
  
  

 

 

  
 

 
 

 

 

 
  

 
 

    
 
 

 
 

 
 

 

  
 

 
   

  
  

 
 

 
  

    
  
  

 
 

   
 

    
 

               
 

    
  

 
   

 
   

 
   

 
     

   
 

   
 

    
  

 
     

UNITED STATES DEPARTMENT OF AGRICULTURE 
FOOD SAFETY AND INSPECTION SERVICE 

WASHINGTON, DC 

FSIS NOTICE 50-19 12/9/19 

ANNUAL LEAVE DONATIONS TO THE VOLUNTARY LEAVE TRANSFER PROGRAM 

I. PURPOSE 

This notice informs FSIS employees about the Voluntary Leave Transfer Program (VLTP) and how to 
donate to the VLTP.  As the end of the payroll and leave year approaches many employees find 
themselves in a use-or-lose situation for annual leave and risk forfeiting it because they are unable to use 
the leave before the end of Pay Period 26 (January 4, 2020). 

II.  VLTP 

Employees with little or no sick or annual leave balances often apply to become a leave recipient through 
the VLTP. Their application is reviewed and, if approved, they will be placed on the list of eligible 
recipients in the VLTP and may then receive donated leave from fellow employees in FSIS or other 
Federal agencies. Only annual leave can be donated (See FSIS Directive 4630.2, Leave, for more 
information). 

III.  DONATING LEAVE TO A RECIPIENT IN THE VLTP 

A.  Employees can search for eligible recipients two ways: 

1. The list can be viewed at the following link: Current List of LTP Leave Recipients or; 

2. For those with access to WebTA, the list is on the right side of the Employee Main Menu under 
“Leave Transfer Program:” 

a. Select “Leave Donations”; 

b. Select “Add Donation”; then 

c. Select “Search LTP Account.” 

3. The list displayed will be all leave recipients who use WebTA, regardless of Agency. To view 
only FSIS recipients, enter “FSIS” in the “Name” box and click the “Search”button. 

B.  To donate: 

1. Once a recipient is selected in WebTA, donations may be made electronically through the 
WebTA system; or 

2. The donor may complete a Form AD 1043, Leave Transfer Program –Donor 

DISTRIBUTION: Electronic; All Field 
Employees 

NOTICE EXPIRES: 12/1/20 OPI: OPPD 

https://www.fsis.usda.gov/wps/wcm/connect/357c2702-d63a-4e9a-8cff-e2aac695686a/4630.2.pdf?MOD=AJPERES
https://usdagcc.sharepoint.com/sites/fsis-infoexch/Personnel/Personnel/Leave%20Transfer%20Program/Current%20List%20of%20LTP%20Leave%20Recipients.docx
https://www.ocio.usda.gov/document/ad-1043


  

    
 
 

    
 

   
 

 
 

 
 

 
 

   
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Application, and submit it by one of the following methods: 

a. Scanned and attached to an e-mail sent to FSCGeneral@USDA.GOV; or 

b. FAX: 515-334-2059 or Mail to: 

USDA/FSIS/OCFO/FSC 
P.O. Box 9205 

Des Moines, IA 50306-9205 

IV.  QUESTIONS 

Refer questions to 1-800-949-3964 (option 3) or FSCGeneral@USDA.GOV. 

Assistant Administrator 
Office of Policy and Program Development 
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