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Section A. Pur pose and Scope

Thi s I NSTRUCTI ON prescri bes the policies and procedures related to annual |eave
for Public Health Service (PHS) commi ssioned officers.
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For

Section B. Authority

Statutory authority for annual leave is contained in Section 219 of the PHS
Act (42 U.S.C. 210-1), 37 U S.C 50 as anended, and 5 U. S.C. 5534a. PHS
regul ati ons on annual |eave are set forth in INSTRUCTION |, Subchapter
CC49.1, of this manual

O ficials who have been del egated authority to approve annual |eave are
listed in INSTRUCTION |, Subchapter CC39, of this manual

Section C. Definitions

purposes of this INSTRUCTION the follow ng definitions apply:

A leave year or year neans a cal endar year, i.e., the period beginning
January | and endi ng Decenber 3l

A workday means a day on which an officer is scheduled to performnore than
bri ef periods of work, including a day when an officer is scheduled to serve
as officer of the day, to be on call, or to performofficial travel.

A nonwor kday neans a day designated by an officer-in-charge on which an
of ficer has no schedul ed working hours including a day on which an officer
is ordinarily scheduled to performonly brief periods of work, such as ward
rounds in a hospital

Annual | eave neans any period of one workday or nore during which an officer
is relieved from his/her scheduled working hours (other than sick
adm nistrative, or court Ileave) including all nonworkdays w thin such
peri od.

Accrued annual |eave nmeans the annual |eave credited to an officer during
one | eave year.

Accunul at ed annual | eave nmeans unused accrued annual |eave renmaining to the
credit of an officer that is carried forward from one | eave year into the
next | eave year.

Ternminal | eave neans any approved annual |eave taken after an officer has
submtted a request for separation or retirenent fromactive duty in the PHS
Commi ssi oned Cor ps.

Lunp sum | eave paynent is the payment for unused accunul ated and accrued
annual |eave nade to officers of the PHS Conm ssi oned Corps upon separation
under honorabl e conditions, or to survivors upon the officer's death.
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Section D. Accrual and Accunul ati on of Annual Leave

Accrual rate

a. An of ficer accrues annual |leave at the rate of 30 days for each ful
year of active service. For any portion of a year, |eave is accrued at
the rate of 2 1/2 days for each nonth of service, except that no annua
| eave is accrued during any period in which an officer is (lI) on | eave
Wit hout pay detail; (2) absent wi thout authorized |eave (hereinafter
referred to as AWOL); or (3) called to active duty for a short tour of
duty of less than 30 days.

b. See Exhibit | for determ ning | eave accrual for periods of |less than a
full month upon call to active duty for a period of 30 days or |onger
or upon an officer's separation or retirenment.

2. Maximum accunul ati on

Annual | eave accrued during a | eave year but unused at the end of such year
is carried forward as accurul ated | eave for use in succeeding | eave years.
However, the maximum annual |eave which may be carried forward from one
| eave year to the next is 60 days. The 60-day limtation on the amunt of
unused annual |eave that can be carried forward from one | eave year to the
next is inposed by statute. Thus, thelinmtation is not subject to waiver.

Section E. Granting Annual leave

Forms Supply. All forms necessary for the proper documentation of annua
| eave records nmay be obtained through normal forns supply channels.

2. Requests for lLeave

a. Annual | eave nust be requested and approved in advance on Form
PHS- | 345, "Request and Authority for Leave of Absence," unless an
enmergency nekes this requirenment inmpossible. The original and two
copi es of Form PHS-1345 are conpleted by the officer and forwarded to
the officer's supervisor. The supervisor will recommend that the
request be approved or disapproved, and forward it to the officer's
| eave granting authority for final action. If the leave granting

authority di sapproves the request, the original and copies of the Form
PHS-1345 will be returned to the officer.

b. Annual | eave shall not be authorized for an officer who has been
i ncarcerated pursuant to conviction for a crimnal offense. Under such
circunstances, the officer will be placed in AWOL st atus.

c. For | eave requested in conjunction with tenporary duty travel, see

par agraph 10, bel ow.
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3. Approval of Leave

