








 


November 9, 2001





VBA Letter 20-01-63





Director (00) 


All VBA Central Office Services and Offices, All VBA Regional Offices and Centers, and VBA Human Resources Liaisons 





SUBJ: "Use or Lose" Annual Leave





The 2001 leave year officially ends on January 12, 2002.  As the end of the leave year approaches, we wish to remind VBA employees and supervisors of the importance of scheduling "use or lose" annual leave to avoid forfeiture and the criteria for the restoration of leave that is lost due to exigencies of public service or illness.  Please assure that annual leave is scheduled, approved, and used promptly so as to avoid forfeiture of leave at the end of the leave year.  If an employee's leave cannot be taken, and the criteria specified below are met, the employee may apply for carry over of their annual leave. 





What Is the Latest Date That Annual Leave Must Be Scheduled and Approved?





Title 5 of the U.S. Code 6304 (d)(1)(B) and MP-5, Part I, Chapter 630 (10)(e), provides for the restoration of annual leave forfeited due to the exigencies (urgent demands) of public service or illness.  The leave must have been scheduled and approved in writing before December 2, 2001, the start of the third biweekly pay period prior to the end of the leave year.





What Documentation Is Required To Support Cancellation of Scheduled Annual Leave?





If management cancels scheduled annual leave due to urgent operational demands of the office, the circumstances that resulted in the cancellation must be fully documented in writing.  The documentation must specify the compelling nature of the exigency (urgent demands) that caused the cancellation of the annual leave and must include beginning and ending dates.  The operational demands must be of high importance and of an urgent nature.  Further, there should be no reasonable alternative to the cancellation of the scheduled leave and its forfeiture.  Also, rescheduling within the same leave year must have been precluded by the exigencies of the public service or continued illness.  
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Are There Other Circumstances That Would Justify Carrying Over Forfeited Annual Leave?





Annual leave may be carried over when the supervisor/manager determines that it was forfeited due to an employee's sickness or injury that occurred late in the leave year or was of such duration that the excess annual leave could not be rescheduled for use before the end of the leave year.  Normally, an employee may substitute annual leave (or non-pay status) for sick leave.  Sickness is not in itself a basis for permitting annual leave to be forfeited and subsequently restored for later use.  The leave must have been scheduled and approved then subsequently canceled due to illness.  The supervisor (and/or employee) still has the responsibility to schedule or reschedule the use of annual leave to avoid forfeiture due to illness.





Who Approves the Carry Over of Annual Leave?





VBA Field Station, Service and Office Directors are authorized to approve the carry over of annual leave for future use.  For VACO, a memorandum must be forwarded to the Office of Financial Management, Director, Program and Liaison Staff (047F), no later than January 25, 2002.  For field stations, a memorandum must be forwarded to local payroll offices, no later than January 25, 2002.  Along with the memorandum, include the original SF-71, "Application for Leave," (or a copy of the approved leave printed from the ETA) indicating the following:





a. Dates during which the annual leave was scheduled for actual use and the number of annual leave hours scheduled for use.





b. Specific reasons for later canceling the approved leave, including a statement explaining the exigency, dates involved, and why the leave could not be rescheduled.





Who Processes the Restoration of Annual Leave?





For VACO, Program and Liaison Staff (047F), after receiving an approved memorandum with supporting documents, will restore annual leave, as approved.  For field stations, local payroll offices will restore annual leave after receiving an approved memorandum with supporting documentation.  The memorandum will be filed in the employees' payroll folder.  Hours approved for restoration are subject to audit against official leave records.


	


NOTE:  Technically, leave cannot be restored until after it has been lost.  Therefore employees who are approved for leave carry over (restoration) should not be surprised to see the hours disappear from their leave balance at the beginning of the new leave year.  If approved, the lost hours will be restored shortly thereafter.
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What Process Is Applied to Employees Who Leave Federal Service?





The law also provides that employees who leave the Federal Service be paid in a lump sum for their carry-over leave plus any additional annual leave earned in the leave year of their separation.





What Is the Maximum Amount of Annual Leave That Senior Executive Service Employees Can Carry Over?





Effective October 16,1994, Senior Executive Service employees became subject to an annual leave carry over limit which is normally 720 hours.  A SES employee, who had accumulated leave in excess of 720 hours as of October 16, 1994, is entitled to retain that leave as a personal ceiling.





More detailed information about employees' and supervisors' responsibilities regarding leave administration and restoration of annual leave may be obtained from Jennifer Long, Office Human Resources (20A2), on 202-273-7320.  














						             /s/	


Guy H. McMichael III


						Acting Under Secretary for Benefits























