                                        U. S. AGENCY FOR INTERNATIONAL DEVELOPMENT

                            VOLUNTARY LEAVE TRANSFER PROGRAM

                                                                  Manual Log

                                                   (ADS Chapter 482 for detailed information)
INSTRUCTIONS:

The log should be used by the leave recipient’s timekeeper to keep track of donated to and used by a recipient.  Attach copies of SF 71s.

Name of Recipient


Social Security Number



Position Title



Bureau/Office



Pay Plan, Grade/Pay, Step



                                                                                        PAY  PERIOD
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26


Balance from 

Previous PP 1


Leave donated

During PP 2


Total donated leave

Available 3

0 FORMTEXT 

0.00

Amount  used

During PP 4


Balance 5

0.0 FORMTEXT 

0.00


1 Amount of unused donated annual leave, if any, from previous pay period.

2 Total of all annual leave donated during  pay  period as verified in the SF-71s received during pay period.

3 Total of item 1 and 2.

4 Amount of donated leave used during the  pay period

    5  The amount at line 4 subtracted from amount at line 3

Remarks   
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