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District Personnel Instruction No. 12-60

Effective Date Expiration Date Related DPM Chapters
March 29, 2017 Retain Until Superseded 12

NOTE: This instruction supersedes |-12-43, Leave Entitlements in Movements from the Federal
Government to the District Government; and Leave Entitlements of Individuals with Prior
Federal/Military Service, dated November 24, 2008.

Ovetview

The rate at which an employee accrues annual leave depends upon an employee’s creditable service.
Creditable service includes, but is not limited to, the time that an employee has worked for the
District government. In certain instances, employees may also receive credit for federal government
service. Prior federal government service is only creditable if that service counts toward his or her
Civil Service Retirement System plan. Additionally, military service may be creditable under certain
circumstances. This instruction outlines the federal and military service that may be credited to
District government employees for leave accrual purposes.
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Federal Government Service

Federal Government CSRS Participants (non-retirees)

The Comprehensive Merit Personnel Act (CMPA) provides specific District employees with leave
accrual entitlements for prior civilian federal service. Employees who previously worked with the
federal government, and who have not retired under the Civil Service Retirement System (CSRS), are
eligible to receive credit towards their annual leave accrual rate if their federal service was creditable
under CSRS. Except for federal service under CSRS, no other civilian federal service is
creditable to District government employees, including service under the Federal Employees
Retirement System (FERS).

Federal Government CSRS Retirees

Federal government CSRS-retirees hired by an agency of the District government shall earn annual

leave as follows:
Years of Annual Leave
District Service Accrual Rate

0-3 4 hours/pay petiod
4-14 6 hours/pay period
15+ 8 hours/pay period

0 District Government CSRS Retirees: The annual leave accrual policy specified above also applies
to District government CSRS Retirees reemployed by the Disfrict government on or after February
26, 2008.

Military Service

An employee who is a military retiree is entitled to credit for active military service only if his or
her retirement was based on a disability resulting from injury or disease as a direct result of armed
conflict or caused by an instrumentality of war and incurred in line of duty during a “period of war,”
as defined by 38 U.S.C § 1101. No other military service is creditable service for annual leave with the
District government.

Certifying Eligibility

To obtain credit for qualifying federal or military service, an employee must complete a Statement of
Prior Federal, Military and District Service Form (DCSF 144) and attach any supporting
documentation, such as personnel action forms, that confirm service dates. A Human Resources
Specialist will verify creditable service by doing the following:

1. Reviewing the Statement of Prior Federal, Military, and District Service Form and any supporting
documentation provided; and
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2. Obtaining a copy of any necessary records to include a copy of the Official Personnel File
(OPF) form from the federal government agency.

Legal
Authorities

1. Statutory Authority: D.C. Official Code § 1-612.03;

2. Regulatory Authority: Chapter 12 of the D.C. personnel regulations, Hours of Work, 1_egal
Holidays and 1 eave.

Addifional Information

For additional information concerning this bulletin, please contact the D.C. Department of Human
Resources, Policy and Compliance Administration, by calling (202) 442-9700 or by sending an e-mail
to dchr.policy@dc.gov.

Ventris C. Gibson
Director
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Attachment 1 -
Statement of Prior Federal, Military, and District Service

[Begins on Next Page]
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dchr

1 e 2 e

Statement of Prior Federal, Military and District Service
(PLEASE READ THE FOLLOWING INFORMATION BEFORE COMPLETING THIS FORM)

»
»
*

Individuals who have prior federal service completed under the civil service retirement program, military service, or District service should
complete this farm. Infarmation about prior Federal and District civilian and military service is collected and maintained in your Official
Personnel Folder (OPF). The information you furnish may be disclosed to other Federal and District agencies or Congressional or Judicial
Offices in order to verify it or in connection with your application for job, license, grant, or other benefit. [t may also be disclosed to a
natianal, state, or local law enforcement agency where there is indication of violation or potential violation or potential vielation of civil or
criminal law or regulation, or to another Federal and District agency or court when the Government is party to a suit.

Furnishing this information is voluntary; however, failure to do so may result in you not receiving credit for prior Federal and District

senvice.

I. What is Needed to Verify Prior Service

In arder for you employing agency to credit your prior Federal
and/or District service for benefits, such as leave accrual, the dates
of your active uniformed service and the type(s) of appaintment(s)
and dates of civilian service must be verified. Dates of active
uniformed service are verified from the records issued by the
branch of service in which you served. Dates and types of
appointments to civilian positions are usually verified from
Motifications of Personnel Actions (Standard Form 50, Form One
or C5C or OPM approved exceptions thereta), and payroll records
lincluding records of deductions made under the Civil Service
Retirement System-Standard Form 2806). Uniformed service must
be verified by the branch in which the person served and is
generally done so using the DD 214 Certificate of Release or
Discharge from Active Duty and the SF 813 Verification of a
Military Retiree’s Service in Monwartime, Campaigns, or
Expeaditions. The information on the application you submitted
for the appointment you are receiving, along with the information
on page 3 of this form, will be used by your agency to identify the
Federal and/or District employers and periods of employment for
which records must be obtained to verify the prior service,

When Notification of Personnel Action or payroll records cannot
be located to verify a period of service, and the service was
covered by Social Security, a detailed statement of earning
information (showing periods of employment and the name of
the employer) from the Social Security Administration will be
accepted as proof of service.

