of the leave year and that leave is subject to forfeiture, we will initiate a request for restoration.








I. M. BOSS

FIRST ENDORSEMENT

From:
Director for Your Competency (Code XXXXXXD/E)

To:

Head, XYZ Branch (Code XXXXXXD/E)

1.
Subject request is   _________ approved/____________disapproved.








COMPETENCY HEAD

Copy to:

SAMPLE 2 – Cancellation of scheduled annual leave
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Date

MEMORANDUM

From:
Head, XYZ Branch (Code XXXXXXD/E)

To:

Mr./Mrs. Employee (Code XXXXXXD/E)

Subj:
CANCELLATION OF SCHEDULED ANNUAL LEAVE

1.
This is to notify you that your leave scheduled from (date) to (date) has been cancelled due to (state the reason).

2.
If the (state the reason) affects leave plans that cannot be rescheduled before the end of the leave year and the cancelled leave is subject for forfeiture, a request for restoration of annual leave will be initiated.

3.
If you have any questions concerning the above, please contact me.




I. M. BOSS

Copy to:

SAMPLE 3 - Request for Restoration of Annual Leave (Exigency)
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Date

MEMORANDUM


From:
Head, XYZ Branch (Code XXXXXXD/E)

To:

Payroll Support Office (Code J25000D/E)

Via:
Civilian Personnel Division (Code 731000D)

Subj:
REQUEST FOR RESTORATION OF ANNUAL LEAVE

Ref:
(a)
U. S. C. Title 5 §6304

Encl:
(1)
SF-71



(2)
Declaration of Exigency



(3)
Notification to Employee Canceling Annual Leave (memo or e-mail documentation)

1.
Per reference (a), I request that ## hours of forfeited annual leave be restored to (employee's name), SSN XXX-XX-XXXX.

2.
This employee's annual leave was forfeited due to an exigency of the public business from (date) to (date).  Leave could not be rescheduled for use before the end of this leave year.  Required documentation permitting restoration is provided in enclosures (1) through (3).

3.
If you have any questions on the above, please contact me at XXX-XXX-XXXX.





I. M. BOSS


Copy to:

