VOLUNTARY LEAVE TRANSFER PROGRAM

Last Update: 03/23/2020

First-Time Registration with MAX.gov (using a PIV/CAC Card)

First-Time Registration with MAX.gov (using a User ID and Password)

Logging In with a PIV/CAC Card (Already Registered with MAX.gov)

Logging In with a User ID and Password (Already Registered with MAX.gov

Donating Leave to an Individual

Donating Leave to an Emergency Fund

User Support Contact Information (MAX.gov)

First-Time Registration with MAX.gov (using a PIV/CAC Card)
1. Before accessing the Voluntary Leave Transfer Program (VLTP), you will need to
register your .gov (or .mil) email address via MAX.gov.
2. Go to https://vltp.gsa.gov/ to access the application, and select the Login button.

Voluntary Leave Transfer Program FAQ | User Guide | Help | Home | Login

Voluntary Leave Transfer Program:

Welcome to GSA's Voluntary Leave Transfer Program! This web application provides the ability for a Government employee who is payrolled by the General Services
Administration to donate leave.

You may donate leave to:

= An approved employee within your agency or organization.
- An approved employee in another participating agency or organization.
- A'Leave Bank' that was created for a special circumstance such as disaster relief.
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3. The MAX.gov login page will appear. Select the Continue with PIV/CAC button.

MAX.GOV LOGIN Register For AMAX Account  Manage Password ~ Contact Us

MAX.gov Application uses MAX.gov for authentication. Please sign in
using your MAX.gov account to continue.
MAXGov
Trouble signing in? Use the links above, or contact MAX Support for assistance.

We require authentication at the Standard Security Level to continue. @

SIGN IN USING ...

PIV OR CAC CARD (2] MAX.GOV USER ID (7]

———— User ID
User ID (your email address)
PLUG IN YOUR

PIV/CAC CARD Password:

Your MAX.gov Password

[ Use MAX Secure+ SMS Two-Factor

Continue with PIV/CAC Continue with User ID

Forgot. Set. or Change Your Password

4. Confirm the certificate in the dialogue box that appears. Select the OK button.

Note: If there is more than one certificate available, choose any of the certificates listed and then select
the OK button. Two examples are listed below.

Example: Internet Explorer browser with only one certificate available

MAX.GOV LOGIN Register For AMAX Account ~ Manage Password ~ Contact Us
MAX.gov Application uses MAX.gov for authentication. Please sign in
using your MAX.gov account to continue.
MAXGov
Trouble signing in? Use the links above, or contact MAX Support for assistance.
Werd Windows securty X @
Confirm Certificate
S IGN IN USING ... Site: .gov needs your credentials:

Authentication -
PIV OR CAC CARD (Affiliate)

Issuer: Entrust Managed Services SSP CA

= Valid From: 2/21/2017 to 2/20/2020
Click here to view certificate properties o

e

[0 use MAX Secure+ SMS Two-Factor

(2]
Continue with PIV/CAC Continue with User ID

Forgot. Set. or Change Your Password
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Example: Google Chrome browser with two certificates available

Select a certificate
Select a certificate to authenticate yourself to piv.testmax govidd3

Entrust 4996EC,

egister For AMAX Account  Manage Password  Contact Us

MAX.GOV LOGIN

Select either certificate

4996EC.

Entrust

S
o

MAXGov
Tro

Certificate information

SIGN IN USING ...

PIV OR CAC CARD (2] MAX.GOV USER ID (2]

User ID

PLUG IN YOUR
PIV/CAC CARD

Password:

O

[] Use MAX Secure+ SMS Two-Factor @

Continue with PIV/CAC Continue with User ID

Forgot, Set, or Change Your Password

5. Enter the PIN number associated with your PIV card, and select the OK button.

Register For A MAX Account  Manage Password Contact Us

) MAX.GOV LOGIN

‘9" MAX.gov Application uses MAX.gov for authentication. Please sign in
e ”l”'_, using your MAX.gov account to continue.
MAXGov

Trouble signing in? Use the links above, or contact MAX Support for assistance.

We require authentication at the Standard Security Level to continue. @

SIGN IN USING ...

ActiviD*
ActivClient*

PIV OR CAC CARD

Please enter your PIN.

(@ use MAX secure+ SMS Two-Factor

Continue with PIV/CAC Continue with User ID

Forgot, Set, or Change Your Password
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6. You will receive a message stating that you will need to complete the registration process
that associates your PIV certificate with your MAX account. Select the Register button to
continue.

SN

(% ) MAX.gov Registration

MAX PIV Certificate Registration

We do not recognize the certificate you used for login. To use PIV, you must complete a registration process that associates your PIV certificate to
your MAX account

Enter the MAX Personal Username or email address you use as your MAX ID and select the Send Validation Code button. You will receive an email containing a

PIV certificate validation code

‘MAX ID: Send Validation Code

If you do not already have a MAX account, click the REG/ISTER button below to create an account You can also click the Cancel link to cancel the PIV certificate

registration process

REGISTER  Cancel

MAX Support

Email: maxsupport@max gov Phone: Weekdays 830 AM - 9.00 PM EST at 202-395-6860

7. On the Registration with My PIV/CAC Card page, fill in the required fields to register your
email address and PIV card with MAX.gov. Select the Continue button at the bottom of the

page.

o . .
@ MAX.gov Registration

w.Step 1 0of 4

Registration with My PIV/CAC Card

"indicates required fields

User Information

Contractor?

“First Name M., “Last Name
“E-Mail

*Confirm E-Mail

Organization

“"Work Phone Number
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“Confirm E-Mail

Organization

“Work Phone Number

Work Address

“Address - Line 1

Address - Line 2

“City

*ZIP Code

*Country

8. Review the User Agreement, select the I AGREE checkbox, and select the Register button.

3 MAX.gov Registration

wStep2of4

User Agreement

Please read the user agreement below and agree to the terms of use to continue your registration to MAX.gov.

This agreement is issued under the authority of the Federal Information Security Management Act of 2002 (Pub. L No 107-347, Title Ill)

By checking the "I ACCEPT" check boxes and clicking on the "REGISTER" button_ | signify my understanding and acceplance of these

polcies and

practices conceming access to the MAX systems and that | will be held accountable for any breach of these policies and practices

MAX is a US. Government computer system used to conduct official government business  Business conducted on MAX shall be conducted in 8 manner above

reproach and in accordance with the highest ethical standards to ensure the public’s confidence in the integrity of the Government its employees and systems

1 | understand that the MAX systems are U S Government systems for the purposes of conducting official Government business, and that the MAX User ID
and any other information related 1o access and use of the MAX systems are considered sensilive and cntical

2 | will NOT enter classified information into the MAX systems

3 | will protect my personal passv

4 | will log off of or otherwise re

> Upon completion of my g¢
IDisg

yerly disabled

1 access to any MAX System sessior

mment-related dubes that invoive using the MAX systems | w

m disclosure

when | am not personally attending to it

ontact the MAX Data Management Team to ensure my User

6 11| suspect someone else has tried to learn my password or fraudulently gain access 1o the MAX systems | will immediately report the incident 10 a MAX

representative

3
and | hereby agree to protect that informa

| acknowl

3¢ that with my MAX 1D

| AGREE

may have acc

n in the sinctest cor

ess 10 government information of a sensitive or critical nature that is the sole property of the U S Government

dence and to use it only to support Government purposes
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9. An email will be sent to you with a confirmation code.

MAX Registration Confirmation Email vire x &
no-reply.portal@max.gov Jul10,2019,10:15AM Yy 4=

tome =

Dear

You have submitted your registration for a MAX gov account

To complete your registration, copy and paste OR type the following Confirmation Code into the text box on the Confirmation page in your
browser within 2 hours (i.e., by 12:15 PM, July 10, 2019)

Confirmation Code: B4IR6XLW
Notes:

- If itis already past 12:15 PM, July 10, 2019, use the "Send New Confirmation Code” link on the Confirmation page to get a new code.
- If the webpage is no longer open, you may reopen it by clicking on, or copying/pasting the following URL in to the browser address bar:

For assistance, please contact the MAX Support team at maxsupport@max gov or 202-395-6860.

Thank you
The MAX Support Team

10. After clicking the Register button in Step 8, enter the confirmation code from your email
on the MAX.gov Confirmation Code page, and select the Confirm button.

/,A\

N\
Q)
\

: ) MAX.gov Registration

».Step 3of 4

Confirmation Code

An email has been sent to the email address you included in your registration form. Please enter the confirmation code contained in the email into the
Confirmation Code text box below in order to complete your registration

The confirmation code will remain viable for 2 hours. Should the code expire before you are able to enter it here, select the "Send New Confirmation Code” link to
receive a new email with a new Confirmation Code, and enter it in the box below Should you close this browser session before entering your Confirmation Code

please follow the instructions in the email for reopening a new session

"Required
« System successfully saved user agreement acceptance for using email =
“Enter Confirmation Code Send New Confirmation Code

MAX Support

Email: maxsuppori@max. goy Phone: Weekdays 8:30 AM - 900 PM EST at 202-395-6860
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11. A confirmation message will appear, stating that you have successfully registered to
MAX.gov.

fg MAX.gov Registration

».Step 4 of 4

Registration Success

Congratulations! You have successfully registered to MAX gov.

You are now registered to the MAX Federal Community. Please proceed to the login page to take advantage of all the sites, applications, and services that
MAX gov has to offer

Proceed to Login

MAX Support

Email: maxsupport@max gov Phone: Weekdays 8:30 AM - 9:00 PM EST al 202-395-6860

12. Once you have successfully registered to MAX.gov, go to https://viltp.gsa.gov/ to access the
Voluntary Leave Transfer Program application. Proceed to the Logging In with a PIV/CAC
Card (Already Registered with MAX.gov) section of the user guide.
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First-Time Registration with MAX.gov (using a User ID and Password)

1. Before accessing the Voluntary Leave Transfer Program (VLTP), you will need to
register your .gov (or .mil) email address via MAX.gov.
2. Go to https://vitp.gsa.gov/ to access the application, and select the Login button.

Voluntary Leave Transfer Program FAQ | UserGuide | Help | Home | Login

Voluntary Leave Transfer Program:
Welcome to GSA's Voluntary Leave Transfer Program! This web application provides the ability for a Government employee who is payrolled by the General Services
Administration to donate leave

You may donate leave to:

- An approved employee within your agency or organization.
+ An approved emp in another i agency or
- A’Leave Bank' that was created for a special circumstance such as disaster relief.

&

3. The MAX.gov login page will appear. Click the Register for a MAX Account link at the top of
the page.

ord  Contact Us

W LOGIN

MAX.gov Application uses MAX gov for authentication. Flease sign in
using your MAX.gov account to continue,

MAX GOV
Trouble signing in? Use the links above, or contact MAX Suppart for assistance.

We require authentication at the Standard Security Level to continue. @

SIGN IN USING ...

PIV OR CAC CARD MAX.GOV USER 1D

User 1D

PLUG IN YOUR
PIV/CAC CARD

Password:

0 usemax securas sMs Two-Factor

Continue with PIVACAC Continue with User ID
For Your By

4. You will receive a message asking if you have a working PIV or CAC card with reader. Select
the No (Register with your User ID and Password) button.

MAX.GOV REGISTRATION

Do you have a working PIV or CAC card with reader?

Yes (Register with your PIV/CAC card)
| No (Register with your User ID and Password)
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5. On the Registration with My Email Address page, fill in the required fields to register your
email address with MAX.gov. Select the Continue button at the bottom of the page.

Registration with My Email Address
Please fill out the registration form below and select the "Continue” button.

Self-registration is available to Federal Government employees and contractors with a Federal Government email address. Federal employees/contractors with a
non-government email address as well as non-federal employees performing Federal activities should contact MAXSupport@max.qgov or 202-395-6860

*Indicates required fields

User Information

[]Contractor?

“First Name M.1. “Last Name
*E-Mail

“Confirm E-Mail

Work Address

“Address - Line 1
Address - Line 2
*City “State

Select a State v

*ZIP Code *Country

Continue | Cancel

United States of America v
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6. Review the User Agreement, select the I AGREE checkbox, and select the Register button.

MAX.gov Registration

[ N
O !
I,
o

\

User Agreement

Please read the user agreement below and agree to the terms of use to continue your registration to MAX.gov.
This agreement is issued under the authority of the Federal Information Security Management Act of 2002 (Pub. L. No. 107-347, Title IlI)

By checking the "I ACCEPT" check boxes and clicking on the "REGISTER" button, | signify my un(’krslanding and acceptance of these policies and
practices concerning access to the MAX systems and that | will be held accountable for any breach of these policies and practices.

MAX is a U.S. Government computer system used to conduct official government business. Business conducted on MAX shall be conducted in a manner above
reproach and in accordance with the highest ethical standards to ensure the public's confidence in the integrity of the Government, its employees, and systems.

1. I understand that the MAX systems are U.S. Government systems for the purposes of conducting official Government business, and that the MAX User ID
and any other information related to access and use of the MAX systems are considered sensitive and critical
| will NOT enter classified information into the MAX systems

N

3. | will protect my personal password from disclosure

4. | will log off of or otherwise restrict access to any MAX System session when | am not personally attending to it

5. Upon completion of my government-related duties that involve using the MAX systems, | will contact the MAX Data Management Team to ensure my User
ID is properly disabled

6. If | suspect someone else has tried to learn my password or fraudulently gain access to the MAX systems | will immediately report the incident to a MAX

representative

l acknowledge that with my MAX ID | may have access lo government information of a sensitive or critical nature that is the sole property of the U_S. Government
and | hereby agree to protect that information in the strictest confidence and to use it only to support Government purposes

:
7]

MAX Support

Email: maxsuppori@max. gov Phone: Weekdays 8:30 AM - 9:00 PM EST at 202-395-6860
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7. An email will be sent to you with a link to create a password for your MAX.gov account.
Click on the link in the email.

