October 13, 2006

Headquarters Human Resources Management Division

TO: Officials-in-Charge of Headquarters Offices
FROM: Director, Headquarters Human Resources Management Division

SUBJECT: Use-or-Lose Annual Leave and Restored Leave

As the end of the calendar year approaches, it is time to review annual leave balances and
leave schedules. Supervisors should ensure that all employees have the opportunity to
take their use-or-lose annual leave before the leave year ends on January 6, 2007, thus
avoiding possible forfeiture of leave on that date.

This year has been marked by exceedingly high demands for continuous employee
support to the Return to Flight, science and space exploration missions and activities, and
supporting the President’s Management Agenda. Supervisors should meet with
employees as soon as possible to review their leave schedules so that all employees have
the opportunity to use their use-or-lose. This avoids not only the possible forfeiture of
excess annual leave at the end of the year, but prevents problems with office coverage
during November and December as employees hurry to use all of their use-or-lose leave.

Please remember, in order for leave to be restored, it must first be forfeited at the
beginning of the leave year; the excess leave is not automatically carried over. To ensure
that any excess leave that is forfeited is eligible for restoration, the leave must have been
scheduled prior to November 25, 2006, and must also meet the conditions below:

e The leave must have been requested and approved via WebTADS at least three
pay periods prior to the end of the leave year (November 25, 2006); and

e The prescheduled leave was canceled via WebTADS by the supervisor because
of:
— Return to Flight, science and space exploration missions, support for
the President’s Management Agenda initiatives, or

— An emergency, usually due to operational demands or other exigencies,
or

— The leave was forfeited due to personal illness or administrative error.



In order to request restored leave supervisors should cite one of the reasons/conditions
listed above along with the associated employee names and leave amounts to be restored.
Submit requests for restored leave or leave donations to Denise Hurey in Suite
4N39-A by Friday, December 8, 2006.

Restored annual leave is subject to a two-year time limitation for use. Restored leave
remaining on the employee’s credit at the end of the two-year period will be forfeited
without any right to further restoration. Please make every effort to keep leave restoration
requests to an absolute minimum. In addition to the restored leave options, the voluntary
leave donation program is a great opportunity to donate use-or-lose leave to an approved
participant in the program.

If you have any questions, please contact Denise Hurey on 202-358-2105 before
November 25, 2006, so she may assist you prior to the cutoff date for scheduling leave.

Leah Hollander
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