If the request is approved, the |leave granting authority will return the
original and one copy of the formto the officer and send one copy to the
| eave mai ntenance clerk. The officer, upon return fromleave will conplete
Item 4 of the original of Form PHS-1345 and forward it to the |eave
mai nt enance clerk who will retain the original copy and destroy the copy
previously forwarded as notice of |eave approved. |n an energency situa-
tion, the officer is required to pronptly notify the |eave granting au-
thority who will indicate approval on Form PHS-|345, send one copy to the
| eave mai ntenance clerk and retain the original for conpletion by the of-
ficer upon return to duty. The conpleted original will then be forwarded to
the | eave nmintenance clerk. If it is necessary to cancel an officer's
annual | eave after the | eave has been approved, the | eave granting authority
may i nformthe officer orally but shall confirmcancellation of the | eave in
writing.

4. Conputation of Leave Taken

Annual leave is granted in full days only. (See |INSTRUCTION |, Subchapter
CC29.1, "Leave of Absence; Ceneral," for rules governing absence fromduty
for less than a full workday, i.e., station |eave.) Specific rules for
conmputi ng annual |eave taken in conjunction with tenporary duty travel are
contai ned in paragraph 10, below. The nunber of days of annual |eave taken
is conmputed by counting each calendar day during the period of |[|eave

i ncl udi ng nonwor kdays and hol i days. Nonwor kdays i medi ately precedi ng or
foll owing a period of annual |eave are not chargeabl e to annual |eave. For
exanple, if an officer is absent from duty on annual |eave for a week
begi nni ng on Monday and endi ng on Friday of the same week, annual |eave is
charged only for Monday through Friday. 1f, however, the officer is absent
fromduty all day on annual | eave begi nning on Friday of one week and endi ng
on Friday of the follow ng week, annual |eave is charged for the Saturday
and Sunday following the first Friday. A consecutive period of absence from
duty may not be authorized in two or nore parts to avoid charging annua

| eave for nonworkdays that fall within the period. If an officer is on
annual |eave and other officers and enpl oyees at his/her duty station are
authorized adm nistrative l|leave, e.g., for building shutdown, inclenent
weat her, etc., the officer will continue to be charged annual | eave for the
days in question.

5. Advancing Annual Leave

a. In case of energency or extreme hardship, the | eave granting authority
may grant annual | eave to an officer in advance of its actual accrual
not to exceed 30 days. However, annual |eave shall not be advanced to
an of ficer until he/she has reported to his/her permanent duty station
upon call to active duty.
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b. Any deficit in the | eave account at the end of the year will be carried
forward to the next | eave year for charge agai nst annual |eave accrued
in the new |l eave year. Any deficit in leave at the time of separation
or retirement from active duty will require reinbursenent from the
of ficer.

6. Leave While Attendi ng Schoo

An of ficer attendi ng school while on active duty accrues annual |eave on the
same basis as any other officer on active duty and will be charged annua
| eave for any absence for one day or nore during schedul ed classes or work
assignnments, including all nonworkdays and holidays which fall within the

peri od of annual | eave. If the officer is not already on annual |eave
he/ she will not be charged annual | eave for:

a. Days off in a clinical or simlar setting; and

b. Al national holidays or other days for which the school has no

schedul ed cl asses and the officer has no schedul ed work assignnents.

7. Leave While on Leave W thout Pay (LWOP) Assignnments

An officer on an LWOP assignnment does not accrue annual |eave during such

assignnment. Annual |eave will be provided in accordance with the policies
and procedures of the organization to which the officer is assigned and such
annual |eave will not be reported to PHS. However, all periods of sick

| eave of one day or nmore nust be reported to the Chief, Medical Branch
Commi ssi oned Personnel Operations Division (CPOD), Ofice of Personnel
Management (OPM), Ofice of Mnagenent (OM), PHS, as prescribed in
| NSTRUCTI ON 4, Subchapter CC29.1, of this manual. See Section H 2, below,
concerning disposition of |eave records during LWOP assi gnnents.

