DEPARTMENT OF THE NAVY
PERSONNEL SUPPORT ACTIVITY WEST

937 NORTH HARBOR DRIVE
SAN DIEGO, CALIFORNIA 921320076 IN REPLY REFER TO:
PERSUPPACTWESTINST 12630.1B
Code N1CP

AUG 20 2002

PERSUPPACT WEST INSTRUCTION 12630.1B

Subj: VOLUNTARY LEAVE TRANSFER PROGRAM

Ref: (a) OCPMINST 12630.2A
(b) FISC San Diego Instruction P1200.2A, Chapter 2.5.15

Encl: (1) Leave Recipient Application, Optional Form 630
(2) Request to Donate Annual Leave To Leave Recipient (Within
Agency) Under The Leave Transfer Program
(3) Request to Donate Annual Leave To Leave Recipient (Outside
Agency) Under The Leave Transfer Program

1. Purpose. To provide procedures for processing command Leave
Recipient Applications under the Voluntary Leave Transfer Program.

2. Cancellation. PERSUPPACTWESTINST 12630.1A.

3. Background. On 31 January 1989, the Office of Personnel
Management established the Voluntary Leave Transfer Program authorized
by Public Law 100-566 of 31 October 1988.

4. Delegation of Authority. The Civilian Personnel Assistant (Code
N1CP) will administer the program.

5. Action. Personnel Support Activity West will conduct the
Voluntary Leave Transfer Program per references (a) and (b).
Applications to become a Voluntary Leave Transfer Program
recipient/donor will be submitted as follows:

a. Application to become a leave recipient. An employee must:

(1) Expend all annual and sick leave (for employees
only) /expend all annual leave (employee's family members only).

(2) Complete enclosure (1).

(3) Obtain a doctor's statement to include the nature and
severity of the medical emergency.

(4) Forward the entire package to PERSUPPACT West Code NICP.

(5) PERSUPPACT West Code NICP will forward the entire package
to the Executive Officer for approval.

(6) After rendering a decision on the request, the Executive
Officer will return the request to Code NICP who will coordinate
required actions with FISC HRO.

b. Application to become a leave donor. An employee who wishes to
donate annual leave must complete enclosure (2) and forward the
donation to PERSUPPACT West Code NO1PM for delivery to FISC HRO for
processing.
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6. Forms. Enclosures (1),
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