TIME OFF AWARD
PURPOSE:

The Time Off Award (TOA) recognizes superior accomplishment or personal effort that contributes to the quality, efficiency, or economy of Government operation; a one-time, nonrecurring event.  The intent of a TOA is to provide an alternate means of recognition, time off, in lieu of granting a monetary award.

ELIGIBILITY & LIMITS:

The award may be granted to any Federal employee, including Senior Executive Service and direct-hire foreign national employees.  Full-time employees may be awarded a maximum total of 80 hours during any one leave year.  Part-time employees or those with an uncommon tour of duty may be awarded a yearly maximum of the average number of hours in the employees biweekly scheduled tour of duty.  The maximum amount of time off that can be approved for any single contribution is 40 hours for full time employees and half the yearly maximum for other employees.  TOAs to individuals or groups shall not be granted or scheduled to give the perception of an additional paid holiday (e.g., the day after Thanksgiving), and shall not be used in lieu of administrative or other categories of leave.  TOAs may not be transferred with the employee to or from other agencies; nor may they be converted to cash.

AWARD & APPROVAL AUTHORITY:

Time off without loss of pay or charge to leave.  The first-level supervisor can approve a TOA of one workday or less; if over one workday, the director or equivalent may approve the TOA.  

PROCEDURE:

Nominations for each TOA must be supported by written justification accompanied by AFMC Form 384, Award Recommendation Transmittal.  A certification signed by the supervisor or recommending offical must be included as follows:

I have considered the cost of this Time Off Award in lost production time and believe that the benefits to the Air Force from the employee’s contributions justify the amount of time off approved.  I also considered the units workload and unit employee leave projections and certify that this employee can schedule the time off in addition to other projected leave no later than (insert a date not to exceed 90 days from date approved) if possible; otherwise, not to exceed 1 year.  I have also considered other available forms of recognition and cash awards in determining the amount of this Time Off Award.
Submit approved TOAs to the servicing Civilian Personnel Office, OO-ALC/DPCE, for review and processing; include the employees name, social security number, organization, and number of time off hours granted.  Each TOA will be documented with an SF-50, Notification of Personnel Action.  When the TOA is used it must be documented on the employees Time and Attendance Report.  
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