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Page: 61
Author: AMSC Subject: Sticky Note Date: 9/7/2011 1:38:57 PM 
Effective management and control of leave can be accomplish through 
clearly informing  employees of specific organizational policies and OPM 
guidelines regarding request for leave.  

 
Author: AMSC Subject: Sticky Note Date: 9/7/2011 1:38:57 PM 
Know when you as a supervisor can approve leave and when you should not 
approve leave. 
Be fair and consistent 
Discuss leave planning with your employees 
Know your resources for additional information on unusual or new situations 

 
Author: AMSC Subject: Sticky Note Date: 9/7/2011 1:38:57 PM 
Act on leave requests personally and respond in a timely manner 
 Deny leave only for mission related reasons 
Control abuse – ask questions 
Document, document, document!! 

 
Author: AMSC Subject: Sticky Note Date: 9/7/2011 1:38:57 PM 
Know where you can get leave balances information (Consult your HR 
authority) 
Supervisor (includes acting supervisor) approves leave 
Request input from employees on t heir leave plans  
Deny leave only for mission related reasons 
Document, document, document!! 
Explain leave being granted may depend on mission requirements and the 
nature of the leave. 

 
Author: AMSC Subject: Sticky Note Date: 9/7/2011 1:38:57 PM 
It is the supervisors job to control leave abuse. Talk to your leaders and HR 
resources if you suspect abuse. 
   
Document! Document! Document! 

 
Comments from page 61 continued on next page
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Page: 72

Author: AMSC Subject: Sticky Note Date: 9/7/2011 1:38:57 PM 
Provides, for DoD employees officially assigned to Iraq or Afghanistan for a tour of at least 12 months by 
means of Temporary Duty (TDY), Temporary Change of Station (TCS) or Permanent Change of Station (PCS) 
entitlement to earn home leave at the rate of 15 days per 12 months. Under this new authority, DoD 
employees are not required to complete the basic one-time service requirement of 24 months continued 
service abroad specified in Title 5 Code of Federal Regulations (CFR), 5 CFR 630.606 in order to earn the 
home leave, nor are they required to be eligible to accumulate a maximum of 45 days of annual leave under
5 U.S.C. 6304 in order to earn the home leave. Earned home leave can be granted only after completion of 
the 12 month service period and only if the employee is expected to return to service abroad to Iraq or 
Afghanistan or to another overseas location upon completion of the home leave period. Home leave 
granted under this authority is not granted unless it is expected that the employee will return to service 
abroad. 
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