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Syst em nane:

Vol untary Leave Transfer Program Records (May 7, 2002, 67
FR 30652) .

System | ocati on:

Navy Human Resources Ofices. Oficial mailing addresses
are published as an appendix to the Navy’'s conpil ation of
systenms of records notices

Cat egori es of individuals covered by the system

| ndi vi dual s who have volunteered to participate in the
| eave transfer programas either a donor or recipient.

Cat egories of records in the system

Separate files exist for |eave recipients and | eave donors
records.

Leave recipients records contain the individual’s nane,
organi zation, office tel ephone nunber, Social Security
Nunber, position title, grade, pay |level, |eave bal ance,
nunber of hours requested, brief description of the medical
or personal hardship which qualifies the individual for
inclusion in the program the status of that hardship, and
a statenment that selected data el enents nmay be used in
soliciting donations. The file may al so contain nedical or
physi cian certifications and agency approvals or denials.

Leave donors records include the individuals nane,
organi zation, office tel ephone nunber, Social Security
Nunmber, position title, grade, and pay |evel, |eave
bal ance, nunber of hours donated and the nane of the
desi gnated reci pi ent.

Aut hority for maintenance of the system

5 U S . C 301, Departnmental Regulations; 5 U S C. 6331 et
seq. (Leave); E.O 9397 (SSN); and 5 CFR part 630.



Pur pose(s):

To manage the Departnent of the Navy's Voluntary Leave
Transfer Program The recipient’s name, position data,
organi zati on, and brief hardship description are published
internally for passive solicitation purposes. The Soci al
Security Nunber is sought to effectuate the transfer of

| eave by human resources and pay offices fromthe donor’s
account to the recipient’s account.

Routi ne uses of records maintained in the system including
categories of users and the purposes of such uses:

In addition to those disclosures generally permtted under
5 U S.C. 552a(b) of the Privacy Act, these records or

i nformati on contai ned therein may specifically be disclosed
outside the DoD as a routine use pursuant to 5 U S. C
522a(b) (3) as follows:

To the Departnment of Labor in connection with a claimfiled
by an enpl oyee for conpensation due to a job-connected
injury or illness, when | eave donor and | eave recipient are
enpl oyed by different Federal agencies.

The DoD * Bl anket Routine Uses’ that appear at the beginning
of the Navy' s conpilation of systens of records notices
apply to this system

Policies and practices for storing, retrieving, accessing,
retaining, and disposing of records in the system

St or age:

Paper and aut onat ed records.

Retrievability:

Nane/ Soci al Security Nunber of |eave recipient for access
to their files. Nane/ Social Security Nunber of |eave donor
for access to their files.

Saf eguar ds:

Access to records is limted to the custodian of the
records or by persons responsible for servicing the records

in the performance of their official duties. Records are
stored in |ocked cabinets or roons and are controll ed by



per sonnel screening. Conputer termnals are located in
supervi sed areas. Access to conputerized data is
controll ed by password or other user code systens.

Ret enti on and di sposal:

Records are destroyed one year after the end of the year in
which the file is closed.

System manager (s) and address:

Policy official: Ofice of Gvilian Human Resources,
Nebr aska Avenue Conpl ex, 321 Sonmers Court NW Suite 40101,
Washi ngton, DC, 20393-5451.

Record hol der: Director of |ocal Human Resources O fi ces.
Oficial mailing addresses are published as an appendix to
the Navy’s conpilation of systens of records.

Noti fication procedure:

| ndi vi dual s seeking to determ ne whether this system
contains information about thensel ves shoul d address
witten inquires to their servicing Human Resources O fice.
Oficial mailing addresses are published as an appendix to
the Navy’'s conpilation of systens of record.

The request should contain the nane, approxinate date
during which the case record was devel oped, the address of
t he individual concerned and shoul d be signed.

Record access procedures:

I ndi vi dual s seeking access to information about them
contained in this systemof records should address witten
inquiries to their servicing Human Resources O fi ce.
Oficial mailing addresses are published as an appendi x to
the Navy’s conpilation of systens of records.

The request should contain the name, approxi mate date
during which the case record was devel oped, the address of
t he individual concerned and shoul d be signed.

Contesting record procedures:

The Navy's rules for accessing records, and for contesting
contents and appealing initial agency determ nations are



publi shed in Secretary of the Navy Instruction 5211.5; 32
CFR part 701; or may be obtained fromthe system nmanager.

Record source categori es:

Enpl oyee, supervisors, and individuals who contribute
| eave.

Exenptions clainmed for the system

None.



