
Shirley Krenkel, Contract Specialist, Chicago Office, has been approved as a leave recipient for 
the Voluntary Leave Transfer Program.  Ms. Krenkel had surgery in December, and due to 
complications, required additional surgery.   
 
Employees may donate leave by following the process described below: 
 
Employee Self Service website.  Go to the “Time/Leave” drop-down menu and select “Leave 
Donation Process – Within Agency.”  This will take you to a leave donation request screen 
where you can donate hours to fellow Department of Energy employees in need.  A confirmation 
email will be sent to the donor.  The recipient will also receive an email to let them know a 
donation has been made and the number of hours donated.  The donor’s identity will NOT be 
disclosed to the recipient.  

 
Your attention is called to the following requirements of the VLTP: 
 
- Only earned annual leave may be donated which includes any “carryover” hours and 

“restored” hours.   
 
- The maximum annual leave donation by an employee is limited to one half the number of 

hours the donating employee will earn in the current leave year (26-day category – 104 
hours; 20-day category - 80 hours; 13-day category - 52 hours). 

 
If you should have questions regarding the VLTP, please contact your Human Resources 
Specialist. 
 


