U S. ARW SECURI TY ASSI STANCE COMVAND
5001 ElI SENHONER AVENUE
ALEXANDRI A, VIRG NIA 22333-0001

USASAC POLI CY STATEMENT NUMBER: 101.9

SUBJECT. Leave Wthout Pay
POLI CY:

1. Supervisors are authorized to approve an enpl oyee's request
for Leave Wthout Pay (LWOP) provided the period of |eave
request ed does not exceed two consecutive weeks.

2. Requests for LWOP exceeding two consecutive weeks nust be
submtted to the Command G oup for approval. Requests nust
include justification for LWOP and the reconmendati ons of the
supervi sory chain of command.

DI SCUSSI ON:

1. Leave Wthout Pay is a tenporary non-pay status which may be
granted upon an enployee's request. It is not an entitlenent,
but is a matter of admi nistrative discretion with consideration
given to the needs of the governnent and the enpl oyee.

2. Requests for LWOP for periods of |less than 30 days nust be
submtted using a SF 71, Application for Leave. Requests for
LWOP in excess of 30 days nust be submtted using a SF 52-B,
Request for Personnel Action. Assistance in preparation of the
SF 52-B may be obtained fromthe appropriate branch of the

Adm ni stration and Security Division (AMSAC SA-A or AMSAC- SA-N).

PROPONENT AREA: Adm nistration
PROPONENT:  AMSAC- SA
SUPERSESSI ON: None
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