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AFI 36-1004, 1 July 1999, is supplemented as follows: 

3.1.2.  Organization commanders approve time-off awards in excess of 1 working day. 

3.4.  Submit approved time-off awards for 1 working day or less on a Standard Form 52, 
Request for Personnel Action (Attachment 1). Time-off awards in excess of 1 working day are 
submitted to the Civilian Personnel Flight on Air Force Form 1768, Staff Summary Sheet 
(Attachment 2) or a letter, signed by the appropriate approving official, with all required items 
included in the text and/or attachments (Attachment 3). 

3.4.1.  The following statement must be included in every submission for a time-off award:  “I 
have considered fully the wage costs and productivity loss in granting this time-off award. The 
amount of time off granted is commensurate with the individual’s contribution or 
accomplishment. I also considered the unit’s workload and unit employees’ leave projections 
and certify that the employee can schedule the time off in addition to other scheduled leave. I 
also considered other available forms of recognition in determining the amount of this time-off 
award.” 

 
GARY J. OOS 
Civilian Personnel Officer 
 
 

Attachments: 
1.  Sample Standard Form 52, Request for Personnel Action 
2.  Sample AF Form 1768, Staff Summary Sheet 
3.  Sample Letter 
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SAMPLE STANDARD FORM 52, REQUEST FOR PERSONNEL ACTION 
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SAMPLE AF FORM 1768, STAFF SUMMARY SHEET 
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SAMPLE LETTER 
 
 
 
MEMORANDUM FOR 42 MSS/DPCE 
 
FROM:  ORGANIZATION COMMANDER 
 
SUBJECT:  Time-Off Award(s) in Excess of 8 Hours 
 
1.  This letter authorizes a time-off award of ___ hours for _____________________________. 

                Employee’s Name, SSN 
(For a group of employees, provide a list as an attachment.)  The justification for this time-off 
award is _____________________________________________________________________. 
(Or you may attach documentation of the justification, such as an AF Form 1206 or AF Form 
1768.  When a time-off award is used a performance award, state that the AF Form 860A is the 
justification.) The effective date of the award is the date of this letter. 
 
2.  I have considered fully the wage costs and productivity loss in granting this time-off award.  
The amount of time off granted is commensurate with the individual’s contribution or 
accomplishment. I also considered the unit’s workload and unit employees’ leave projections 
and certify that the employee(s) can schedule the time off in addition to other scheduled leave.  I 
also considered other available forms of recognition in determining the amount of this time-off 
award. 
(Mandatory statement per AFI 36-1004, para 3.4.1.) 
 
 
 
 
      COMMANDER’S SIGNATURE BLOCK 
 


	SAMPLE LETTER