8. Transfer of lLeave

Under the transfer authority set forth in |0 US.C. 716, PHS officers who
transfer from PHS to another unifornmed service--or officers of other uni-
fornmed services who transfer to PHS--will have their unused annual |eave
transferred. However, annual |eave is not transferred to another uniforned
service if the officer separates from PHS to accept appoi ntnment in another
uni formed service. For information on the transfer of | eave when an officer
is appointed to a Federal civil service position, see | NSTRUCTI ON 3, CC29.1,
of this manual

9. Termnal Leave

PHS conmi ssioned officers may be authorized term nal |eave subject to the
conditions and in accordance with the procedures which follow
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The officer's | eave granting authority has responsibility to approve or
deny requests for term nal |leave. The leave granting authority wll
deny a request for term nal | eave when granting such | eave woul d not be
in the best interest of the programto which the officer is assigned.
Moreover, the |leave granting authority nust deny any re- gquest by an
officer for termnal leave if, upon separation or retire- nment from
active duty, the officer would be denied lunp sum paynent for unused
annual | eave under the provisions of Section F.5 bel ow

Term nal |eave must be requested by the officer and approved by the
| eave granting authority on FormPHS-1345 prior to the date the officer
submts his/her Form PHS-1373, "Separation of Conm ssioned Oficer."
Any terminal |eave requested by the officer nust also be recorded in
Item7 of the FormPHS-1373. All days, including nonschedul ed workdays
such as Saturday and Sunday, will count as terminal |eave after an
officer's last day at his/her duty station. For exanple, if the
officer's last day at the duty station is Friday and the officer has
requested termnal |eave, the follow ng Saturday, whether or not a
schedul ed workday, wll count as a day of termnal |eave. See
I NSTRUCTI ON 3, Subchapter CC23.6, of this manual, and "Information on
Conmmi ssioned Officers' Separation," CCPM Pamphlet No. 32, for
i nstructions governing the subm ssion of the Form PHS-1373. If the
| eave granting authority approves the request for term nal |eave, the
officer shall conplete Item 4 on the original of Form PHS-1345, and
forward it to his/her |eave maintenance clerk.

Commi ssioned Officer Student Training and Extern Program (COSTEP)
officers are not required to subnmt a FormPHS-1373 prior to separation
i nasmuch as the separation date for a COSTEP officer is established by
the Personnel Order that calls the officer to active duty. Therefore,
the policies and procedures relating to ternminal |eave are not
applicable to them Annual |eave may be granted t o COSTEP of ficers for
any day between the date of call to duty and the date of separation.

A request may be approved for an amount of term nal |eave which does
not exceed the nunmber of days of unused annual |eave that would
otherwise be credited to the officer upon the date of his/her
separation from active duty in PHS. Annual |eave accrues while the
officer is on term nal |eave.

An officer will be charged for the entire period of ternminal |eave
whi ch he/ she has requested and which i s approved by the | eave granting
authority regardl ess of whether the officer actually takes the full
anount of |eave, except that:

(I') Leave will not be charged to the officer for any day for which the
| eave granting authority revokes approval of such | eave because of
program requirenments;
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(2) A day or days of term nal |eave nmay be authorized as sick |eave
rat her than annual | eave, provided that the officer submits to the
| eave granting authority a witten statenment signed by a physician
which certifies that the officer was ill on the day or days in
questi on.

When a period of ternminal |leave is either revoked or changed to sick
| eave, the |eave granting authority nust inmediately notify CPOD by
tel egram of such revocation or change so that appropriate adjustnents
can be nade in the officer's request for lunp sum | eave paynent for
unused annual | eave.

If an officer does not request terminal |eave prior to the date of
subm ssion of his/her Form PHS-1373, term nal |eave shall not be ap-
proved except for energency purposes. For this purpose, an energency
is defined as serious illness or death in the fanly. In instances
where termnal |eave is granted for energency purposes, the |eave
granting authority shall inmediately notify CPOD by telegram of the
anount of term nal | eave granted so that appropriate adjustnents can be
made in the officer's request for |lunp sum paynent for unused annua

| eave.

