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United States Department of the Interior 

BUREAU OF INDIAN EDUCATION 
Human Resources 

1011 Indian School Rd. suite 150 
Albuquerque, NM 87104 

 
IN REPLY REFER TO: 
(505) 563-5300 
(505) 563-5306 (fax) 
 
To: All Employees within the Office of the Assistant Secretary - Indian Affairs, 

Bureau of Indian Affairs, Bureau of Indian Education & the Bureau of Trust 
Funds Administration 

 
From:  Human Capital Officer (Acting), Jackie Shamblin 
  
Subject: Scheduling of "Use or Lose" Annual Leave to Avoid Forfeiture 
 
This is a reminder that the current leave year ends on January 3, 2022.  All Title V employees 
must schedule their "use or lose" annual leave no later than the end of Pay Period-24, November 
20, 2021, in order to avoid forfeiture for the leave year. 
 
The maximum amount of annual leave that may be carried over to a new leave year is limited 
to 240 hours for full-time employees and 720 hours for members of the Senior Executive 
Service. Please ensure that all employees review their annual leave balances and schedule their 
leave in order to avoid forfeiture. 
 
Employees with restored leave from a previous year should keep in mind that there is a two-
year limitation on such leave.   Therefore, if your two-year limitation expires at the end of 
this leave year, you should first use your restored leave to prevent permanent forfeiture of this 
leave. 
 
The scheduling of annual leave is a statutory requirement that cannot be waived.   Employees 
must schedule their  "use  or lose"  leave  on OPM Form  71,  Request  for Leave  or Approved 
Absence  (attached),  o r  i n  t h e  Q u i c k t i m e  t i m e k e e p i n g  s y s t e m .  T o  s c h e d u l e  
a n n u a l  l e a v e  m e a n s  r e q u e s t i n g  and receiving approval for the use of l e a v e  
e l e c t r o n i c a l l y  o r  in  writing  from  their  supervisor  on or  before  the deadline.  
Disapproval of the leave request or subsequent cancellation of scheduled leave must also be 
in writing.   Verbal requests for annual leave are not valid when restoration of forfeited annual 
leave is requested.   Guidance for requesting restoration of forfeited annual leave will be issued 
from this office in early 2021. 
 
If an employee is projected to have "use or lose" or "restored" annual leave that otherwise 
would be subject to forfeiture at the end of the leave year, he or she may donate this annual 
leave to a leave recipient under the Voluntary Leave Transfer Program.  The donor may not 
donate more than the number of hours remaining in the leave year (as of the date of transfer) 
for which the leave donor is scheduled to work and receive pay.  Attached is OPM Form 
630A, which is used to make donations within the Department of the Interior. 
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The Office of Personnel Management has issued regulations applicable to employees responding 
to the National Emergency Concerning the Novel Coronavirus Disease (COVID-19) Outbreak and 
for future national emergencies. The regulations provide that employees who would forfeit annual 
leave in excess of the maximum annual leave allowable carryover because of their work to support 
the nation during a national emergency will have their excess annual leave deemed to have been 
scheduled in advance and subject to leave restoration. 
 
If you have any questions, please contact your servicing Human Resources Office. 
 
Attachments:  OPM 71 

  OPM 630-A 
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