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REQUEST FOR APPROVAL OF RESTORATION OF FORFEITED ANNUAL LEAVE
PART A:   EMPLOYEE REQUEST FOR RESTORATION OF FORFEITED ANNUAL LEAVE
Submit to CPF within 30 calendar days after the end of the leave year through appropriate supervisor.
Attach OPM Form 71 documenting request and approval of leave.
TO:   SUPERVISOR
REQUEST
HOURS OF USE OR LOSE ANNUAL LEAVE BE OFFICIALLY RESTORED.
EMPLOYEE'S SIGNATURE
TYPED NAME
OFFICE SYMBOL/STOP NUMBER
DUTY PHONE
DATE (YYYYMMDD)
PART B:   SUPERVISOR'S COORDINATION ON PART A REQUEST
TO:   CPF
I CONCUR WITH THIS REQUEST FOR RESTORATION OF
HOURS OF FORFEITED ANNUAL LEAVE.
SUPERVISOR'S SIGNATURE
TYPED NAME AND TITLE
OFFICE SYMBOL/STOP NUMBER
DUTY PHONE
DATE (YYYYMMDD)
PART C:   CIVILIAN PERSONNEL FLIGHT ENDORSEMENT
TO:   CIVILIAN PAYROLL
1.
REQUEST
HOURS OF FORFEITED ANNUAL LEAVE BE RESTORED.
THE RESTORED ANNUAL LEAVE BALANCE IS MAINTAINED IN A SEPARATE LEAVE ACCOUNT AND MUST BE USED WITHIN TWO YEARS AFTER THE END OF THE CALENDAR YEAR IN WHICH THE LEAVE IS RESTORED. ANY OF THE RESTORED LEAVE REMAINING UNUSED AT THE END OF THE TWO YEARS WILL BE FORFEITED.
2.
COMMENTS
ENDORSING OFFICIAL'S SIGNATURE
TYPED NAME AND TITLE
OFFICE SYMBOL/STOP NUMBER
DUTY PHONE
DATE (YYYYMMDD)
NOTE:  Upon endorsing official's signature, provide:  1 copy to supervisor ; 1 copy to employee.
ADDITIONAL COMMENTS
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