User ID for Accessing the MAX Federal Government System Inbox x & 2
no-reply.portal@max.gov 1:51 PM (0 minutes ago) Yy
Dear

Congratulations, you have been granted access to the MAX system. Your MAX User ID will be the email address you provided when you registered

Please click on this link to create your new passwordgih portal test

Passwords must be a minimum of 8 characters, and must contain at least one character of each of the following

* a CAPITAL letter (A-Z)
* alowercase letter (a-2)
* anumber (0-9), and [}
* aspecial character (e.g., !@#8%"*()-_=+[}{}.""..1?~\)
Please contact MAX Support at maxsupport@max gov if you have any guestions or experience problems

LLALL=LS

Thank you!

The MAX Support Team

Budget Systems Branch

Office of Management and Budget
(202) 395-6860

8. Create your password, following the password requirements provided, and enter it in the
New Password field. Re-enter your password in the Confirm New Password field. Click
on Submit.

\ - Home Manage Password Contact Us
) MAX.gov Login

Change Password
Please complete the form below and select the Submit button. When creating your password please note the following password requirements
NOTE: You cannot re-use any of the last 16 passwords

« Password must contain at least 8 characters (minimum) and no more than 32 characters (maximum)
« Password must contain at least one each of the following four character types

1. Uppercase alpha (A-Z)

2. Lowercase alpha (a-z),

3. Numeric (0-9), and

4. Special non-alphanumeric characters (i.e., |@#8%"()-=+[}{};:",.1/?~\)
« Password must not include greater than (=) or less than (<) characters

Email Address:

New Password:

Confirm New Password:
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9. A confirmation message will appear, stating that your MAX password was changed
successfully.

MAX Password Changed Successfully

Your password has been successfully changed.
Please be sure to remember your new password for future logins.

You can now create and use personal usernames as an alternative User ID for logging into MAX.gov. Click here to set a personal username or learn more about

this feature

MAX Support

Email: maxsupport@max gov Phone: Weekdays 8:30 AM - 9:00 PM EST at 202-395-6860

10. Go to https://vltp.gsa.gov/ to access the Voluntary Leave Transfer Program application and
click on Login.

Voluntary Leave Transfer Program FAQ | uUser Guide | Help | Home | Login

Voluntary Leave Transfer Program:

\Welcome to GSA's Voluntary Leave Transfer Program! This web application provides the ability for a Government employee who is payrolied by the General Services
Administration to donate leave.

You may donate leave to:

- An approved employee within your agency or erganization.
- An approved employee in another participating agency or organization
= A’Leave Bank' that was created for a special circumstance such as disaster relief

11. Enter your User ID and password combination and click on Continue with User ID.

SIGN IN USING ...

e B User ID
I
PLUG IN YOUR
9 PIV/CAC CARD Password:

[0 use MAX Secure+ SMS Two-Factor

(2]

Continue with PIV/CAC | Continue with User ID |

Forgot, Set, or Change Your Password
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12. You will be asked if you want to register a PIV Card with MAX.gov. To continue logging in
with your User ID and password, click on the Proceed (without registering your PIV
card) button.

{ % ) MAX.GOV LOGIN Register For AMAX Account ~ Manage Password ~ Contact Us

LET'S BE MORE SECURE ...

Before continuing, please take a moment to consider the following:

Logging in with your PIV is much more secure. Would you like to register
your PIV card with MAX now?

Register my PIV Card with MAX.gov
I Proceed (without registering your PIV card) Return to the MAX.gov Login Page

13. Now that you have logged into the Voluntary Leave Transfer Program application, you will
be able to continue with the donation process.
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Logging In with a PIV/CAC Card (Already Registered with MAX.gov)

{Due to compatibility issues, only the use of the Internet Explorer web browser is supported for the VLTP application}

1. Go to https://vltp.gsa.gov/ to access the Voluntary Leave Transfer Program application, and
select the Login button.

Voluntary Leave Transfer Program FAQ | User Guide | Help | Home | Login

Voluntary Leave Transfer Program:

Welcome o GSA's Voluntary Leave Transfer Programi This web application provides the ability for a Government employee who is payrolled by the General Services
Administration to donate leave.

You may donate leave to:

- An approved employee within your agency or organization.
= An approved employee in another participating agency or organization.
= A'Leave Bank' that was created for a special circumstance such as disaster relief.

