VOLUNTARY LEAVE

TRANSFER PROGRAM

1. Definitions.


a. Leave Recipient. A current employee for whom the employing agency has 

    approved an application to receive annual leave (AL) from the AL accounts of 

    one or more leave donors.


b. Leave Donor. An employee who has a voluntary written request for the 

    transfer of AL to the AL account of a leave recipient is approved by his/her 

    own employing agency.


c. Medical Emergency. A medical condition of an employee or an employee’s 

    family member which is likely to require an employee's absence from duty for 

    a prolonged period of time and will result in a substantial loss of income 

    to the employee because of nonavailability of paid leave.


d. Family Member. Means the following relatives of the employee: Spouse 

    and parents thereof; children, including adopted children and spouses

    thereof; parents, brothers and sisters and spouses thereof; and any

    individual related by blood or affinity whose close association with the

    employee is the equivalent of a family relationship.

2. Policy.

      a. The Voluntary Leave Transfer Program applies to employees of the 

    commands/activities as covered by the U.S. Army Missile Commands Leave 

    Transfer Program and also covers donors from other Federal agencies. Only 

    one of the requirements listed below needs to be met in order for 

    interagency leave transfer to occur.

        (1) The leave donor is a "family member" of the leave recipient;

        (2) The leave recipient's employing agency determines that the amount of 

        AL donated within the agency may not be sufficient to meet the needs of 

        the leave recipient; or

        (3) In the judgment of the leave recipient's employing agency, 

        acceptance of leave transferred from another agency would further the 

        purpose of the Voluntary Leave Transfer Program. (Such requests for 

        participation as donors by other Federal agencies must be submitted, in 

        writing, to the Civilian Personnel Office (CPO), ATTN: AMSMI-PT-CP-ME.)

       b. Application(s) for leave may be made for an employee with a medical 

    emergency if he or she is not capable. If the employee is unable to submit 

    an application, a personal representative of the potential leave recipient 

    may make written application on his/her behalf. A personal representative 

    may be the employee's spouse, doctor, neighbor, supervisor, fellow employee, 

    etc.

       c. The medical emergency must be, or is expected to be, a minimum of 24

    work hours and the employee must be facing at least 24 hours of leave

    without pay to be eligible to make application. (A part-time employee or an

    employee with an uncommon tour of duty is eligible if he/she is facing an

    equivalent number of hours of leave without pay to a third of the average

    number of hours of work in the employee's biweekly scheduled tour of duty).

       d. Advanced sick leave (SL) and/or AL are excluded when determining the 

    amount of paid leave available. Leave recipients are permitted to apply 

    transferred AL retroactively to the beginning of the medical emergency, 

    regardless of when it began.

       e. Leave donors cannot:

        (1) Donate more than half the AL they would accrue during the leave year 

            in which the donation is made unless unusual circumstances and a

            special written waiver is obtained from the CPO.

        (2) Donate leave to their immediate supervisor.

        (3) Donated leave which is certain to be forfeited because there is not

            sufficient work hours left in the leave year to permit the leave to

            be used (i.e., use or lose leave).

       f. Leave donations will only be made to a specific, approved leave 

    recipient(s).

       g. Transferred AL terminates when: Leave recipient's employment                                

    terminates (Note: Unused balance will not become basis for lump-sum

    payment); or Office of Personnel Management approves leave recipient's

    disability retirement; or the medical emergency ends.

       h. Coercion or threats for the purpose of interfering with any employee's 

    right to/or not to, donate, receive, or use AL is prohibited.

    i. Unused transferred AL, after termination of the medical emergency,  

    will be returned to currently employed donors on a prorated basis unless the 

    total number of eligible leave donors exceeds the total number of hours of 

    AL to be restored. In this case, no unused AL will be restored. Further, in 

    no case shall the amount of AL restored to a leave donor exceed the amount 

    transferred by him/her.

       j. The leave recipient may use donated AL in the same manner and for the 

    same purpose(s) as if he/she had accrued the leave to COVER THE EMERGENCY 

    CONDITION. However, the leave recipient must be in an approved leave status 

    in order to use transferred AL. An employee may not use donated AL in lieu 

    of absence without leave (AWOL) and cannot retroactively substitute donated 

    AL for previous charges of AWOL (an exception to this would occur if the 

    employee is initially charged AWOL, produces acceptable documentation to 

    excuse the absence, and management changes the AWOL to an approved leave 

    status).

       k. The Voluntary Leave Transfer Program is not to be used in lieu of 

    disability retirement.

       l. Annual leave already accrued by the leave recipient will be used

    before any transferred AL.

   
 m. Transferred AL can accumulate without regard to the statutory carry-  

    over limitations of normally 240 hours.


n. Transferred AL will not normally be further transferred to another

    leave recipient nor will it be recredited to a leave recipient's account

    upon reemployment with the Federal service. It will also not be included in

    a lump-sum payment for AL upon termination from the Federal service.   

