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Request for Annual Leave Carryover Exception

Request for Annual Leave Carryover Guidelines  
Purpose:  To establish a uniform standard for submission of request(s) to carryover annual leave in excess of the entitlement as stated in Merit Rule (MR) # 5.2.4.

Guidelines:  Managers should encourage employees to take annual leave at regular intervals throughout the year.  Unfortunately sometimes time off cannot be granted (due to significant staffing shortages, major special projects, illness, etc.) possibly creating an excess in the allowable carryover amount for an employee. When exceptional reasons exist that prevent an employee from using their annual leave, and the annual leave accrued exceeds the maximum carryover, an agency may make a written request to the Director of the Office of Management & Budget (OMB) for approval to carryover into the new year the excess annual leave.
Even though employees should be held accountable for their own leave balance, we recommend at the start of the fourth calendar quarter the agency human resource office, manager or section timekeeper inform each employee in a ‘use or lose’ status. When the employee is in a ‘use or lose’ status both the manager and the employee should make every effort to schedule the annual leave prior to January 1st.   If it is not possible for the employee to use their excess annual leave during that last calendar year quarter and there is a valid reason the annual leave could not be taken throughout the calendar year, the agency may make a written carryover request. 
The standards for making such a request are as follow:

1. All request(s) for Annual Leave Carryover:

· Should be submitted prior to the last administrative workday of the calendar year. (However, no requests will be accepted after the last administrative workday in February for the prior calendar year);

· Must state the reason the annual leave could not be used prior to the start of the new calendar year;

· Should state the plan for using the carryover amount prior to the start of the new fiscal year on July 1st.  
2. Except in extenuating circumstances, requests for Annual Leave Carryover for less than one week (37.5 or 40.0 hour or the prorated week equivalent for part-time employees) should not be considered or submitted for approval.
3. Except in extenuating circumstances, requests made on consecutive years for the same individual should not be considered or submitted for approval.
For your convenience a recommended format has been provided. 
Request for Annual Leave Carryover Exception

	Agency:      

	Date:      

	Employee Name:      
	Emplid #:      

	Amount of Annual Leave Carryover Exception Requested:
	     

	Reason Annual Leave could not be taken:

	     


	Plan to use carryover amount prior to July 1st:



	     


	
	     

	Signature of Appointing Authority or  Designee
	Date


	Do Not Write below this line—For OMB use only

	Approved
	Denied

	
	


	Signature 
Director, Office of Management and Budget or Designee
	Date
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