An officer is on active duty while on term nal | eave and thus nai ntains
the responsibilities, duties, obligations, privileges, and benefits
applicable to all PHS conm ssioned officers.

Under 5 U. S.C. 5534a, a PHS conmmi ssioned officer on terminal | eave may,
if otherwise eligible, accept a Federal civilian position and be
entitled to receive pay of the civil service position in addition to
pay and al | owances as a PHS conmi ssioned officer on active duty.

An officer may not accept appointment to another uniformed service
whil e he/she is on term nal |eave.

While on termnal |eave an officer nmay accept non-Federal enploynent
and continue to receive his/her active duty pay provided that such
enpl oynment does not contravene requirenents of the Ethics in Governnent
Act, the PHS Standards of Conduct, and the Standards of Conduct of the
agency to which the officer is assigned.

A period of terminal leave is creditable toward conpletion of any
period of obligated service with PHS and is also creditable for pur-
poses of determining eligibility for prograns adm nistered by the
Vet erans Adni ni stration.

10. Leave in Conjunction with Official Tenporary Duty (TDY) Trave

a.

TDY travel is to be used only for official purposes, and never as a
means of providing Governnent-paid travel for personal reasons.
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Upon

Therefore, annual |eave shall not be granted for use in conjunction
with official travel if such use would give the appearance of
impropriety. |In general, a request for annual |eave should be denied
if the TDY is for a very short period or if the proposed | eave is sub-
stantially |l onger than the TDY assi gnnent.

When annual |eave is taken in conjunction with TDY which is | ess than
30 consecutive days in duration, the nunber of days chargeable as
annual |eave is conputed as follows (if the TDY is 30 days or | onger
use the normal rules for conmputing | eave, subject to the provisions of
par agr aph c, bel ow):

(I') Determ ne the nunber of cal endar days that the officer would have
been wunavailable for duty at the pernmanent duty station
(regardl ess of whether normal workdays or nonworkdays) due to
official travel status if the TDY had been conpleted w thout the
use of | eave, using available schedules and nopdes of
transportation that best neet the needs of the Governnent.

(2) Determine the nunber of calendar days that the officer was
actually wunavailable for duty at the permanent duty station
(regardl ess of whether normal workdays or nonwor kdays).

(3) The difference between the nunber of days deternmined in
subpar agraph (1) and the nunber determni ned in subparagraph (2) is
the nunber of days chargeable to annual |eave.

An officer will be considered unavailable for duty at the pernmnent
duty station if he/she is outside the vicinity of that station for any
portion of a cal endar day.

When an officer on TDY is pernitted for personal reasons to use a node
of travel other than the nmpde which the Governnent would normally
sel ect for purposes of the ordered travel, all full days of travel in
excess of the travel days which would have occurred using the norna
node are chargeabl e to annual | eave

Section F. lLunp Sum Leave Paynent

Separation

An officer will, if his/her application is approved, receive paynent
for the nunmber of days, not to exceed 60, of unused annual |eave to
his/her credit at the time of separation from active duty. However,
under 37 U.S.C. 50l (f), thereis alifetime limt of 60 days of unused
annual leave for which lunmp sum |eave paynment may be nmade after

February 9, 1976. This limtation applies to all lump sum | eave
paynments made to an officer by any of the uniforned services after
February 9, 1976. The following exanples illustrate these statutory

requi renents:
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(I') An officer separates from active duty with 30 days of unused
accrued annual |eave and the officer had previously received a
unp sum | eave paynent (from any uniformed service) for 40 days
annual | eave when he/she separated from active duty on April |,
| 976 (a date after February 9, 1976). The officer will receive
unp sum | eave paynment for only 20 days annual | eave because of
the 60-day lifetime limtation on lunp sum | eave paynents nade
after February 9, [976. In addition, the officer will not be
eligible for any future lunp sum | eave paynents in any of the
uni formed services.

