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ATTENTION OF
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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Annual Leave Forfeiture and Restoration

1. With the end of the leave year approaching, I wish to remind
you of the rules for annual leave forfeiture and restoration for
civilian employees. Employees forfeit leave to their credit
above the maximum accruable amount at the end of the year.
Annual leave is a valuable benefit, and approving officials
should ensure that emplovyees schedule and take it timely.

9 Annual leave may be restored in three situations: if there 1is
an approved exigency of public business, that is, a work
situation of major importance which requires immediate action and
precludes use of leave; if administrative error causes the loss
of annual leave which otherwise would have accrued; or if the
employee is 1ill. Approval of exigencies has been delegated by
the Secretary of the Army to commanders of major commands and
major subordinate commands, who may redelegate the authority to
an official who reports directly to that command. No officials
with delegated authority may approve exigencies that affect
employees for whom they approve leave.

3. Leave restoration requires that the leave be scheduled in
advance before the start of the third pay period prior to the end
of the leave year. This year, the leave year ends 13 January for

most employees. Annual leave therefore must be scheduled and
approved in writing by 1 December 2000, in order to be considered
for restoration. Employvees at installations closing or

realigning pursuant to the Defense Base Closure and Realignment
Act of 1990 will have excess leave restored due to exigency
whether or not such leave was scheduled.

4. Employees must use their restored leave within 2 years after
the date of termination of the exigency, restoration of annual
leave forfeited because of administrative error, or employee
ability to return to duty after recovery from illness or injury.
Annual leave restored due to the Year 2000 (Y2K) conversion must
be used by the end of leave year 2002.

5. The point of contact for this action is Mr. Mike Okin,
telephone DSN 767-8138.
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MELINDA McMILLON DAR
Deputy Chief of Staff
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COMMANDER,

U.S. ARMY OPERATIONS SUPPORT COMMAND, ATTN: AMSOS-HR

U.S. ARMY COMMUNICATIONS-ELECTRONICS COMMAND, ATTN: AMSEL-PT
U.S. ARMY AVIATION AND MISSILE COMMAND, ATTN: AMSAM-PT-CP

U.S. ARMY SECURITY ASSISTANCE COMMAND, ATTN: AMSAC

U.S. ARMY TANK-AUTOMOTIVE AND ARMAMENTS COMMAND, ATTN: AMSAT-PS
U.S. ARMY SIMULATION, TRAINING AND INSTRUMENTATION COMMAND,

ATTN: AMSTI-RP

'S. ARMY SOLDIER AND BIOLOGICAL CHEMICAL COMMAND, ATTN: AMSSB-HR

.S. ARMY ARMAMENT RD&E CENTER, ATTN: SMCAR-HRC

U.S. ARMY ABERDEEN PROVING GROUND SUPPORT ACTIVITY,
ATTN: STEAP-CP

ANNISTON ARMY DEPOT, ATTN: SDSAN-DPCA

BLUE GRASS ARMY DEPOT, ATTN: AMSOS-BG-IOP

CORPUS CHRISTI ARMY DEPOT, ATTN: SDSCC-P

LETTERKENNY ARMY DEPOT, ATTN: SDSLE-BC

McALESTER ARMY AMMUNITION PLANT, ATTN: SMCMC-PT

PINE BLUFF ARSENAL, ATTN: SMCPB-PC

RED RIVER ARMY DEPOT, ATTN: SDSRR-R

ROCK ISLAND ARSENAL, ATTN: SMCRI-PC

SAVANNA ARMY DEPOT, ATTN: SDSLE-VP

TORYHANNA ARMY DEPOT, ATTN: SDSTO-Z

TOOELE ARMY DEPOT, ATTN: SDSTE-RSH

WATERVLIET ARSENAL, ATTN: SMCWV-PC
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DIRECTOR

NATICK RESEARCH DEVELOPMENT AND ENGINEERING CENTER, ATTN: SMSSB-
OPT

U.S. ARMY RESEARCH LABORATORY, ATTN: SMSRL-CS-HR
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CRANE ARMY AMMUNITION ACTIVITY, ATTN: NSWC-06
HQAMC CIVILIAN PERSONNEL ADVISORY CENTER, ATTN: AMCPE-F-O



