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	VBA IRM Handbook No. 1.02.02.HB7
Leave and Overtime


	This handbook contains the procedures that the proponent organization, the Quality Assurance and Management Services Staff (20M1), has developed to implement VBA IRM Policy Directive No. 1.02.02 of VBA Manual M20-4, Part I.  You may direct any questions or comments concerning these procedures to the proponent organization.


	Delegations of authority decentralize authority from the Director of the Office of Information Technology (20M) to the Directors of Services, Staffs, Benefits Delivery Centers (BDCs) and Systems Development Centers (SDCs).  Delegations of authority do not preclude 20M management officials from carrying out responsibilities commensurate with authority inherent in their assigned positions.  Authority delegated by Federal or VA regulations is not affected by this handbook.


	
	WHO (Actor)

	
	ACTION
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	Director, 20M


	
	a.  Approves, for 20M employees, the use of leave without pay (LWOP) not to exceed 30 days.



	
	
	
	b.  Approves the use of compensatory time.



	
	
	
	c.  Approves the use of overtime for 20M employees involved in Stage I installations or emergency operational situations.



	


	Directors, 20M Services andStaffs


	
	a.  Approve, for their employees, the use of advanced annual leave and advanced sick leave, neither to exceed 80 hours.

b.  Approve the use of LWOP, up to 30 days,  for their employees.

c.  Approve use of compensatory time for their employees.



	
	WHO (Actor)

	
	ACTION



Note:  Directors must notify the Director, 20M, via the Administrative Officer (20M11), of all LWOP, advanced leave, overtime, and compensatory time that is approved for their employees.
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	Directors, BDCs and SDCs
	
	a.  Approve, for their employees, the use of advanced annual leave and advanced sick leave.



	
	
	
	b.  Approve the use of LWOP for their employees.



	
	
	
	c.  Approve use of compensatory time for their employees.



	
	
	
	d.  Approve the use of overtime for their employees within the approved funding allocation.


Note:  When BDC or SDC directors want to pay overtime to their employees, they must prepare and submit a request to the Director, 20M via their Central Office Service Director.  The request should explain the situation and indicate whether or not the BDC or SDC director can accommodate the overtime within the BDC or SDC's approved funding allocation.
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This handbook is approved.  It replaces VBA IRM Policy Handbook No. 1.02.02.HB7, Leave and Overtime, dated March 16, 1994.  It will be used to implement VBA IRM Policy Directive No. 1.02.02 of VBA Manual M20-4, Part I.  Place it in Part II of M20-4 behind Tab 1.0, Management and Administration.

By Direction of the Under Secretary for Benefits

George S. Vaveris, Director

Office of Information Technology
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