Authorization to Transfer Leave

To Be Completed by Leave Donors under Leave Transfer Program (LTP)

established by P.L. 100-566

Print or Type all information

	Name (Last Name, First Name, M.I.)


	Title
	Grade/Step

	SSN


	Office Phone #
	Duty Location

	Name of Timekeeper


	Office Phone # of Timekeeper
	Donor’s Current Mailing Address

Address:

	Supervisor


	Office Phone # of Supervisor
	

	Recipient’s Name

Kevin L. Nix
	Total Hours **
	City, State:

	Recipient’s Agency / Location*

USBP   EPT/LAS
	Number of hours to be donated

( Restored Annual Leave____________

( Annual Leave               ____________
	Zip Code:


*If different agency or region, provide name, address, and phone number of recipient’s LTP administrator or contact.

** The balance of annual leave on your latest T&A Record or DOJ-296.

<VLTP Contact for Kevin L. Nix: CARLOS MADRID 3120 N. Main St, Las Cruces, NM 88001, PH# (505) 527-6898>
The minimum donation is 4 hours, and donation cannot exceed annual leave balance or one-half the amount of leave accrued this year.

Please check box if you wish to:

� Authorize the disclosure of your name to the recipient.

� Authorize the LTP Screening Committee to reallocate this donation to another needy recipient in the event that this recipient receives all the leave that was requested.

I certify that the designated recipient is not my immediate supervisor.  I understand that once effected this transfer is irrevocable and subsequently transferred annual leave will not be restored to my leave account unless recipient terminates prior to exhausting the total leave transferred and all of the conditions for restoration as specified under S 630,901, Title 5, CFR, and the Department’s policies are satisfied.

You must attach a copy of your latest DOJ-296 or Time and Attendance Record (T&A).

Signature:_________________________________________  Date:_______________________________

Privacy Act Statement:  Provision of the information on this form is voluntary, but required for participation as a donor under the Leave Transfer Program, authorized by P.L. 100-566.  Failure to provide all the requested information will result in this authorization to transfer leave not being processed.  The information provided could be disseminated to the Office of Personnel Management and Budget,  the General Accounting Office, or other Government Agencies to satisfy reporting requirements under this program.
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