2. The MAX.gov login page will appear. Select the Continue with PIV/CAC button.

MAX.GOV LOGIN Register For AMAX Account  Manage Password ~ Contact Us

MAX.gov Application uses MAX.gov for authentication. Please sign in
using your MAX.gov account to continue.
MAXGov
Trouble signing in? Use the links above, or contact MAX Support for assistance.

We require authentication at the Standard Security Level to continue. @

SIGN IN USING ...

PIV OR CAC CARD () MAX.GOV USER ID (2]

User ID

User ID (your email address)
PLUG IN YOUR .
- PIV/CAC CARD Password:

Your MAX.gov Password

[ use MAX Secure+ SMS Two-Factor

Continue with PIV/CAC Continue with User ID

Forgot, Set, or Change Your Password
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3. Confirm the certificate in the dialogue box that appears. Select the OK button.

Note: If there is more than one certificate available, choose any of the certificates listed and then select
the OK button. Two examples are listed below.

Example: Internet Explorer browser with only one certificate available

MAX.GOV LOGIN Register For AMAX Account ~ Manage Password ~ Contact Us
MAX.gov Application uses MAX.gov for authentication. Please sign in
using your MAX.gov account to continue.
MAXGov
Trouble signing in? Use the links above, or contact MAX Support for assistance.
Werd Windows Secury X e, @
Confirm Certificate
SIGN IN USING ... Site .gov needs your credentials:

Authentication -
PIVOR CAC CARD (A —

Issuer: Entrust Managed Services SSP CA

Valid From: 2/21/2017 to 2/20/2020

Click here to view certificate properties

Gencel

[0 use MAX Secure+ SMS Two-Factor

(2]
Continue with PIV/CAC Continue with User ID

Forgot. Set. or Change Your Password

Example: Google Chrome browser with two certificates available

Select a certificate

5 Select a certificate to authenticate yourself to piv.testmax.govidd3

Entrust 4996EC,

MAX.GOV LOGIN

egister For AMAX Account  Manage Password ~ Contact Us

— == Select either certificate

Q@

R
-
MAX.Gov

Tro

Certificate information

SIGN IN USING ...

PIV OR CAC CARD (2] MAX.GOV USER ID (2]

= User ID
. PLUG IN YOUR ‘
= PIV/CAC CARD Password:

[] Use MAX Secure+ SMS Two-Factor @

Continue with PIV/CAC Continue with User ID

Forgot, Set, or Change Your Password
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4. Enter the PIN number associated with your PIV card, and select the OK button.

:3 MAX.GOV LOGIN Register For A MAX Account  Manage Password ~ Contact Us

MAX.gov Application uses MAX.gov for authentication. Please sign in
using your MAX.gov account to continue.
MAXGov
Trouble signing in? Use the links above, or contact MAX Support for assistance.

We require authentication at the Standard Security Level to continue. @
r

x

SIGN IN USING ...

ActivID®
ActivClient®

PIV OR CAC CARD

Please enter your PIN.

[ use MAX Secure+ SMS Two-Factor

Continue with PIV/CAC Continue with User ID

Forgot, Set or Change Your Password

5. Now that you have logged into the Voluntary Leave Transfer Program application, you will
be able to continue with the donation process.

Voluntary Leave Transfer Program [ 16



Logging In with a User ID and Password (Already Registered with MAX.gov)

{Due to compatibility issues, only the use of the Internet Explorer web browser is supported for the VLTP application}

1. Go to https://vltp.gsa.gov/ to access the Voluntary Leave Transfer Program application, and
select the Login button.

Voluntary Leave Transfer Program FAQ | UserGuide | Help | Home | Login

Voluntary Leave Transfer Program:

Welcome to GSA's Voluntary Leave Transfer Program! This web application provides the ability for a Government employee who is payrolled by the General Services
Administration to donate leave.

You may donate leave to:

~ An approved employee within your agency or organization
~ An approved employee in another participating agency or organization.
- A'Leave Bank' that was created for a special circumstance such as disaster relief.

2. You will see the MAX.gov login page. Enter your User ID and password, and select the
Continue with User ID button.

) MAX.GOV LOGIN

MAX.gov Application uses MAX gov for suthentication. Flease sign in
using your MAX gav account to comtinue

Trousbie signing in? Lse the links above, or [ontsct AAX Suppart for assistance

We require authentication at the Standard Security Level to continue. @

SIGN IN USING ..

PIV OR CAC CARD MAXCGOV Usir 1D

- —— Uiser 1D
- PLUG IN YOUR
Pasiwear

— PIV/CAC CARD

O use WA e S oo daciun

Continue with PIM/CAC

3. Now that you have logged into the Voluntary Leave Transfer Program application, you will
be able to continue with the donation process.
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Donating Leave to an Individual
{Due to compatibility issues, only the use of the Internet Explorer web browser is supported for the VLTP application}

1. Once you log into the Voluntary Leave Transfer Program application, you will see a screen
displaying your leave balances. A leave type displays only if you have a balance for it.

