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I. POLICY

TRANSFER AND USE OF DONATED ANNUAL LEAVE 

The New Mexico Department of Finance and Administration's Transfer and Use of Donated Annual 

Leave Policy ("Policy'') governs the transfer and use of donated annual leave by Employees during 

a Medical Emergency, in accordance with the State Personnel Board (SPB) rules. 

II. POLICY

A. Review and either approve or deny requests for donated leave submitted by

Employees and legally authorized representatives of Employees in accordance with

this Policy;

B. Donated annual leave may not be used until first exhausting all accrued annual and

sick leave, compensatory time, and personal leave day; and

C. Treat all information within a request for donated annual leave as Confidential

Information.

III. DEFINITIONS

A. "Agency Head" means the DFA Cabinet Secretary.

B. "Authorized Individual" means individuals, or their designees authorized to

recommend approval or disapproval to the Agency Head: (i) The requesting Division

Director; or (ii) The Administrative Services Division (ASD) Director.

C. "Employee" means

D. "Confidential Information" means

E. "Health Care Provider" means a Doctor of Medicine or osteopathy who is

authorized to practice medicine or surgery (as appropriate) by the State in which the

doctor practices; or any other person determined by the Agency Head to be capable








