APPROVAL OF EXIGENCY (Part I)

AND

SUBSEQUENT RESTORATION OF LEAVE (Part II)
This is a two-part process.  An exigency of service must be approved before management may cancel or deny use of scheduled annual leave that may result in the forfeiture of annual leave.  In the event of an emergency, request approval as soon as it is known that leave has or will be canceled and forfeiture will be unavoidable (see also MLA, Section 23.04 for bargaining unit employees).  An exigency is defined as an excessively demanding or urgent situation needing immediate attention or remedy and is generally driven by other sources.  If critical workload requires a determination of exigency, management must consider whether it meets two factors:

a.  The exigency is of such importance the employee(s) cannot be excused from duty for the entire duration of the exigency, and

b.  There is no reasonable alternative to canceling scheduled annual leave

Part I:
Utilize AF Form 1768, Staff Summary, to request approval of an exigency.  Explain the workload situation and how it meets the two factors shown above.  Address the request for coordination through your organizational chain-of-command, OO-ALC/DPCE, OO-ALC/DPC, OO-ALC/CCX, OO-ALC/CD, and OO-ALD/CV for approval by OO-ALC/CC.  This request must also contain the following: 

* The beginning and ending dates of the exigency (approximate end date if not known) 

* The identity and social security number of the employee(s) involved

* The dates and number of hours of scheduled annual leave which must be canceled

* A statement as to why there is no alternative to cancellation of the scheduled leave

* A copy of the approved leave schedule for the current year (signed, dated, and approved prior to the last three pay periods of the year) 

* A copy of the projected leave schedule for the upcoming leave year including all of the leave that is expected to be forfeited plus the “use-or-lose” leave that will be gained in the new year.
Retain approved packages in the submitting organization for Part II.        
Part II:
If the exigency is of such duration that the canceled or denied leave cannot be rescheduled and used before the end of the leave year the leave is forfeited.  Upon the end of the exigency, request restoration of the forfeited leave.  Submit a cover letter with the previously approved exigency request package (Part I) to OO-ALC/DPCE.  The cover letter must contain the following:

* The date the exigency ended

* The name and social security number of the employee(s) affected

* The number of hours to be restored

  
* A copy of the last Leave and Earning Statement for the leave year when the leave was forfeited

* A copy of the first Leave and Earning Statement in the new leave year
If you have questions, please contact OO-ALC/DPCE, by e-mail (oo-alc/dpce@hill.af.mil) or by phone (777-7206), or your Employee Relations Specialist.  Confirmation of the hours of leave processed for restoration to a new leave account and the applicable rules will be returned to the requesting organization.

