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This bulletin is a reminder that "use or lose" annual leave must be scheduled before 20 November 1999 in order to avoid forfeiture.

For most employees, the maximum amount of annual leave that can be carried forward into a new year is 240 hours.  With very few exceptions, federal regulations require forfeiture of annual leave in excess of 240 hours after the last day of the current leave year, which is 1 January 2000.

You should check the "use or lose" block on your current Leave and Earnings Statement.  If the block shows any amount of leave, you should submit a SF-71, Request for Leave or Approved Absence, for the amount shown as soon as possible, but not later than 20 November 1999.

If you fail to request or use annual leave prior to 1 January 2000, you are not entitled to have any leave lost restored for later use.

Depending on workload requirements, your supervisor will determine whether your leave request can be approved, or you may be offered an alternative time when your leave can be taken.

Protect your annual leave.  Submit your written leave request to your supervisor now.

If you have any questions, please contact your local Personnel Management Advisor.
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