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CPAC Chief’s Corner 

This news flash is our holiday issue.  We’ll take the next two months off and resume our News Flash in February. As we approach the end of calendar year 2001, let’s take a moment to reflect on all of the events that have taken place over the past year and as a result, have strengthened our commitment to work together and continue to move forward. We, at the CPAC, worked hard this year to keep our serviced population informed, and I hope you feel we accomplished our goal. We commit the same for the year to come and will continue to rise to the many challenges in the world of civilian personnel. We wish you and yours a joyful and safe holiday season. May the year to come be good to each one of you. Happy Holidays.   

Arlene Sambrano 

Civilian Personnel Officer 


In this issue, managers and employees are reminded that the current leave year ends on 13 January 02.  As a result, employees with excess annual leave and their supervisors should be aware of the steps necessary to not forfeit that leave.  Below is guidance on the use and scheduling of annual leave. Although it should not be the norm, appropriate procedures should be followed on restoring annual leave into the next leave year.  As always, we thank you for your continued support and interest in this publication, and ask for the widest possible dissemination within your organization. 
RESTORED ANNUAL LEAVE

For most civilian employees the maximum carry over on annual leave is 240 hours.  Normally, any accrued leave beyond that amount is subject to forfeiture if not used by the end of the leave year. There are two exceptions where unused "use or lose" leave can be restored: when management finds it necessary to cancel scheduled "use or lose" leave because of a work requirement (an exigency of business) or an illness prevents an employee from using previously scheduled "use or lose" leave.
Q.  CAN FORFEITED ANNUAL LEAVE BE RESTORED?

A. Yes, in certain situations. Annual leave that was forfeited because it was in excess of the maximum amount permitted for carry over into the next leave year may be restored because of an administrative error, exigency of the public business, or sickness of the employee. The annual leave must be restored in a separate leave account. Leave that is forfeited because of an exigency of the public business or sickness of the employee may be considered for restoration only if the annual leave was scheduled in writing before the start of the third biweekly pay period prior to the end of the leave year.  The supervisor must deny the request for leave in writing due to one of the reasons stated in order for leave to be restored. 

Q.  WHAT ARE THE TIME LIMITS FOR USING RESTORED ANNUAL LEAVE?

A.  Restored annual leave must be scheduled and used no later than the end of the leave year ending 2 years after :

· the date of restoration of the annual leave forfeited because of administrative error; 

· the date fixed by the head of the agency or designee as the date of termination of the exigency of the public business; or 

· the date the employee is determined to be recovered and able to return to duty.

Q.   CAN RESTORED LEAVE THAT IS NOT USED WITHIN THE ESTABLISHED TIME LIMITS BE RESTORED A SECOND TIME?

A .  No. The Comptroller General has ruled consistently that if restored leave is forfeited again, there is no legal authority for its further restoration. Any restored leave unused at the expiration of the established time limits is again forfeited with no further right to restoration. In addition, administrative error may not serve as the basis to extend the time limit for using restored annual leave. 

RESTORED ANNUAL LEAVE – SEPTEMBER 11, 2001 EXIGENCY

The unprecedented events of 11 September 01, the efforts toward recovery and response, and the continuing threat of additional attacks on the United States have found many employees and agencies involved in activities vital to our nation.   The Office of Personnel Management (OPM) has issued interim regulations to simplify the restoration of employees’ who would lose excess annual leave because of their direct involvement in national emergency efforts. 
Q.  WHAT IS AN EXIGENCY?
A. For the purpose of Federal leave administration, an exigency of the public business occurs when there is a pressing need for an employee’s service and his or her scheduled annual leave must be canceled.  “The National Emergency by Reason of Certain Terrorist Attacks” constitutes an exigency of public business.

Q.  HOW DO OPM’s INTERIM EXIGENCY REGULATIONS DIFFER FROM THAT UNDER NORMAL CIRCUMSTANCES?

A.  Many employees in Federal agencies are essential to on-going efforts to cope with the national emergency.  As a result, many of these employees will be faced with the possible forfeiture of “use or lose” annual leave because they must remain on the job to guarantee the fulfillment of the agencies’ missions during this critical period and beyond.  Under the normal rules, agencies would be faced with the administrative burden of scheduling, canceling, and restoring excess annual leave for these employees at a time when all available attention and energy should be focused on the national emergency.   These interim regulations simplify the procedures for restoring annual leave by stating that annual leave forfeited as a result of the national emergency will be deemed to have been scheduled in advance.

Q.  ARE THE TIME LIMITS FOR USING THE RESTORED ANNUAL LEAVE AS A RESULT OF THE EXIGENCY THE SAME AS THOSE FOR LEAVE RESTORED UNDER NORMAL CIRCUMSTANCES?

A.  No.  A full-time employee will be required to schedule and use excess annual leave of 416 hours or less within two years after the date the employee is no longer subject to the exigency created by the national emergency.  The agency will extend that period by one year for each additional 208 hours of excess annual leave or a portion thereof.   

Q.  PRIOR TO THE NATIONAL EMERGENCY, I ALREADY HAD AN “ACTIVE” RESTORED LEAVE ACCOUNT.    HOW WILL THE RESTORED LEAVE AS A RESULT OF THE EXIGENCY AFFECT MY PRESENT ACCOUNT?

A. Since there is no authority to restore previously restored annual leave, employees have little option but to use the leave in the “active” restored leave account to avoid forfeiture, even though the employees are needed for critical projects in connection with the national emergency.  The interim regulations will alleviate this problem because the time limitation for using “active” restored annual leave will be canceled for the entire period during which the employees’ services are determined to be essential.  At the end of the national emergency a new time limit will be established in accordance with the answer to the previous question above.  

TRAINING OPPORTUNITIES

INTRODUCTION TO SUPERVISION

This course covers four skill areas that will help propel new supervisors and supervisory candidates to greater heights and establish them as reliable and confident leaders amongst their peers.

Class will be held at the Fort Myer Education Center, Building 230.  The cost is $200.00 per participant.  Interested employees should submit DD Form 1556 to the Fort Myer CPAC, ATTN: Terry Vines, no later than two weeks prior to class dates.   

Class Date:  28 November 01, 0800 – 1500.

PROOFREADING AND EDITING

This course trains participants to spot and correct proofreading and editing errors.  Partner exercises and team assessments provide hands-on training for all levels of professionals.  

Class will be held at the Fort Myer Education Center, Building 230.  The cost is $200.00 per participant.  Interested employees should submit DD Form 1556 to the Fort Myer CPAC, ATTN: Terry Vines, no later than two weeks prior to class dates.

Class Dates:  4 December – 5 December 01.
CPAC TIP OF THE MONTH!

TSP Open Season will run from 15 November 01 through 31 January 02.  Contribution limits effective in January 2002 will be 12% for FERS employees and 7% for CSRS employees. Elections submitted prior to 12 January 02 will be effective on 13 January 02.  Elections received after 13 January 02 will be effective at the beginning of the following pay period after the date of receipt.  All participants who want to increase their contributions must process their changes through the Army Benefits Center – Civilian (ABC-C).  To get the latest information about TSP, log on to  http://www.tsp.gov/curinfo/index.html
FEHB Open Season will run from 12 November through 10 December 01.  All 2001 Open

Season information including plan brochures, FEHB Guides, plan rates, plan comparisons, and more is accessible by logging on to www.opm.gov/insure.   Open Season elections will be effective on 13 January 02.  All participants who wish to submit enrollment changes, must do so through the Army Benefits Center – Civilian (ABC-C).   
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