Il. Use of Secondary Evidence to Verify Federal and/or District
Service

Secondary evidence may be considered as proof of Federal/
District civilian service only when official Government records are
lost, destroyed, or incomplete, Necessarily, the burden of proof
is on the person claiming service that is not support by official
records in the custody of the US. andfor District of Columbia
Government. If you decide to claim credit for a period of service
by submitting secondary evidence, it is impertant that you
submit all documents in your possession that tend to prove you
performed the service claimed, and that the service, if performed,
was creditable for leave accrual and reduction-in-force purposes,
Mo credit can be allowed for any service that is not
substantiated by valid and conclusive secondary evidence. The
following is applicable only if you are providing secondary
evidence.

A. Documentary Evidence: Submit as many as possible of the
documents listed in item one (1) below. If your agency finds that
these documents are insufficient to determine credibility, the
documents listed in items two (2) and three (3) may be
considered, but less weight will be given to such evidence.

1. Copies of official documents or letters about the
service. These may be notices on appointment/separation;
notices of changes in position/salary, organization, or
headquarters; travel orders; payroll cards; ID's, etc.

2. Private records such as diary, correspondence, copies of
income tax returns, employment applications, credit
applications, etc, that mention the Federal/District
employer and the claimed service, Private records must
have been made during or shortly after the period of
service,

3. Any other documentary evidence tending to prove the
service was actually performed and the starting and ending
dates of the service,

B. Affidavit Evidence. If you are not able to supply copies of
official document (as descried in item 1 above) that are sufficient
for our agency to make a determination of creditability, you must
submit affidavits from yourself and at least two other persons
(preferably you supervisors) who know the facts. If you can obtain
no documentary evidence (items 1, 2, and 3, abowve) to support
your claim, you may submit these affidavits only; however, your
claim is mare likely to be rejected without supporting documents.
The required affidavits are from:

The employee, stating as many of the details on the
_ affidavit form on page 2 as can accurately be
remembered.

At least two (2) persons knowing the facts. Each person

_ should show that he or she is in a position to know the
facts sworn to, and give his or her age and mailing
address.

Affidavits must be sworn to or affirmed before a notary public
or other officer who is authorized by law to administer caths.

C. Warning. Any submission may be investigated. Intentional
false staternent, willful concealments, or using documents you
know are false, fictitious, or fraudulent is punishable.

Page 1 af 2

DCSF No, 144
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STATEMENT OF PRIOR FEDERAL SERVICE
(TO BE COMPLETED BY EMPLOYEE)

1. Mame (Last, First, Middle Initial 2. Social Security Number 3. Date of Birth (Month, Day, Year)

4. Does the application that you submitted, for the position to which you are being appointed, list all of your Federal/District government|
civilian and uniformed service, including beginning and ending dates, as well as the type of appointment and work schedule for civilian

servicel [] YES - If "Yes", check this block and skip to Item 8. [] NO - If "Na", check this block and complete Items 5 - 9.

5. List below your prior civilian service (Includes service with the D.C. Government on the appointment made before January 1, 1980}

F T
rom ° Type of Appointment and Wark

Name and Location of Agency {Full-time, Part-time or Intermittent)

Year | Month Day Year | Month Day

6. During periods of employment show in Item 4, did you have a total of more than six (6) months’ absence without pay during any one

calendar year?  [_] YES - If "Yes", list the following information. [[] NO--1f "No", go to Item 7
Type if known (LW.0_P,, Furlough, suspensions, AW. From To Total
QL. or Placement in Nonpay Status from seasonal or
an-call employment) Year Maonth Day Year Manth Day Year Month Day

7. List all uniform service below. (List active service in any branch of the Armed Forces of the United States, including active duty as a
reservist and active service in the commissioned corps of the Public Health service or of the Mational Oceanic and Atmaospheric
Administration.. Also, list Merchant Marine service if it interrupted Federal civilian service.)

From To

Type of Appointment and Work
Year | Month | Day Year | Month | Day | (Full-time, Part-time or Intermittent)

Branch

8. Do you claim any type of veteran preference, which has not been verified?
[[IMa  [] Yes-Check ane of the statement, if it applies ta you,
I claim preference asthe: ) Mother of a deceased or disabled veteran [ ] Spouse of a disabled veteran [ ] :J:l';:':e'd widnw/wiclower of 2

9. Certification. The prior federal civilian and uniformed service listed on my application and listed above constitutes my entire record of Federal and
District employment, | have no other Federal and/or District service for which | want to claim credit,

Lignature Date Page 2 of 2
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Attachment 2 —

Verification of Military Service in Non-Wartime
Campaigns or Expeditions

[Begins on Next Page]
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To: (22lect Sppropriate addraes om ravaree.)

