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1. The time of year has arrived when supervisors and employees should begin thinking about scheduling their “use or lose” leave to allow maximum flexibility for employees to take their leave while maintaining appropriate office coverage.
2. Employees may carry over to the next leave year a maximum amount of accrued annual leave, equating to 240 hours for most employees. “Use or lose” annual leave is the amount of accrued annual leave that is in excess of the employee’s maximum annual leave limitation for carry over into the next leave year. Employees must “use” their excess annual leave by the end of a leave year or they will “lose” (forfeit) it. This year, the calendar year ends on 1 January 2011 (Please note that the 1 January holiday will be observed on 31 December 2010).
3. To avoid forfeiture of excess leave due to cancellation of leave in the event of a business exigency, annual leave must be scheduled and approved in writing before the start of the third biweekly pay period prior to the end of the leave year. In this case, employees must schedule their “use or lose” leave before 19 November 2010.

4. An employee may apply for leave restoration if the “use or lose” annual leave was scheduled as stated in paragraph 3, and leave was subsequently forfeited due to one of the following circumstances:
a. An administrative error caused a loss of annual leave; or

b. A period of illness interfered with the use of previously scheduled “use or lose” annual leave and the leave could not be rescheduled for use prior to the end of the leave year; or

c. An exigency of the public business required the cancellation or disapproval of “use or lose” annual leave and the leave could not be rescheduled for use prior to the end of the leave year. For example, an employee’s “use or lose” leave was disapproved or cancelled because he/she was the only one who could perform the duties of a new or time sensitive project.

5. Employees are strongly encouraged to schedule “use or lose” annual leave by completing and signing the OPM Form 71 (Request for Leave or Approved Absence), available at http://www.opm.gov//forms/pdf_fill/opm71.pdf. 

6. If you have any questions regarding “use or lose” leave, contact your local servicing Total Force Consultant.
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