LEAVE TRANSFER PROGRAM
The Leave Transfer Program (LTP) allows a Federal civilian employee who has a medical emergency to receive transferred annual leave directly from other Federal civilian employees in order to avoid being placed in a leave without pay situation. This allows an employee to continue to receive pay while recuperating from an emergency (whether their own or a family member's).  Eligible family members include the employee’s:   

~ Spouse and parents thereof

~ Children, including adopted children, and spouses thereof

~ Parents

~ Brothers and sisters, and spouses thereof

~ Any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship   

A medical emergency means a medical condition of an employee or a family member that is likely to require an employee's absence from duty for a prolonged period of time.  Absence for childbirth is included.  The medical emergency must be expected to result in an absence from duty without available paid leave (including compensatory time or time off awards) for at least 24 hours for a full-time employee in order to be eligible for the program.  

Employees are eligible for the program when their medical emergency/condition begins and all available leave has been exhausted.  

TO APPLY FOR THE PROGRAM:  To become a recipient in the Leave Transfer Program, the employee must complete RIA Form 690-44 or OPM 630.  Applications must be in writing, signed by the employee (or an individual having power of attorney), and includes a signed medical statement by a physician/health care provider verifying the medical emergency.  The medical statement must include a brief description of the emergency and indicate the beginning and end dates of the emergency.  If the application is approved and signed by the supervisor, the supervisor must submit the application and supporting documents to the servicing specialist in the Civilian Personnel Advisory Center (CPAC).  Notification of approval or disapproval will be made to the supervisor within 10 workdays of receiving the properly completed package in the CPAC.  If the application is disapproved, reasons will be provided.

An employee may apply for the program when they first go into a LWOP status due to the medical emergency and up until the time they return to work after the emergency has ended.

Eligibility to receive donated leave will terminate when the employee is no longer affected by the medical emergency, when the leave recipient’s employment is terminated, or when OPM has approved the employee’s application for disability retirement.

HOW TO DONATE:  To donate annual leave within the agency, complete the donation form RIA 690-43 or OPM 630a.  To donate outside the agency, complete OPM 630b.   

Leave donations must be in full hour increments and be a minimum of one hour.  Donations within a calendar year cannot exceed one-half of the amount of annual leave accrued during the leave year in which the donation is made.  A leave donor may not donate leave at the end of the leave year for the purpose of avoiding forfeiture of annual leave.  For end of year donations, no more than the number of hours remaining in the leave year as of the date of the donation for which the leave donor is scheduled to work and receive pay can be made.     
A first level supervisor is prohibited from receiving donated leave from a subordinate employee.

USE OF DONATED LEAVE:  a leave recipient may use donated annual leave only for purposes related to the medical emergency for which the leave recipient was approved.  

FORMS

For Rock Island employees:
https://home.ria.army.mil/apps/Forms_Pubs/home/formView.cfm?FormName=RIA690-44
https://home.ria.army.mil/apps/Forms_Pubs/home/formView.cfm?FormName=RIA690-43
For other employees:

http://www.opm.gov/FORMS/PDF_FILL/opm630.pdf
http://www.opm.gov/FORMS/PDF_FILL/opm630a.pdf
For an Outside Agency donation:

http://www.opm.gov/FORMS/PDF_FILL/opm630b.pdf