    However, when leave recipients transfer to another agency, the unused

    donated AL will transfer with the employee to the new agency for future use,

    unless the emergency has ended prior to the transfer.


o. Date of transfer, for the purpose of the Voluntary Leave Transfer 

    Program, is the date the written request from a leave donor requesting a 

    specified number of his/her accrued AL hours be transferred to the AL 

    account of a specified leave recipient is signed.


p. Transferred AL which is not used by the recipient and is restored to

    the donor will be subject to the maximum carry-over rule during the current 

    leave year in which the leave is restored unless the donor notifies the 

    Defense Finance and Accounting Service (DFAS), Civilian Pay not later than 5 

    workdays after receipt of notice of leave restoration, that the restored 

    leave is to be credited beginning the first day of the next leave year.


q. When the transferred AL amount nears depletion, but it is foreseen that 

    the emergency situation will continue beyond the initial anticipated 

    "medical emergency" date, the leave recipient or their agent may reapply for 

    additional transferred AL.


r. The status of the "medical emergency" must be continuously monitored.


s. Accrual of AL and SL while in a shared leave status is limited to 40 

    hours of AL and 40 hours of SL. Annual and sick leave accrued while in a 

    shared leave status can be used by the leave recipient if transferred AL is 

    exhausted. For part-time employees and employees with uncommon tours of 

    duty, the maximum amount of SL and AL that may be accrued while in a shared 

    leave status is prorated.


t. An employee who is caring for a family member does not have to exhaust 

    his/her SL to be eligible for the Voluntary Leave Transfer Program or before 

    using transferred AL.

3. Procedures and Responsibilities


a. Applicants - (Potential Leave Recipients)

        (1) Potential leave recipients will submit their written requests 

        through supervisory channels to include the Chief of the Primary 

        Organizational Element (POE) to the CPO, ATTN: AMSMI-PT-CP-ME. (See 

        Annex 1 for sample memorandum)

        (2) Each application shall contain the name, gender, social security 

        number, position, title, grade/step, pay level; a copy of the most 

        recent Leave and Earnings Statement; a brief description of the nature, 

        severity and anticipated duration of the medical emergency; a doctor's 

        certificate to support the medically related hardship which indicates 

        the duration of the incapacity; and a statement indicating whether or 

        not the potential leave recipient requests that leave donations are to 

        be publicized in his/her behalf.


  (3) Potential leave recipients must submit written proof that the 

        absence from duty without available paid leave because of the medical 

        emergency is (or is expected to be) at least 24 work hours (or in the 

        case of a part-time employee or an employee with an uncommon tour of 

        duty, one third of the average number of hours of work in the employee's 

        biweekly scheduled tour of duty).

        (4) Once approved as a leave recipient, the employee or the employee's 

        personal representatives will:

            (a) Keep the employee's immediate supervisor apprised of whether the 

            emergency continues to affect the employee.

            (b) Inform the employee's supervisor in writing of the date the 

            emergency terminates. This will be accomplished as soon as possible 

            after the emergency ends.

    
b. Supervisors and Managers

        (1) Will review requests received from their employees to confirm that 

        the required potential leave applicant data is documented as required.

        (2) Will ensure that all leave applications are forwarded through 

        supervisory channels through the Chief of the POE to the CPO, ATTN: 

        AMSMI-PT-CP-ME for processing.

        (3) The immediate supervisor will monitor the leave recipient's usage of 

        AL and advise the CPO (ATTN: AMSMI-PT-CP-ME), in writing, of conditions 

        affecting the employee's medical emergency, when the medical emergency 

        ends, and when the employee returns to duty. This written 

        update/feedback will be completed as often as dictated by circumstances, 

        but at least on a monthly basis.

        (4) Will notify donors of the amount of AL to be restored upon receipt 

        of this data from DFAS, Civilian Pay.

    
c. Civilian Personnel Office

        (1) Will review the application and notify the potential leave recipient 

        (or the personal representative who made application on behalf of the 

        leave recipient) of approval/disapproval within 10 workdays after the 

        date the application was received. If the application is not approved, 

        the reasons for its disapproval will be provided.

        (2) Will notify DFAS when the leave recipient's emergency terminates.

        (3) Will publish notices (usually by electronic message) to the work 

        force to inform them that a leave recipient's application has been 

        approved and how potential leave donors may submit application to 

        transfer AL to approved leave recipient.

        (4) Will maintain records necessary to meet special reporting 

        requirements.

        (5) Will process and/or approve requests for implementation and 

        execution of special features of this plan (e.g., requests for leave 

        donors outside the Department of the Army, etc.).

        (6) Will update/adjust the plan as necessary to comply with governing 

        rules and regulations of policy.

        (7) Will furnish DFAS with data on SMI Form 1318 and other data 

        necessary for transferring leave as follows:

            (a) When the leave recipient and the leave donor(s) are serviced by 

            the same DFAS.

            (b) The leave recipient's SSN, name, and a copy of the approved 

            request to become a leave recipient.

            (c) The original Leave Transfer Authorization Form, SMI 1318, signed 

            by the employee (leave donor) requesting to donate annual leave to a 

            specified leave recipient.