Verification of a Military Retiree’s Service
In NonWartime Campaigns or Expeditions
{Zee Instructiens on reverse before completing form. )

PRIVACY ACT STATEMENT
Solicitation of this information is authorized by sections
3502, *Retention Order.” and G303, “Leave Accrual,” of titke
5, United Btates Code, and solictation of the Social
Security Mumber (33N) is authorized by Executive Order
8397, “Using Social Security Mumber 2= Identifier” This
informaticn. including the S3M, will be used to werfy
periodz of creditsble service in 3l campsignz and
expaditions elzimed. Furnishing this information, including
the BSN, is woluntary, but fadurs to comply may make it
difficult or impossitle to venify periods of creditable senice.

1. Mame used during Military Service

2. Service Mumber {If Retired pror to 1670)

3. Social Security Mumber

4. Branch of Service

5 Data of Miltary Retiremant (mmiddiyyyy)

5. Date of Request (mmiddfyyyy)

7. Hormwartime Campaigns and Expeditions

Service Claimed

(Provlda 3t le3et each monih and year of

participation In 3 campalgniaxpediton)

FOR RECORDS CENTER USE ONLY

1t I? nat comraet, give Me dates (from and ta) of the
comect | @ctve duty tha person performead In the period

chack | SOversd by 1ha campaign badgs or madal.
From To harg From To
Mortn | Cay | Year |wMamn| Day yaar Monm | Day | Year | Manth | Day Year

2. Requesting Agency's Remarks

8. Records Canter's Remarks

10. Requesting Officia's Mame, Telephone Mumber and/or Email Address

liems checked wers verified by our records. Hems
which do not corespond with dates shown in reconds
hiave baan corractad.

11. Requesting Agency (Mame, Address. and ZIF Code)

Printed Mame and Title of Records Center certifying
Official

Signature Date Signed

Form approved for local reproduction.

LL.5. Office of Personnel Managament

The Guide o Processing Personnel Actions

Previous editions not usable.
5F 813 (Revised Apail 2013)
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Instructions for Completing and Sending SF 813

Notes 1) Use 5F 813 only for persons who are retired ffom active military service. Do not use this form if
the person has completed 20 or more years of Reserve or Naticnal Guard service but will not
receive a pensicn until age 60.

2) Ifretirement i3 from the U.S. Coast Guard, allow six months from the date of retirement before
submitting this form.

Use SF 813 only to request verification of a retiree’s military service performed in a nonwartime campaign
or expedition for which badge/medal was authorized, in order to credit such service for leave accrual rate
and reduction-in-force purpozes. Complete the address block and items 1 through 11, and send the form to
the appropriate address listed below.

A, To verify campaign/expeditionary service for military retirees of the:
1) U5, Coast Guard;
2) U5, Army who retired before October 1, 1995;
3) U.5. Navy who retired before January 1, 1995;
43 U.5. Marine Corps who retired before October 1, 2001; and
33 U.S. Air Force who retired before October 1, 2004 (*for general officers, zee below),

zend the form to: Maticnal Personnel Records Center
1 Archives Drive
5t. Louis, MO 63138-1002

*If Air Force Retiree iz a general, put “Retired General Officer” in the Agency’s Remarks block on
the front of this form.

B. To verify campaign/expeditionary service for persons who retired from Marine Corps, Navvy, Air Force, or
Armyv on of after the dates shown below, send the form to the appropriate military service at the address

below.

T3, Marine Corps. October 1. 2001 U.5. Navy. January 1, 1983
Headguarters U.8_ Marine Corps Navy Personnel Command (PERS-3124)
Perzonnel Management Support Branch (MMSB-10) 3720 Integrity Drive

2008 Ellict Road Millington, TN 38035-3130

Quantico, VA 22134-3030
U.S. Army, October 1, 1993

U5 AirForce, October 1, 2004

Human Besources Command
Veterans Inquiry Section
Dept. 420

1600 Spearhead Div Ave
Fort Knox, KY 40122

AFPC/DPSIDR
530 C 5t. West, Suite 12
Randolph Air Force Baze, TX 78150

The SF £13 should be used to request venfication of participation in a nonwartime campaign or expedition,

and dates of participation, only if this information 1s not documented on the retiree's DD Form 214, Tt is the
retired member's responsibility to provide the name of any nonwartime campaign or expedition for which

credit is requested. Service will be verified only if the SF 813 lists specific campaigns/expeditions and

inclusive dates of the retiree's participation. It is not sufficient to list just the service component (e.g..

“USAF") or medal (e.z., “Armed Forces Expeditionary Medal™). If a follow up request is necessary. reproduce a
copy of the original request and clearly mark the top of the SF 813, “Follow up Request.” For additional
information zee www.opm.gov/StaffingPortal vemedal2 asp, VetGuide Appendix A: Wars, Campaigns and
Expeditions of the Armed Forces Since WWIL Which Qualify for Veterans Preference.

Print Form I | Save Form I | Clear Form
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