Annual Leave In Conjunction With Official Travel
Frequently Asked Questions

Q1.  Are there restrictions on the number of  personal days (annual leave, weekends, holidays) at traveler can take in conjuction with official travel?

A1.  For domestic travel, the number of personal days a traveler can take may not exceed the number of days of official business.  The day of departure and the day of return for official business can be counted as official business days.  For international travel, a traveler may be authorized annual leave one time per fiscal year and the annual leave taken may not exceed 2 days.  In addition, the days may not be split (using one day for one trip and the other day for another trip).  Weekends do not count toward the international leave time.   On sponsored foreign travel, no annual leave is permitted but weekends are okay.

Q1.  How do I show annual leave use in the GELCO System?  

A1.  When annual leave or weekends are being taken, you must select Annual Leave or Non-Duty Days on the Other Authorizations Screen when entering the travel authorization and identify these days in the Comments Block.  No expenses such as per diem should be provided for these days.

Q3.  If a meeting ends on Wednesday and the traveler could have come home on Thursday, but chooses to stay and return on Sunday, how many days are considered annual leave?

A3.  Thursday would have been the day the traveler could have come home and Friday is annual leave.

Q4.  If a meeting ends on Wednesday and the traveler could have come home on Thursday, but chooses to stay and return on Monday, how many days are considered annual leave?

A4.  Thursday would have been the day the traveler could have come home and Friday and Monday are annual leave.  Note:  The above does not apply for Commissioned Officers.  They are charged annual leave for the weekend if they are on Annual leave Friday and the following Monday.

Last Updated:  3/04
From:  Anne Rogerson
NCI Travel Coordinator
Office of Administrative Operations, OM
Building 31/Room 11A35
Phone: 301-496-5802
Fax: 301-496-6005
E-mail: rogersoa@mail.nih.gov 
