Military Leave

Question:  How should an employee request military leave when written orders to report for duty are not immediately available?

Answer:  The employee should fill out a request for military leave and 

give it to the supervisor.  The supervisor should send a copy to Code

610.  Code 610 will enter the military leave charge, which will generate

a report in the payroll system that they will use to keep track of it.

The employee has 45 days from the report date to turn in a certification

of attendance or the charges are converted to annual leave.

Thanks to IFPTE Representative Jimmy Mason for providing this

information.

