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November 5, 200X

MEMORANDUM FOR HUMAN RESOURCES 



SUBJECT:  Crediting Uniformed Service and Non- Federal Service 
for Determining Annual Leave Accrual

Reference:  OSD (P&R) Memorandum, Credit for Non-Federal or Uniformed Service for 

       Determining Annual Accrual Rate, May 4, 2006



1.  Please approve 36 months of annual leave service credit for Mickey Mouse, SSAN 
xxx-xx-9999, who was competitively selected for position, C#555, YA XXXX-2, XXXXXX Specialist.  This total was calculated based upon the following relevant experience:  During the period of January 1, 2006 – July 1, 2007, Mr. Mouse was XXXXXX lead, Acme Engineering, Nome, AK; July 2, 2007 – April 1, 2008, Mr. Mouse served as XXXXXX Administrator, Duck Waters Industry, HSV, AL; April 2, 2008 to November 1, 2008, Mr. Mouse was the Lead Analyst, contractor with Cheese Corporation.  In each of the above positions, Mr. Mouse’s skills and expertise was equivalent and relevant experience to meet the requirements of serving as a XXXXX Specialist with the MDA Directorate for ABC in Huntsville.  
2.  Mr. Mouse possess journeyman knowledge in the skills required to be successful in this position as was demonstrated by his total of over 8 years experience dealing with xxxxxxxxxxxxxxx. 
3.  Based on Mr. McDonald’s non-uniformed service experience, and most recent relevant contractor experience, equates to 36 months (3 Yrs) of annual leave service credit.  This amount is directly related to this civilian position, and as such, is appropriate to approve.  The justification allocation table for this action is below:
SUBJECT:  Crediting Uniformed Service and Non- Federal Service 
for Determining Annual Leave Accrual

	Dates
	Description
	Creditable Time

	1/1/2006 – 7/1/2007
	 Contractor,  XXXXXX Lead 
	19 Months

	7/2/2007 – 4/1/2008
	Contractor, XXXXXX Administrator 
	9 Months

	4/2/2008- 11/1/ 2008
	Contractor, XXXXXX Lead Analyst
	8 Months

	Total
	
	36 Months (3 Yrs)








JOHN SMITH
Director of XXXXXXXX


Attachments:

1. Justification
2.   Resume

3.   Job Description

�3 spaces required between office symbol and Memo line (starts on fourth return)


�1 space required between Memo line and Subject line


�Used terminology related to the type of experience being credited, military, non-federal or both. Language should match throughout the body of the memo


�Between subject line and 1st paragraph 2 spaces are required (if no reference is being used)


�Used terminology related to the type of experience being credited, military, non-federal or both. Language should match throughout the body of the memo


�Set tab at 3.25 for signature block, name ALL CAPS


�Required in this format. 





