
For additional information:  

www.opm.gov/policy-data-oversight/pay-

leave/leave-administration/fact-

sheets/voluntary-leave-transfer-program/ 

Application to become a 

recipient of donated leave. 

Employees must submit an OPM-630 

application to his/her agency to become a 

leave recipient.  The form is fillable and can 

be downloaded from the OPM Website: 

www.opm.gov/forms/pdf_fill/opm630.pdf 

1. Complete boxes 1 – 16b. Ensure form is 

signed by applicant.  Physician 

documentation may be required by 

supervisor.

2. Route the OPM-630 to immediate 

supervisor to sign box 17.

3. Supervisor routes to DHA LMER or DON 

LER.

• DHA LMER
dha.ncr.man-mgt.mbx.lmer@health.mil

• DoN LER
Please find email on SharePoint link below.

4. Director approves or disapproves 

application with a signature in box 18.

5. Send approved OPM-630 via email to the 

Point of Contact (POCs) located on the 

SharePoint under the VLTP block

https://militaryhealth.sharepoint-

mil.us/sites/nmcsd-

dfa/SitePages/Offices/CIVPERS.aspx 

DO NOT INCLUDE MEDICAL 

DOCUMENTATION. 

Leave Donation Forms: 

• OPM-630A – Donations within the

employee’s agency.

• OPM-630B – Donations outside of

the employee’s agency.

Send leave donation forms OPM-630A 

and OPM-630B directly to the Payroll 

Office:  

dha.san-diego.San-Diego-

NMC.list.nmcsd-civilian-payroll@health.mil 

Termination of the medical 

emergency: 

• When the leave recipient’s federal

service is terminated.

• At the end of the biweekly pay

period in which the leave recipient

provides written notice that the

medical emergency is over

• The status of medical emergency

must continue to be monitored by

the agency.
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Performance Management DPMAP:  

Including evaluations/appraisals each year.  

for  DON AND DHA 

Awards:  The command’s awards and 

recognition program.   

Telework:  Telework is the DOD’s work from 

home program.  Note:  Eligibility is at the 

supervisor’s discretion. 

DMHRSI:  eTransfer for staff members 

transferring to a different Directorate, 

Department or Work Center. 

Manpower:  Directs and Coordinates staff 

personnel in manpower utilization, customer 

service, command organization, Position 

Management Board (PMB), documentation 

systems and more. 

 

 

More information on other programs.  Visit 

the intranet:   

https://militaryhealth.sharepoint-

mil.us/sites/nmcsd-

dfa/SitePages/Offices/CIVPERS.aspx 

 

 

 

What does this mean? 

How does it work? 

Who qualifies? 

The VLTP is available to assist employees 

who have a personal or family medical 

emergency and have exhausted available 

paid leave. 

• Medical Emergency – Condition of either 

employee or employee’s family, 

prolonged absent, and substantial 

income loss from unpaid leave. 

• Family Member – Spouse; parents; 

parents-in-law; children; brothers; sisters; 

grandparents; grandchildren; 

stepparents; stepchildren; foster parents; 

foster children; guardianship relationship; 

domestic partners, etc. as applicable per 

OPM guidance. 

• Available Paid Leave – Includes an 

employee’s accrued, accumulated, 

recredited and restored annual or sick 

leave.  Does not include advanced 

annual or sick leave. 

 

For more information on Volunteer Leave 

Transfer Program (VLTP) visit: 

https://militaryhealth.sharepoint-

mil.us/sites/nmcsd-

dfa/SitePages/Offices/Voluntary-Leave-

Transfer-Program-(VLTP).aspx 
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