DEPARTMENT OF THE ARWY
HEADQUARTERS, JO NT READI NESS TRAI NI NG CENTER & FORT PCOLK
FORT POLK, LOUI SI ANA 71459-5341

Cl VI LI AN PERSONNEL 23 Sept enber 2002
BULLETI N NO. 23-02

SCHEDULI NG, USE, FORFEI TURE, AND/ OR RESTORATI ON
OF EXCESS ANNUAL LEAVE

1. Supervisors are rem nded of the obligation to reviewthe
annual | eave bal ances/schedul es with their subordinate enpl oyees
and assure that annual | eave subject to forfeiture is schedul ed
to be taken prior to 11 January 2003. Despite the best of

pl anning early in the | eave year, situations devel op wherein
enpl oyees approach the end of the | eave year with significant
amounts of annual |eave that nust be used or forfeited. This
excess “use or lose” annual leave is subject to forfeiture if it
is not used prior to 11 January 2003. Only excess | eave
schedul ed prior to 1 Decenber 2002 to be taken by the end of the
| eave year, and subsequently cancel |l ed, may be considered for
restoration under the provisions addressed in the foll ow ng

par agr aphs.

2. Section three of Public Law 93-181 and Title 5, United
St ates Code, Chapter 63, allow annual |eave to be restored when
it has been forfeited due to the follow ng conditions:

a. Admnistrative error when the error caused the | oss of
schedul ed annual | eave.

b. Exigencies of public business when the annual | eave was
schedul ed i n advance.

c. Sickness of the enpl oyee when the annual |eave was
schedul ed i n advance.

3. To exercise the provisions provided by the law, forfeited
annual | eave can be considered for restoration only when the
followi ng requirenents are net:

a. The leave was originally scheduled in witing and
approved by the supervisor.

b. The | eave was schedul ed at | east three pay periods
(NLT 1 Decenber 2002) prior to the end of the | eave year.
This requirenment is |law and nay not be waived or nodified even
wher e extenuating circunstances may exist.

c. Any exigency, causing the cancellation of schedul ed



annual | eave, nust be fully docunented with respect to why the
activity could not plan for exigency. Docunentation nust reflect
that there was no reasonable alternative to the cancellation of
the | eave due to the energency or operational demand bei ng of
such inportance as to preclude the use of schedul ed annual | eave.
Except in energency situations, the determnation that there is
an exigency is a decision that is to be made in advance of the
cancel l ati on of schedul ed | eave. Exigencies nust be approved and
docunented by the Garrison Commander, NMEDDAC Conmander, DENTAC
Commander, or Operations G oup Commander.

d. Wien the | oss of annual |eave is due to illness or
injury, the absence nust be docunented by nedical authorities.
It should be noted that sickness for which a grant of sick | eave
woul d be approved is not in itself a basis for permtting annual
| eave to be forfeited and subsequently restored.

4. An exigency or sick |leave occurring early in the | eave year
wll not suffice as a reason or basis for restoration.
Docunentation nmust reflect that annual |eave interrupted or
cancel l ed due to energencies was rescheduled for a |later date and
agai n cancel l ed under simlar circunstances.

5. The keys to non-forfeiture are good pl anni ng; |eave schedul es
approved, in witing, early in the | eave year; and well -
docunent ed changes, thereto, as they occur.

6. For further assistance and/or information regarding the
schedul i ng of annual |eave, contact the Cvilian Personnel
Advi sory Center, at 531-4020.
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