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FROM THE AMERICAN PEOPLE






TIME-OFF AWARD FORM

	Part 1:  Nomination

	1.  Name of Awardee (Last, First, MI)

     
	2.  Social Security No. (last four digits)
     

	3.  Office/Bureau/Mission

     
	4.  Title and Grade

     

	5.  Nominating Official (Typed Name and Title)
     
	6.  Signature and Date

	7.  Approving Official (Typed Name and Title)
     
	8.  Signature and Date

	9.  No. of Hours of Time Off Granted

     

	10.  Summary Statement Explaining Basis for Award (If necessary, use additional sheets and staple to this form)
     



	Part 2:  Scheduling of Time Off

	INSTRUCTIONS: Upon approval of time-off award, forward original and two copies to HR to the attention of the Agency Awards Coordinator. Time off must be used no later than 12 months after date of approval. In scheduling the time off, the employee and immediate supervisor must complete a Request for Leave in the webTA system. WebTA has a separate transaction code for time-off awards. In completing the Request for Leave, the employee should select the Leave Type: 'Time Off/Incentive Award' and indicate the dates and number of hours of time off on the calendar provided on the webTA Request for Leave. 


	Part 3:  Record of Time Off

	INSTRUCTIONS: After the time off has been requested and the employee's supervisor has approved the Request for Leave, webTA posts the hours on the employee's time and attendance. Please note that the hours should be charged to the transaction code "Time-off Award Used" and not to "Excused Absence (Administrative Leave)." Charging the hours to "Time-off Award Used" will reduce the awards hour balance in webTA and in NFC's records. 

	Privacy Act Statement
The following statement is required to be attached to subject form by the Privacy Act of 1974 (P.L. 93-579:88 Statute 1896).  This form is used to evaluate employees.  Disclosure of information provided will not be made outside the Agency without written consent of the employee concerned except: (a) pursuant to any applicable routine use listed under OPM/GOVT-2 Employee Performance File System of Records in OPM’s Notice of System of Records and under AID 14 Awards and Incentives Records System of Records for implementing the Privacy Act published in the Federal Register, or (b) when disclosure without the employee’s consent is authorized by the Privacy Act and provided for in USAID Regulation 15. The use of Social Security Number is authorized by Executive Order 9397. The Social Security Number is provided to enable proper entry of this report into the employee’s records.  Failure to provide the required information could lead to mistaken identity entailing administrative complications with possible inconvenient or adverse consequences for the employee. Confidentiality of Records: this form is an efficiency report which shall be subject to inspection only by those persons authorized by USAID.
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