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1.  NAME 
(First, Last, MI)
3.  JOB TITLE & GRADE:
5. CAUSE OF FORFEITURE:
SICKNESS
ADMINISTRATIVE
EXIGENCY OF PUBLIC
2.  DATE OF BIRTH 
(YYYYMMDD)
4.  ORGANIZATION SYMBOL & COST CENTER:
6.  NUMBER OF HOURS FORFEITED:
7.  SUPPORTING FACTS:  (NOTE:  If cause of forfeiture was because of exigency of public business, provide a copy of the approval action. 
Documentation required by Chapter 11-4 of RIAR 690-20 must be provided if cause of forfeiture is sickness or administrative error.)
8.  PROVIDE ANY CLARIFICATION/DOCUMENTATION NOT SUBMITTED BY THE EMPLOYEE.
RECOMMENDATION:
CONCUR - All provisions met.  Employee is entitled to
hours of restored annual leave.
Explanation:
NONCONCUR - (Explain Below)
SIGNATURE
TYPED NAME AND TITLE:
DATE SIGNED 
(YYYYMMDD)
REQUEST FOR RESTORATION OF FORFEITED ANNUAL LEAVE
(RIAR 690-20)
DATA REQUIRED BY THE PRIVACY ACT OF 1974
AUTHORITY:
PRESCRIBING DIRECTIVE:
PRINCIPAL PURPOSE:
ROUTINE USES:
SECTION I - EMPLOYEE
SECTION II - VERIFICATION (IMMEDIATE SUPERVISOR)
DISCLOSURE AND EFFECT ON INDIVIDUAL NOT PROVIDING INFORMATION:
Section 6304 (d), Title 5, U.S. Code
To evaluate circumstances surrounding the year-end forfeiture of annual leave and to restore employee's annual leave which
was forfeited because of exigencies of the public business or sickness if requirements are met.
Identification of date(s) forfeited annual leave was requested, scheduled for use, rescheduled for use; identification of
beginning and ending dates of exigencies or periods of sickness; identification of number of hours of annual leave forfeited.
FPM 630
Disclosure is VOLUNTARY; however, if all information is not provided, forfeited annual leave cannot be considered for restoration.  Disclosure of
Social Security Number is VOLUNTARY; however, if not provided, forfeited annual leave could not be considered for restoration.
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 Signature of Employee
Date
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COMPLETE SECTIONS III & IV FOR REQUESTS CAUSED BY SICKNESS OR ADMINISTRATIVE ERROR
9.  RECOMMENDATION:
CONCUR - All provisions met.
Explanation:
NONCONCUR - (Explain Below)
SECTION III - CONCURRENCE (DIRECTOR/OFFICE CHIEF)
SECTION IV - ACTION BY APPROVING OFFICIAL (CIVILIAN PERSONNEL OFFICE)(PECH-NCR-E)
SIGNATURE:
TYPED NAME AND TITLE:
DATE SIGNED 
(YYYYMMDD)
10.  RECOMMENDATION:
APPROVED FOR
HOURS
Explanation:
NONCONCUR - (Explain Below)
SECTION V - PAYROLL OFFICE
SIGNATURE:
TYPED NAME AND TITLE:
DATE SIGNED 
(YYYYMMDD)
11.  ACTION TAKEN:
SIGNATURE
DATE SIGNED 
(YYYYMMDD)
	1.  NAME (First, Last, MI): 
	4.  DATE OF BIRTH (YYYYMMDD): 
	4.  JOB TITLE & GRADE:: 
	5.  ORGANIZATION SYMBOL & COST CENTER:: 
	SICKNESS: Off
	ADMINISTRATIVE: Off
	EXIGENCY OF PUBLIC: Off
	7.  NUMBER OF HOURS FORFEITED:: 
	Signature of Employee: 
	Date: 
	9.  PROVIDE ANY CLARIFICATION/DOCUMENTATION NOT SUBMITTED BY THE EMPLOYEE. RECOMMENDATION: CONCUR - All provisions met. Employee is entitled to hours of restored annual leave. Explanation: NONCONCUR - (Explain Below): 
	CONCUR - All provisions met. Employee is entitled to: Off
	hours of restored annual leave: 
	NONCONCUR - (Explain Below: Off
	TYPED NAME AND TITLE:: 
	Signature1: 
	DATE SIGNED (YYYYMMDD): 
	10.  RECOMMENDATION: CONCUR - All provisions met. Explaination: NONCUNCUR - (Explain Below): 
	CONCUR - All provisions met: Off
	NONCUNCUR - (Explain Below: Off
	SIGNATURE: 
	Text2: 
	APPROVED FOR: Off
	NONCUNCUR - (Explain Below: Off
	HOURS: 
	11.  RECOMMENDATION: APPROVED FOR HOURS Explaination: NONCUNCUR - (Explain Below): 
	SIGNATURE: 
	Text3: 
	12. ACTION TAKEN:: 
	SIGNATURE: 
	Text4: 
	TextField1: 
	TextField2: 