(2) An officer has 65 days unused annual |eave to his/her credit at
the tine of separation fromactive duty. The officer previously
received a lunp suml eave paynent for 30 days annual | eave upon an
earlier separation fromactive duty on May |, 1975 (a date prior
to February 9, 1976). Upon separation from active duty, the
officer will receive lump sum |l eave paynment for 60 days unused
annual | eave because |unp sum paynments nade prior to February 9,
976, do not <count toward the 60-day lifetinme limtation.
However, the officer will not be eligible for future |unp sum
| eave paynents in any of the unifornmed services because he/ she has
reached the 60-day lifetime limtation.

b. Payment for unused annual |eave will be conputed on the basis of the
officer's grade at the date of separation or retirenent, notwth-
standing that the officer may have held a higher grade previously.
Payment will consist of the officer's basic pay and all owances for
subsi stence and quarters. A Variable Housing All owance is not included
in the lunp sum | eave paynment, nor will any other elenents of pay be
i ncl uded. Federal and State income tax will be deducted fromthe basic
pay portion of the lunp sum |eave paynent. (See | NSTRUCTI ON 3,
Subchapter CC29.1, of this manual regarding transfer of |eave and
refund of lunp sum | eave paynents when an officer accepts a Federal
civilian appointnment.)

2. Upon Death

The survivors of an officer who dies while on active duty or before receipt
of lunmp sum | eave paynment upon separation from active duty will receive a
lunp sum | eave paynent for the number of days of unused annual |eave to the
officer's credit at the tinme of death, not to exceed 60 days, less the
nunber of days for which lunp sum annual | eave paynment has previously been
made after February 9, 1976. (See 10 U S.C. 277l regarding the final
settl enent of accounts for deceased officers.)
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3. Break in Active Service

Lunp sum | eave paynments nust be either paid or denied at the tinme an officer
is released from active duty even though the officer intends to, or has
signed an agreenent to, return to active duty at a |ater date. This also
pertains to officers who are released from active duty pursuant to
suspensi on of a National Health Service Corps scholarship obligation. An
accrued | eave bal ance shall not be maintained for any officer who is not on
active duty.

4., Application for Lunp Sum Leave Paynent

O ficers, other than COSTEP officers, nust meke application for lunmp sum
paynment for unused annual |eave in item8 of FormPHS-1373. NOTE: Paynent
will not be authorized unless Form PHS-3l, "Oficer's Leave Record,"
certified by the appropriate officials, is received in CPOD. The Form
PHS- 31 should be received in CPOD on or before the officer's l|ast day of
active duty.

Form PHS- 3l is required for COSTEP officers within 30 days after separation
in order for paynent to be authorized for any unused annual |eave.

5. Denial of Lunp Sum Leave Paynents

a. In accordance with 37 U.S.C. 501 (g)(l), (2), and (3), a lunp suml eave
payment may not be nade to an officer whose appointnment expires or is
term nated and who, without a break in active service, accepts a new
appointnent; who is retired for age in time of war and i s continued on,
or recalled to, active duty without a break in active service; or who
is transferred to another department or agency of the United States
under circunstances in which, by law, the |eave may be transferred.
Under 10 U.S.C. 716, officers who apply for transfer from PHS to
another uniforned service wll have their unused annual |eave
transferred. This also applies to officers from other unifornmed
services who apply for transfer to PHS. However, if an officer
separates fromPHS to accept a direct appointment to another uniforned
service, the officer, if otherwise eligible, will receive a lunp sum
| eave paynent. (Legal opinions fromthe other services indicate that
t hey cannot accept transfer of |eave under these circunstances.)

b. If an officer retires and is recalled to active duty without a break in
service, a lunmp suml eave paynent will not be made until the officer is
separated from active duty. In addition, 37 U.S.C. 50l(g) provides

authority to approve applications for lunp sum | eave paynents or for
transfer of unused annual | eave to another departnent or agency. Based
on this authority, applications for lunp sum | eave paynent or for
transfer of unused annual | eave to another departnent or agency wll be
denied if the officer concerned:
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() Fails to fulfill a service obligation incurred as a result of
participation in an extramural training program (see | NSTRUCTI ON
2, Subchapter CC25.2, of this nmanual);