2. Select the button for the type of leave you wish to donate. There will be a button only if you
have a balance for that leave type.

Shared Leave Donor Information
[The Shared Leave Donor Information reflects hours of leave you have previously donated to an approved SHARED leave recipient or emergency leave event

Donor Agency Recipient/Event Agency Recipient/Event Name Type of Hours Donated Hours Donated Hours Returned
GS GS C - Armual Leave 13 0
GS GS . [Restored Leave Acct.22 1 0
GS GS . [Restored Leave Acct#1 2 0
Restored Leave Information

[[he Restored Leave Information reflects restored leave hours available for use in addition to your regular annual leave hours. The donation of leave from a restored leave account is subject to the same limits as that from a reg]
hnnual leave account.

Agency ‘Account No. Hours Balance Hours Donated
GS 44 78.0 2
GS 45 103.0 1
GS 89 80.0 0
Annual Leave Information
[Che Annual Leave Information reflects annual leave hours available for use. It shows your balance, Use-Or-Lose hours, and SHARED leave donated hours.
Agency | Use/Lose Hours | Hours Balance | Hours Donated
G§ | 0 | 37 | 13

Donate Restored Leave Code 44 Hours To A Shared Leave Recipient

Donate Restored Leave Code 45 Hours To A Shared Leave Recipient

Deonate Restored Leave Code 89 Hours To A Shared Leave Recipient
Donate Annual Leave Hours To A Shared Leave Recipient

Print Page Exit

3. Choose the radio button for Voluntary Leave Transfer Program, and select the Submit
button to continue.

GSA Payroll System

A
G Sk\ Voluntary Leave Transfer Program

Select the type of leave donation program you would like to donate TO.

[
Voluntary Leave Transfer Program

O
Emergency Leave Transfer Program

Submit |

Ext_|
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4. Select the recipient’s agency from the drop-down menu, and select the Submit button.

GSA Payroll System

A
G S A Voluntary Leave Transfer Program

What agency does the shared leave recipient work for?

IDﬁice Of Personnel Management 3

(Mote: Selecting the "Unknown” option will retrieve all rows. Depending upon your connection this may take up TO 30 seconds TO load.)

Exit |

5. Select the drop-down menu to display a list of employee names. Highlight the recipient’s
name, and choose the Submit button.

GSA Payroll System

A
G S P\ Voluntary Leave Transfer Program

The agency you selected is: General Services Administration
The region you selected is: 0 - Central Office

What is the name of the shared leave recipient you would like to donate hours TO?

(If known, the shared leave recipent's medical condition will also be listed.)

[ I

Exit

6. Review the four sections on the page that appears.
a. Step 1: Verify that you are not donating leave to your immediate supervisor.
b. Step 2: Indicate whether or not you are donating leave to a family member.
c. Step 3: Enter the number of hours you would like to donate.
d. Step 4: Note that when you select the Submit button, you cannot revoke the
authorization to transfer leave to the individual.
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7. Select the Submit button to authorize the transfer of leave to the individual.

GSA Payroll System

Voluntary Leave Transfer Program

GSA

In any one leave vear vour donation may not exceed the lesser of:

(1) One-hslf (1:2) of the smount of snual leave he or she would be entitled to accrus during the leave vear in which the donation is made and that is available for use by the donor. (For example, for category 4: 52 hours, for category 6: 80 hours, and for category 8: 104 hours of
annual leave )
OR

(2)1f the emploves is projected to ofherwise forfeit "usz-or-lose" leave at the end of the year, the number of hours remsining in the leave vear of the donation for which the erploye is scheduled to work and receive pay. (You do not have to worry sbout this restriction if you
donat before Decamber}
Example:

An employes who has an annual leave balance of 80 hours receives 6 hours of smmual leave for each full biweskly pay period during the first half of the leave vear. In May of that year the employee wants to donste 100 howrs of annu] lesve. It is projected that halfay through
the vear the employee will bezin to sam § hours of annus] leave during that leave vear. Therefore, it is projectsd that the emplovee will sccrue 152 or (1348 + (13°8) hours of snrual lesve during tht leav vear. Half of that amount, or 91 hours, may bz donsted during one leave
vear. Howsver, since the smployee has an annual leave balance of anly 80 hours, that s the maximum donation possible at that time. Additional donations up to the maximum of 01 howrs may be made during the rest of that leave vear.

