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MEMORANDUM

From:  Director, Afloat Personnel Management Center

To:      All Civilian Mariners

Subj:   RESTORATION OF EXCESS ANNUAL LEAVE FOR YEAR 2004

Ref:     (a) CMPI 630

            (b) APMCINST 12630.1B

1.  As you are aware, since September 11, 2001, when the National Emergency was declared, the APMC has restored annual leave in excess of 360 hours to CIVMARS who were unable to use this leave by the end of each leave year without enforcing the provisions of reference (a).  Although the National Emergency designation is still in place, APMC will follow the provisions regarding restored annual leave as provided in the CMPI 630, Section 2-4 as follows:  

There are only three circumstances under which leave in excess of 45 days (360 hours) may be restored to the employee:

a.  when the leave was forfeited through administrative error

b.  because of exigencies of business as determined by the Director, APMC; or

c.  because of sickness requiring the use of sick leave which prevented the use of prescheduled annual leave;

                                AND
The annual leave was requested in writing and scheduled at least three biweekly pay periods prior to the actual end of the leave year (this means, since the current leave year will end 8 January 2005, all annual leave over 360 hours must be scheduled via an authorized

leave slip no later than 27 November 2004).  

2.  Normally, restored leave must be used within two years after restoration.  However, leave restored since 2001 will be held in account until the end of the National Emergency.  At that time, a new time limit will be established under 5 Code of Federal Regulations, Part 630 for using all restored leave available to the employee.  

3.  CIVMARS must request leave in writing or by using a Request for Leave or Approved Absence, (OPM Form 71), as provided by reference (b). We are also aware that many CIVMARS simply choose not to use all of their leave for a variety of reasons, including personal preference or financial hardship.  Such reasons (e.g., “I make more money when I’m sailing than when I’m on leave”) cannot be used as a basis for restoring excess annual leave.  It will be the responsibility of the individual CIVMAR to request leave and to provide adequate documentation to support any restoration request.  Leave restoration requests shall be in writing and be sent to APMC, Marine Placement Department Director.  APMC will send another reminder in the summer.     

4.  Questions regarding this memo should be addressed to your Purser who will in turn coordinate with the APMC.  CIVMARS ashore can discuss procedures outlined in this correspondence with Ms. Debbie Lett at (757) 417-4280 or via email at Debra.Lett@ 

msceast.msc.navy.mil

                                                                                       //s//

                                                                               PHYLLIS B. SPANO

