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8 DEC 99

MEMORANDUM

From:

Competency Manager, 9.2.3.1

To:

Department Head, 9.2

Subj:

CANCELLATION OF “USE OR LOSE” LEAVE DUE TO AN EXIGENCY OF THE PUBLIC BUSINESS

Encl:

(1) SF71 dated 16 November 1999, scheduling Annual Leave for Ms. Jane Doe

1.
I respectfully request that you cancel the approved "use or lose" annual leave that Ms. Jane Doe was scheduled to take on 13-17 December 1999, due to an exigency of the public business.

2.
Ms. Doe is the technical expert for the XYZ aircraft test project.  She has been unable to schedule testing for this project for the last several months.  We received notice on 7 December that the test facilities will be available 13-24 December 1998.  These are the only available days until June 2000.  Waiting until June would delay delivery of the XYZ aircraft to the fleet by six months.  Ms. Doe's presence during these tests is essential since she must monitor the test procedures to verify the integrity of the test data.

3.
Ms. Doe has 44 hours of "use or lose" annual leave.  On 16 November 1999 she submitted an SF71 scheduling 44 hours of annual leave from 13-17 December 1999.  I request that you authorize the cancellation of Ms. Doe’s leave for the period 13-17 December 1999, due to an exigency of the public business.  Please contact me at X-1234 should you need further information.








  JOHN E. SMITH

Copy to:

Division Head, Code 9.2.3
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