(2) Fails to fulfill a service obligation incurred as a result of
participation in extramural training which is part of an
intramural training program(see | NSTRUCTI ON 3, Subchapter CC25. 2,
of this manual);

(3) Failstofulfill a service obligation incurred pursuant to receipt
of special or incentive pay under Title 37, United States Code;

(4) Serves less than one year on active duty, other than on an
approved short tour of active duty;

(5) Fails to conply with |awful orders with respect to separation or
retirement from active duty;

(6) Has his/her commi ssion term nated for being in AWOL status;

(7) Has his/her commission termnated involuntarily during the
probati onary period (see | NSTRUCTION |, Subchapter CC23.7, of this
manual ) ;

(8) Has his/her comm ssion term nated pursuant to a determ nation of
mar gi nal or substandard performance (see |NSTRUCTIONS 4 and 6,
Subchapter CC23.7, of this manual);

(9) Has his/her commission term nated as a result of action taken
under PHS di sciplinary regul ations (see I NSTRUCTION |, Subchapter
CC46. 4, of this manual);

(10) Fails to submt a request for voluntary separation or retirenent
(FormPHS-1373) in atinmely manner so that it is received in CPOD
at | east 30 cal endar days prior to the last day that the officer
wi |l be physically present at his/her duty station; or

(I'l') Fails to conplete his/her National Health Service Corps, or any
ot her active duty obligation.

c. If an officer's application for lunp sum paynment for unused annua
| eave or for transfer of such leave is denied, the officer will be so

notified in witing by CPOD
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Section G _Annual Leave Records

Cener a

a. Annual | eave records represent pay and, therefore, nmust be saf eguarded
in the sane way as other records involving funds. Leave nmintenance
clerks are responsible for the currentness, conpleteness, and accuracy
of the records maintai ned by them

b. Leave records are subject to the provisions of the Privacy Act of |974.
I NSTRUCTION 7, Subchapter CC26.1, "Rights, Responsibilities, and
Per sonnel Records of PHS Conmi ssioned Officers Under the Privacy Act,"”
of this manual, sets forth the procedures to be followed in the
mai nt enance of these records. The applicable systens of records are:
09-90-0017, "Pay, Leave, and Attendance Records, HHS/ OS/ ASPER";
09- 37-0002, "PHS Conm ssioned Corps Personnel Records, HHS/ OASH OM'
and 09-37-0008, "PHS Conm ssioned Corps Unofficial Personnel Records
and OGther Station Files, HHS/ OASH OM "

2. Leave Folder

A leave folder will be maintained for each conm ssioned officer in which
will be filed:

a. The original Form PHS-1345 which is conpleted by the officer upon re-
turn from annual |eave; and

( NOTE: In the case of sick leave, the original |eave Form PHS-|345
will be forwarded to the Medical Branch, CPOD, Room 4-35 Parkl awn
Bui l di ng, Rockville, M 20857, with a copy retained in the |eave
folder. See |INSTRUCTION 4, Subchapter CC29.1, of this manual.)

b. Form PHS-31, "Officer's Leave Record."
3. Form PHS-3I

Form PHS- 3l is designed for use by the | eave mai ntenance clerk for recording
| eave earned and taken by the officer. IN USI NG FORM PHS-3l, THE LEAVE
MAI NTENANCE CLERK W LL CREDI T ANNUAL LEAVE TO THE OFFI CER ON A MONTHLY BASI S
AS THE LEAVE | S ACCRUED. For exanple, 2 I/2 days of |leave will be credited
to the officer's | eave account under the "Leave Earned" colum at the end of
each nonth (January 3|, February 28, March 3|, etc.). Leave taken will be
entered under the appropriate colum listing the starting date and the
nunber of days for each period of |eave. AT THE END OF EACH MONTH, LEAVE
ACCRUED W LL BE ENTERED I N THE "LEAVE EARNED' COLUWMN AND THE END- OF- MONTH
BALANCE W LL BE ENTERED | N THE "BALANCE" COLUWN AS | NDI CATED INEXHIBIT I11.