Donor Agency [ UseLose Hrs [ Hours Balance [ Hours Domated
I B T B R

STEP #1
No leave from = donor's leave account may be transferred to the leave account of the donor's immediate Mem&or The transfer of leave to a supervizor who does not directly supervize the donor iz permiseible. Please indicate you have
el

read this statement and will not be donating hours to your immediate superviser by selecting

Yes, I have read the statement above and I am not donating leave to my immediate supervisor O

STEP #2
There are no limitations placed on the numbers of hours an employee may transfer to a family member. If you are transferring hours to a family member, please select "Yez". If you are not donating leave hours to a family member
please select "No™. The waiver of limits on donating to a family member is a provision of GSA policy which also allows conditional waiver when the supply of donated leeve is not sufficient. Other client agencies may have a different
agency policy. Contact vour Human Resources Office for details.

Ves, I am donating leave to a family member O No, T am not donating leave to a family member ®

STEP #3
If vou are not donating leave to a family member the maximum number of leave hours you have available to donate (annual leave hours + restored leave hours) is 104. If the maximum number of leave hours is greater than zero, you
may continue with vour leave donation request.
Enter the number of annual leave hours vou would like to donate to (whole hours only): [ |

STEP #4
When you press the "Submit” button vou are authorizing the transfer of leave to the recipient. You may not revoke this authorization once it has been submitted.

#== INPORTANT REMINDERS ***
1) Please DO NOT submit a paper copy of your donation to the National Payroll Center as backup to the electronic donation. This will cause the system to duplicate your transaction in the payroll system.

2) You MUST also notify your timekeeper of the number of annual leave hours you have donated so they can update your Annual Attendance Record (GSA Form 873).

PRIVACY ACT AND PROHIBITION OF COERCION STATEMENT

An employes may not directly or indirectly intimidate, threaten, or coerce, or attempt to intimidate, threaten, or coerce, any other employee for the purpose of interfering with anv right to donate leave. Pub. L. 100-366 and Section 6311
of Title 5 to the U.S. Code authorizes collection of this information. The primary use of this information is by management and your servicing persormel and payroll offices to approve and record your request to transfer leave.

Additional disclosures of the information may be to: The Office of Personnel M: or the General A ting Office when information is required for evaluation of leave administration; a Federal, State, or local law enforcement
agency when your agency becomes aware of a viclation or possible viclation of civil or crummal law; a Federal aaem\ when conducting an investigation on you for employment or secunity reasons; and the National Archives and
Fecords Administration in connection with its v for records

P

|

8. You have successfully donated leave to an individual. Select the Continue button.

9. Select the Exit button to leave the application.

10. The Payroll system will update your leave balance automatically to reflect the donation you
have made.
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Donating Leave to an Emergency Fund
{Due to compatibility issues, only the use of the Internet Explorer web browser is supported for the VLTP application}

1. Once you log into the Voluntary Leave Transfer Program, you will see a screen displaying
your leave balances. A leave type displays only if you have a balance for it.

2. Select the button for the type of leave you wish to donate. There will be a button only if you
have a balance for that leave type.

Shared Leave Donor Information

[The Shared Leave Donor Information reflects hours of leave you have previously donated to an approved SHARED leave recipient or emergency leave event

Donor Agency Recipient/Event Agency Recipient/Event Name Type of Hours Donated Hours Donated Hours Returned
GS GS _ Armual Leave 13 0
GS GS . [Restored Leave Acct.22 1 0
GS GS [Restored Leave Acct#1 2 0
Restored Leave Information

hnnual leave account.

[[he Restored Leave Information reflects restored leave hours available for use in addition to your regular annual leave hours. The donation of leave from a restored leave account is subject to the same limits as that from a reg]

Agency “Account No, Hours Balance Hours Donated
GS 44 8.0 2
GS 15 103.0 1
GS 89 80.0 0

Annual Leave Information

[Che Annual Leave Information reflects annual leave hours available for use. It shows your balance, Use-Or-Lose hours, and SHARED leave donated hours.

Agency

Use/Lose Hours

Hours Balance |

Hours Donated

G

Q

37 |

13

Donate Restored Leave Code 44 Hours To A Shared Leave Recipient

Donate Restored Leave Code 45 Hours To A Shared Leave Recipient

Deonate Restored Leave Code 89 Hours To A Shared Leave Recipient

Donate Annual Leave Hours To A Shared Leave Recipient

Print Page

Exit

3. Choose the radio button for Emergency Leave Transfer Program, and select the Submit
button to continue.

GSA

c

GSA Payroll System

Voluntary Leave Transfer Program

Select the type of leave donation program you would like to donate TO.

Voluntary Leave Transfer Program

@

Emergency Leave Transfer Program

Submit I

Exit
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4. Select the drop-down menu to choose the emergency fund to which you want to donate
leave, and choose the Submit button to continue.

