
"Use or Lose" Annuol Leove

District Personnel Manual Bulletin No. 12-320
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Overview

This DPÀ4 bulletin sela¡es as a reminder that District go\rernment employees ma)r rrot car:l.y

over more than two hundred and forqz (240) hours of annual lear.e past the end of the leave
year, which is lznuøry_J-_201J_. Emplol'ees are encouraged to use or donate their- excess
annual leave.
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Annuol Leove Limi s

District go\relnment employees who are ehgible to accLue annual leal'e can only
carlyover the maximum amount of two hundred and forty (240) hours of annual leave
into the next leave year. Any annual leave to their credit in excess of the 240 hours
(also referred to as "t/v 0r /0rc') w'tJl be forfeited (ost) at the end of the leave year

2. Âccordingly, employees with "use or /ose" annual leave are to schedule the use of such
leave by submitting aleave request not latet than November 26, 2016.
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Withdrowol of Approved Annuol Leove
In certain situations it rna¡' be necessar), fot a tTr2;fl^ger ot supen'isor to cancel an employee's
ptevious\' approved annual leave request, due to the demands of the agency or office. To
cancel an annual leave request, managers or supefi¡isors can take one of the following actions,
as appropdate, based on the leave approval process established by the agenc)/.

Withdrawal of Annual Leave Using PeooleSoft

1,. Entet a "second (2^d) request" ofl the ernployee's "Á.bsence Request" page in PeopleSoft.
-A manager or supen'isor with leave approval autholi$, must enter the date, reason for
the request (i.e., personal,vacatlon etc.), and number of hours exactl)'as entered on the
emplo).ee's original annual leave request, as well as a colarment indicating the reason the
managetf supen'isot is cancelling the annual lear.e (see screenshot below):
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Enter the date, reason, and
number of hours

Comment as to why
leave is being withdrawn
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2. Complete the "Request Details" page in PeopleSoft. The manager or superwisor
will receive â request to âpptove th.e "2"t request" he or she entered in step 1 (abor.e).
The manager ot supervisor must then "deny" the leave request, noting the reason for the
denial.

trt

-
I

Fa\rcrits Malnlvlenu

John Doe

Review the details for this request and either approve or deny. You may also enter
optional comments about each approval choice.

Start Date:

End Date:

Absence Type:

Reason:

06/03/2016

o61o3t2016

A-Annual Leave

Personal

i

I Start Date - Start Tlme 08:00 (HH:MM AM/PM)
ì,l
I

I End Date - End Timc 04:00 (HH:MM AM/PM) 
i

ll

I Total Hrs. ofAb¡ence 8.000000

Status: Submitted

Requestor Gomments:

Approver Comments:

þprove ; Deny

Go To:

Pending_.¿\þSence Bequest

View Absence Balances

\ùlithdrawal of Annual Leave Outside of PeopleSoft

Complete a revised D.C. Standard Fotm 71, Apptication for Leave (or equivalent
form), if appropriate, disapptoving the leave request. A, manager or superwisor with
Ieave approval authority must complete the Form 7L ï>y entering the emplo¡,ee's name and
office or unit, the date of the leave, the teason fot the request (i.e., personal,vacation, etc.),
and the number of houts exactly as it was entered on the original Form 71 initially submitted

3

Ilntcr thc datc, rcason,
aud numbcr of hours Absence Detell

Workf,ow

Commonts

Dcny thc rcqucst
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b)' th. employee. In the "Offictal Äction on Äpplicatiorl" section, the manager or supen'isor
must disapprove the leave (and provide the reason for the disapproval), sign and date the
form (see screenshot belorv).
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Timekeeper (or Equivalent) Support

Nfanagers and supendsors can obtain addrtional guidance relating to recording time in
PeopleSoft or completing the DCSF 71 (or a comparable form) from theil agency
timekeeper, Payroll Supervisor or Quality -A.ssurance Liaison (or equivalent).

Restoring Forfeited Leove
1. Annual leave that would otherrvise be forfeited (ost) may be restored for later use if the

leave rvas:

^. Scheduled at least three (3) pal perìod: prior to tbe end of tbe /eauelear,

b. Approued in writing and

c. SabseqnenÍþ denied dae to ilte deruands of pab/ù brciness.

2. Provisions on restoratioÍr ate avatlable in S 1239 of Chapter 12 of the regulations, and arc
accessible on the DCHR website: Section 7239 of Chaoter 1,2

o NOTE: lf on employee submil-ted on annuql leave request ot any lime qfter Jonuory 10, 201ó
(the sforf of lhe 2016 leove yeor), the requesf was approved, ond the employee fails to lqke the
leove, lhqt leove may not be restored unless if was disopproved prior to the effective dofe of
lhe leave.

Add ernployee's name, office, leave
h'oe- date and hours ofleave

Disapprove request and indicate the
reasoll lea¡'e is being disapproved Àfanager's/Supetwisor's signatufe and date
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Donoting Annuol Leove
Agencies should also rernind emplo¡rees that "use or /0.çe" leave rnay be donated to the
District government's Ânnual Leave Bank Program administered by the D.C.
Department of Human Resources (DCHR). To avoid forfeiture of the leave, the
donation to the Annual Leave Bank Progrâm must be made plior to the end of the
lea'rre year.

2. Employees mâ1r ds¡2¡" "/./se 0f /0-çe" annual leave to the Annual Lear.e Bank Program b1'

completing the
fotm. The fonn rrust be submitted to the appropriate agency official not later than
Novembet 26,2016. Fot convenience, employees ffrâ)/ access the DCSF No. ÄLB-01
on the DCHR Intranet site at www.dcoD.in.dc.Eov by clicking the ''f-onns")tnk.

3. For purposes of transferling and receivtng annual lear.e bank hours, appropriate agenq¡
staff must prepare a 'I)rior Pq,t Period Aüuslruent t:-orm" for submission to the Office of
Pa¡, ¿¡¿ Retirement Sen'ices (OPRS) for the pay period ending November 26, 2016.
The "Pior PEr Penod At/ustntent f-lnn" can be accessed on the OPRS Intranet site at
www.oprs.in.dc.gov by clicking the "Payoll Job Aid")tnk.

Authority for Leove
StatutoryAuthotity: D.C. Official Code ( 1-612.01 eÍ. seq.

Regulatory Authotity: Section 1.238 - Annlta/ I-,eaue - Maxituzm Au'umulation; and
Section 1239 - Annual I-.eaue Resloralion of Chapter 12 of the D.C. personnel teguladons,
Hours of rùØotk, Legal Holidays and Leave.

Applicobility
The provisions of this bulletin apply to those District go\rernlnent agencies which are
subordinate to dre Mayor's personnel authodty. Other personnel authodties or independent
agencies may adopt 

^ny 
or all of these procedures to pror.ide guidance to employees under

theit respective jurisdictions.

Collec ive Borgoining Agreement
In the er.ent of a conflict between any of the provisions of this E-DPM bulletin and any
collective batgarning agreement (CB,{), the provisions of the CBA shall control to the extent
thete is a difference.

3
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Inquiries concerning the ptovisions of this E-DPM bulletin can be rlirected to the Policy and
Compliance -Administtation, DCHR, at Q02) 442-9700. Additional infonnation on the
Annual Leave Bank is avztlable on DCHR's Intetnet site at www.dchr.dc.gov, by accessing
E-DPM Instrrrction No. 12-41, ,\nnual Leave Bank Administered by the D.C. Department
of Human Resources, dated October 24, 2008, or by contacting DCHR's Benefits and
Retirement Adminisuation at Q02) 442-9700.

Ventds C. Gibson
Director
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