DONATE ANNUAL LEAVE WITHIN DOE ONLINE


Form OPM 630-A, Request to Donate Annual Leave to Leave Recipient Under the Voluntary Leave Transfer Program (VLTP), is now integrated with the Employee Self Service (ESS) web-site at https://mis.doe.gov/ESS/.  All leave donations to recipients within DOE can now be made online.  Simply go to the Time/Leave drop-down menu in ESS and select Leave Donation Processing, Within Agency.  This will take you to a leave donation request screen where you can donate hours to fellow DOE employees in need.  

NOTE:  This will eliminate the need to fax in Form OPM 630-A to the payroll office.

Offices responsible for VLTP employees will still need to submit paperwork to start and stop the employee in the program.  Donations from outside DOE or going to an employee outside DOE will need to be faxed or e-mailed to the payroll office using OPM 630-B. 

POINTS OF CONTACT:
If you have any technical questions regarding leave donations, please contact the Payroll Help Desk at DOE toll free: 866-834-6246, option #4, option #4 or at PayrollCSRHelpDesk@hq.doe.gov.

If you need help navigating through or logging onto ESS, please contact the ESS Help Desk at DOE toll free: 866-834-6246, option 4, option 8, or at ESSSupport@hq.doe.gov.



