Template for AF VLTP request.  With cursor on the block to fill, press the “F1” key for help, if unsure what information to insert.


This VLTP request was announced MAJCOM wide on      
MAJCOM/DPCs and CPFs 

1. Request your assistance in soliciting AF-wide leave donations for one of our employees at      .
2.   FORMDROPDOWN 
      , assigned to the      , is an approved leave recipient through the Voluntary Leave Transfer Program (VLTP) due to      
3.  The VLTP allows an employee who has a medical emergency and is without availability of paid leave to receive transferred annual leave directly from other employees with the concurrence of the respective management officials.

4.  If you can donate any annual leave, even if it is one hour, it would be helpful and appreciated.  If any civilians would like to donate annual leave, please submit the attached leave donation form (OPM 630-A) through your servicing civilian personnel office for verification of annual leave. Then, mail the completed OPM 630-A to the following address:      ; Fax:      .

5. If you have any questions, please contact  FORMDROPDOWN 
      ,      , DSN      .
Thank you for your assistance in this matter.
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