See Exhibit | for conputation of annual |eave for periods of |less than a
full month. A minus |eave balance will be entered in the "Bal ance" colum
(e.g., -4) and carried forward for deduction from annual |eave accrued in
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subsequent nmonths (see Section E.5. of this INSTRUCTION for information
about granting |l eave in advance of accrual).

4., Verification of Leave Record

On Septenber 30 of each year, the | eave nmintenance clerk will conplete and
forward a Form PHS-3842, "Report of Commi ssioned Officer Annual Leave," to
each officer for whom he/she mamintains a |eave record (see Exhibit [V).
This form will give the officer an opportunity to verify his/her |eave
bal ance. Form PHS-3842 will show t he bal ance at the begi nning of the | eave
year, the amount of annual |eave used through Septenber 30, and the anount
of annual |eave that will be forfeited if not used by Decenmber 3l. Any
di sagreenent will be resolved by the | eave granting authority on the basis
of the | eave reports on file in the officer's |eave folder.

Section H.  Disposition of Leave Records

Upon Tr ansfer

The individual responsible for the officer's | eave record in the officer's
new assi gnnent will be responsible for requesting the officer's | eave record
from the individual who maintained the |eave record for the officer in
hi s/ her forner assignment. |f the officer has been on |eave without pay,
the record should be requested from the Director, CPOD, at the address
listed in H 3, bel ow.

2. Leave Wthout Pay

a. When an officer enters on |eave without pay status, the |eave numin-
tenance clerk will verify the accuracy of the |eave bal ance as of the
date of entry on such status. The |eave bal ance nust be verified on
Form PHS- 31 by conpleting the follow ng statenent after the last entry
on the card:

"I certify that | have reexani ned and reconstructed the

| eave records of this officer, and that the entries contained
on this | eave record card are true and correct to the best

of ny know edge."

b. The statement will be signed by the |eave maintenance clerk and
countersigned by the | eave granting authority. The card will be for-
warded to the Director, CPOD. The |eave card will be filed in the
officer's official personnel folder until the officer returns to pay
status at which tine the card will be forwarded to the officer's new
duty station.
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3.

Upon Separation fromActive Duty

a.

When an officer is separated from active duty, including retirenment,
the foll owing actions should be taken

(I') The officer's | eave mai ntenance clerk will verify the accuracy of
the | eave bal ance as of the officer's separation date on his/her
Form PHS- 3l by conpleting the foll owing statement after the | ast
entry on the card:

"I certify that | have reexani ned and reconstructed

the | eave records of this officer, and that the entries
contained on this |leave record card are true and correct
to the best of my know edge."

(2) The certified Form PHS-3l should include all termnal |eave
approved for the officer through the date of the officer's
separation or retirenent fromactive duty. The FormPHS-3l shoul d
then be submitted to the officer's |eave granting authority who
nmust countersign the form

(3) The officer's Form PHS-3l and copies of Form PHS-1373 should be
forwarded through the appropriate adm nistrative channels of the
agency or staff office concerned to:

O ficer Services Branch

Commi ssi oned Personnel Operations Division/ OPM OM
Room 4- 35 Par kl awn Bui | di ng

Rockville, Maryland 20857

NOTE: The Form PHS-1373 is not required for COSTEP officers.

CPOD wi Il determ ne whether the officer's request for |unp sum paynment
for unused annual | eave or transfer of such | eave to anot her depart nment
or agency is to be denied or approved. |If the officer is denied such
payment or transfer, he/she will be notified directly in witing by
CPQD. I f payment or transfer is approved, CPOD will verify the
accuracy of the officer's |eave balance as listed on the final
certified Form PHS-3l, add any | eave which accrues during travel tine
authorized pursuant to separation, and determne if any previous |unp
sum | eave paynments have been nmade to the officer after Septenmber |,
| 976. The officer will be paid for the anpunt of lunp sum |eave
paynment authorized. If the leave is to be transferred to another
departnment or agency, CPOD will certify the nunmber of days to be
transferred in accordance with the requirenments of the departnment or
agency concer ned.
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c. A copy of the officer's Form PHS-3l, together with copies of the
officer's Forms PHS-1345, all prior |eave cards, and related
correspondence will be retained at the officer's last duty station for
at least two years for audit purposes. These copies nay be destroyed
after the two-year period has expired. THE OFFI CER' S LEAVE FOLDER
SHOULD NOT BE FORWARDED TO THE COWM SSI ONED PERSONNEL OPERATI ONS
DI VI SI ON.
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EXH BI T |

Determ ning Leave for Service of Less Than a Month

The following table will be used to deterni ne the amount of | eave earned for
the nonth in which an officer is (I) called to active duty, or (2) restored
to a pay status fromleave w thout pay.