GSA Payroll System

G S P\ Voluntary Leave Transfer Program

IThe agency you are allowed to donate to 1s: General Services Administration I

Which emergency fund are you donating to?

[KATRINA EMERGENCY LEAVE V|

[ et ]

5. Review the two sections on the page that appears.
a. Step 1: Enter the number of hours you would like to donate.
b. Step 2: Note that when you select the Submit button, you cannot revoke the
authorization to transfer leave to the emergency fund.
6. Select the Submit button to authorize the transfer of leave to the emergency fund.

GSA Payroll System
GSA Yohustary Leave Tramfer Frogram

Employee Name.

nmumum,umuwmmmmmummu nemadoss, boezkings, a1z, that et ‘Parscansl Mimapemsant (OPA]) 1o
mamluﬂ) beave Ganube pregram Under ok 3 progras, an hmw%almuhum\uum«;«m sptmcits whe aee adverialy afbecoed by e it o sspiacy. Thi
progTam provides Federal emplovees MIMWWW&IMRMWMWM'—'— by esabliveed rpency may be accesaed from OFM's websive at

SR T G S

As smesgancy lasve desor ey nor Somaes laus thas | hour soe maes than 104 houny of laave [ammual lagve - Teav) i 8 beavw yae, Hour tha Ermaegancy Laave Tranufse Program do ot couse aguna lumin en donarieny under the Velimrary Lasvs Tramidee

“The Emerpency Laave Trazader (ELT) Program deffers from the Voluntary Lerve Transfer (VL) Bropram in several ways:

L. ELT is lamited to those who are adversely affected, wither personally or through a family member, by the emerpency sitaation.
2. ELT ia nox limimed 10 medical emerpencier.

3. ELT mecipeenms

4 nrmwmumamw.hwm kam&awﬂﬂmmuhﬁmm sifualtin

5. Simce exomed absence may be approgriant for immedinte needs, i may be used before ELT.

¢, Donations under ELT sre made 10 2 commom emergency sccount {12 this case "Kairma Emerpency Lewve), and dvided among agency recipiemts

7. Demations so ELT recipiencs in other sgencies ocour oahy when the recipiessy’ sgency idesndies = ELT need th Lo ELT.

Stmilarines beroeen the EL T and VLT Programs include:

l ‘Tmll'mnhu‘\l&Mnﬁo_M!‘n {5 CFR 630.902).
i refamnded m

i IL‘l“zn rr for LIVOP 1nd for

a5

STEP #£1

The maximum number of leave hours you have available 1o donate for Emergency Leave Transfer Program purposes (annual leave hours + restored leave hours) is 104, 1 the maximum number of leave hoars is greater than zero, vou may |
comtinue with your leave donation request.

[Exnter the number of annual Jeave hours you would like to donate to KATRINA EMERGENCY LEAVE. (whole howrs only): [ |

STEP#2
When you press the “Submit” bation vou are suthorizing the transfar of leave to the recipient You may not revoke this authorization ence it kas been sabmitied.

*** IMPORTANT REMINDERS ***
1) Phease DO NOT submit a paper copy of your domation to the National Payroll Center as backup to the electronic donation. This will cause the system to duplicate your transaction in the payroll system.
2) You MUST also notify your timekeeper of the number of annual leave hours you have donated so they can update your Annual Aftendance Record (GSA Form §73).

PRIVACY ACT AND PROHIBITION OF COERCION STATEMENT
An employes may not divectly or indirectly intimidate, threaten, or coerce, or atbempt to intimidate, threaten, or coerce, any other employes for the parpose of with any night to donate leave. Pub. L. 100-566 and Section 6311 of

imterfering
Title 3 tothe US. Cod collection of this The primary use of this information 15 by mﬂgmmtmﬂ\w mwngpu—wmzlmdw wlloﬁ‘we: lowm!wdwdlwmqnmlom&r leave. Additional
disclosuzes of the information may be to: The Office of Personnel M ihe General Office when mfe d for of ion; a Federal, State, or local law enforcement agency when

vour agency becomes aware of a violation or possible vislation of zivil or crimizal law; a Federal agency when m vou for 3 wu:unh reasons; and the Naticnal Archives and Records Admimstration)

-] with its respomssbility for records .
Exit

~

You have successfully donated leave to an emergency fund. Select the Continue button.
Select the Exit button to leave the application.

9. The Payroll system will update your leave balance automatically to reflect the donation you
have made.

®©
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User Support Contact Information (MAX.gov)

MAX.gov support is available by email and phone:
maxsupport@omb.eop.gov
(202)395-6860
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