Transfer of Annual Leave. 

A leave recipient’s employing organization may accept the transfer of annual leave from leave donors employed by the same organization and, if necessary, the transfer of approved donations by employees of other organizations. Every effort should be made to exhaust all available donated leave within the leave recipient’s organization of assignment before using approved

transferred annual leave from other organizations. The Optional Form 630, 630-A, and 630-B are available for transfer and receipt of annual leave in the Voluntary Leave Transfer Program.

A first level supervisor is prohibited from receiving donated leave from a subordinate

employee.

An employee may submit to his/her first level supervisor or leave approving official a voluntary, irrevocable request on the Optional Form 630a or b to transfer a specific number of whole hours of accrued annual leave to the annual leave account of a specified approved leave recipient. 

Approval of the Donation. The leave-approving official of the donor may forward the documented, approved donation to the servicing CPF of the leave recipient. The documented donation will be quality reviewed, validated, and forwarded to the servicing civilian payroll office.

Substitution of Transferred Annual Leave. Annual leave transferred under this authority may be substituted retroactively for absence without pay or used to liquidate an indebtedness for advanced annual or sick leave as a result of an approved medical emergency. (Note: The current pay system will not replace LWOP coding. If an employee’s time and attendance sheet is marked as LWOP, transferred leave cannot “automatically” replace that period of unpaid absence until it is deleted. For this reason, the civilian payroll office recommends that even when an employee has no sick leave or annual leave balance, the time sheet should be marked either SL (for personal illness) or AL (for family member’s illness) to prevent the need to have corrected time sheets.)

Limitations on Donations of Annual Leave. A potential leave donor must have a sufficient number of hours of accrued annual leave in order to donate leave. Donating leave earned in future pay periods is prohibited. 

The maximum donation of leave is no more than a total of one-half of the amount of annual leave an employee would be entitled to accrue during the leave year in which the donation is made (Example: An employee who earns 104 hours of annual leave may donate a maximum of 52 hours.)  The limitation on donating annual leave may be waived, in writing, by the installation commander or their designee, provided the employee has extenuating circumstances and it has been documented as such.

A leave donor who is projected to have annual leave that otherwise would be subject to forfeiture at the end of the leave year under 5 U.S.C 6304(a) may donate no more than the number of hours remaining in the leave year (as of the date of transfer) for which the leave donor is scheduled to work and receive pay. (Example: If two weeks before the end of the leave year, a leave donor has 100 hours of use or lose leave and is scheduled to work for only 60 hours, up to 60 hours may be donated.)