        (8) Will transfer (via Standard Form (SF) 1150) donated annual leave 

        when leave recipients are transferred to another Federal agency.

    
d. Finance and Accounting Office

        (1) Will maintain leave accounting records, i.e., handling both the 

        subtraction of the donated leave from the AL balance of the donor and 

        the maintenance of the personal emergency leave account of the recipient 

        by:

            (a) Inputting a change to increase the beginning AL balance of the 

            employee approved as a leave recipient, by the total number of hours 

            donated.

            (b) Inputting a change to decrease the beginning AL balance of each 

            employee approved as a leave donor by the number of hours donated.

        (2) Will perform the calculations required by 5 CFR, Part 630, 5 USC 

        630.910 and Department of the Army and Office of the Director of Finance 

        and Accounting for computing leave to be restored, restoring leave to 

        the donor's account, and notifying supervisors as indicated on the Leave 

        Transfer Authorization Form of the name and the amount of AL that has 

        been restored to their employee's account.

        (3) Will maintain, for possible reporting purposes, data concerning 

        transferred AL which is restored, i.e., number of hours restored which 

        were greater than the number of unused transferred hours remaining to 

        the credit of the leave recipient, or number of hours restored which 

        were less than the transferred unused balance remaining (due to 

        "rounding" requirements).

        (4) Will, in the event that an employee transfers after donating AL, but 

        before, any unused donated AL is restored, make a statement in the 

        remarks section of the SF 1150, Record of Leave Data (i.e., employee 

        participated in the Leave Transfer Program, donated "X" amount of 

        hours). If it is determined later that donated AL should be restored to 

        the employee, a corrected SF 1150 will be sent to the gaining payroll 

        office increasing the AL beginning balance and the AL balance on line 12 

        by the number of hours restored. Explain in remarks section: "X" number 

        of hours of transferred AL restored effective ______________(date).

        (5) Will maintain leave accounting of approved leave recipients to 

        ensure that the employee does not exceed the maximum accrual of SL and 

        AL while in a transferred leave status.

        (6) Will transfer any SL and AL earned while in a shared leave status to 

        separate accounts until the leave recipient exhausts all donated leave 

        or the medical emergency terminates. For part time employees and 

        employees with uncommon tours of duty, the maximum amount of SL and AL 

        that may be accrued, while in a shared leave status, is prorated. If the 

        employee's medical emergency is terminated due to termination of Federal 

        service, no leave shall be credited.

    
e. Leave Donors: To donate AL to an approved leave recipient the donor

    will complete a SMI Form 1318 and forward to the CPO, ATTN: AMSMI-PT-CP-ME. 

    The CPO will review, consolidate, and process all authorization forms prior

    to submission to DFAS, Civilian Pay.

4. Voluntary Leave Transfer Program Waiver of Limitations on Donations of Annual 

   Leave

    a. Operating Guidance

        (1) Purpose: To identify and establish written criteria and procedural 

        guidance for waiving the limitations on donation of annual leave. (The 

        normal limitation is that an employee cannot donate more than one-half 

        the AL he/she will accrue during the leave year in which the donation is 

        made.)

        (2) Criteria: Is established to determine the "unusual circumstances" 

        that could exist to allow waiver of the limitations on donations of AL.

    b. Donor:

        (1) The prospective donor must have started the leave year with a 

        positive balance.

        (2) The prospective donor must be employed on a full-time permanent 

        basis in a continuing status.

        (3) The prospective donor must, after donation, have an AL balance of at 

        least 80 hours remaining in their personal account.

        (4) Must provide written justification to the Civilian Personnel Office 

        (CPO) specifying the "unusual circumstances" which should be considered 

        to allow waiver of limitations for donation of AL, e.g., special cases 

        involving family members such as the spouse or children. This is in 

        addition to the normal requirement to submit a completed "Voluntary 

        Leave Transfer Authorization Form," SMI 1318.

    c. Recipient:

        (1) Must be short of donations required for emergency relief, even after 

        receiving publicity through electronic media.

        (2) Must have fewer than the number of hours needed for one pay period.

5. Procedure: The following must be accomplished in order to process waivers of 

limitation on leave donation:

    a. Written documentation from potential donor citing unusual circumstances 

    as justification for waiver must have been forwarded to the CPO, ATTN: 

    AMSMI-PT-CP-ME along with an SMI 1318, Voluntary Leave Transfer 

    Authorization request and prospective donor's most recent Leave and Earnings 

    Statement.

    b. Management Employee Relations (MER) will review the leave request package 

    to ensure proper completion of the Voluntary Leave Transfer Authorization 

    request, i.e., written justification is sufficient to allow the waiver.

    c. Management Employee Relations will carefully scrutinize all requests 

    received in order to assure application of sound judgment on the part of all 

    concerned. In doing so, MER must also weigh carefully, the feasibility, 

    practicality, and worthiness of each request. This is meant to assure sound 

    and prudent use of this procedure in order that it may sufficiently benefit 

    the recipient, do no harm to the benefactor, and ultimately enhance the 

    Government's interest.

    d. Upon approval, the "Voluntary Leave Transfer Authorization Form, SMI 

    1318," will be forwarded to DFAS. If waiver request is disapproved, the 

    employee will be notified accordingly.