First Day of Active Duty Is Leave Credited That Mnth
st - 6th 2 1/2 days
7th - 12th 2 days
[3th - 18th I 1/2 days
[9th - 24th | day
25th - 3l st | /2 day

2. The following table will be used to determ ne the anmount of | eave earned for
the month in which an officer is (I) separated fromthe PHS (term nation
i nactivation, retirenent, or death), or (2) placed on | eave w thout pay.

Last Day of Active Duty Is Leave Credited That Mnth
st - 6th | /2 day
7th - 12th | day
[3th - 18th I 1/2 days
[9th - 24th 2 days
25th - 3l st 2 1/2 days
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EXHIBIT Il

Form PHS-1345, “Request and Authority for Leave of Absence"

REQUEST AND AUTHORITY FOR LEAYE OF ABSENCE

Jd. TOBE COrPLETED BY THE OFFICER {Type or Primt)

name anape sERvICE WO, TYPE OF LEAVE

D ANNUAL

PHS D orner {Explain)
BUTY STATION PERIOD OF ABSENC
NO. Bavs ROM Te
apoatss (Where Officer can be contacted during REMARRS
leave prriod)

| hove read and undarstand the information cantgined on the reverse of this farm.
SIeNATURK DATE

2, TOBE COMPLETED BY SUPERVISOR
RECOMMENDAT 100 HISHATURE T

APPROVED
. DISAPPROVED
3. YO BE COMPLETED 8Y LEAVE GRANTING AUTHORITY
ACTION SIsnATURE TITLE BATE
APPROVED
DISAPPROVED

4. TOBE COMPLETED BY OFFICER UPON RETURN FROM LEAYE
TYPL LEAVE TaAREN . DATS FRoMm Te SISNATURE
PHS-134% (REV, 3-77) (S8¢ Privacy Act statsmant on reverse of Part 3

* GPOL 1982371 =lTR
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CcC29.1

ANNUAL LEAVE

NAME

EXHIBIT 111

Form PHS-31, "Officer's Leave Record”

ACTIVE DUTY DATE

STATION DR DIVISION (feamil)

LEAVE TAKEN |LEAVE EARNED LEAVE TAKEN |LEAVE EAMMED LEAVE TAKEN |LEAVE EARNED LEAVE TAKEN | LEAVE EARNED
STARTING |pavs | oame  [oars| sauesce STARTING [ ouys| bame  [pavs) salmec STARTING Lpays| oaTE | oav3| saimcr STARTINS foavs| paTr  jmaTs
1985
12/31 160*
1986
1/1512 ,58
1/31 | 2%l 60
2/3 L4 | 56%
2/1911 | 555
2/28 | 2% 58
LNl
3/31 2%] 60 g
E
5
3
L
J H
NAME ACTIVE DUTY DATE STATION O DIVISION (Pewal) .
i
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EXHIBIT IV

Form PHS-3842, "Report of Commissioned Officer Annual Leave"

REPORT OF COMMISSIONED OFFICER ANNUAL LEAVE 19.,__
Name: Address
* 1. As of Januasry 1, you had a balance of e days leave
2. Berween January 1 and December 31, you will eamn __30 days leave
3. On December 31 your total leave credit will be __ days leave
4. Between Japuary 1 and September 30 you have taken . days leave
5. On December 31, you will have a net balance of —_days leave
5. By December 31, you must take, or forfeit —edays leave
* Not more than 60 days leave may be carried forward to a new calendar year
PHS5-30842 .
Rev. 3/81 (res reverze)
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