ATZG CP

MEMORANDUM FOR TIMEKEEPERS

Subject:
Request for Court Leave and /or Military Leave Certification

1.  Individual request for court leave and / or military leave certification are attached.  Please check your records for the information requested.  I understand that many timekeepers did not realize this information is still needed to be sent to the Customer Service Office.

2.  COURT LEAVE – employees are required to submit the court leave, subpoena, or summons as far in advance as possible.  A certificate of attendance issued by the court clerk must be submitted upon return to duty.  Keep in mind reference DOD 7000.14R, 051312, “employee’s who testify in a nonofficial capacity on behalf of a private party to which the United States, District of Columbia, State or Local Government is not a party are not entitled to court leave”

3.  MILITARY LEAVE – employees are required to submit a copy of the military orders and verification of attendance upon return to duty.  Certification can be a copy of the orders signed by the Commander of the reserve unit or military pay voucher that shows the inclusive dates of duty.  If an employee is on military duty the Friday before and the Monday after a weekend, they are charged military leave days for the weekend

4.  Failure to submit certification in a timely manner (30 days) we will send the  

employee’s Supervisor a notice to convert time charged to court leave / military leave to annual leave, LWOP, AWOL etc.  Orders / certification must be mailed to CPAC, Civilian Pay CSR, Bldg 82 room 450, Fort Monroe, VA  23651-0001 or fax 727-3387 

5.  The point of contact for this office is Lisa Mitchell, Civilian Pay, Customer Service              

Representative, 727-4262  

.  

