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Operated for the U.S. Department of Energy by

Sandia Corporation


Albuquerque, New Mexico 87185-1475

date:
 (Date)

to:
 Sonia Herrera, MS-1475 (4233-2)

from:
(Name), Manager, MS-0000 (ORG)
subject:
Request to Maintain Clearance During Leave of Absence

(Name) will be on a Leave of Absence (LOA) from Sandia National Laboratories from (date) to (date).  Immediately upon his return, he will need access to (classification/justification) in the performance of his duties as a (job title).  This is (his/her) first request for a waiver.
His job requires an (L or Q) clearance.  Based on this, I am requesting (time period less than 1 year) extension over the 90 days permitted by DOE Order.

I appreciate your assistance in this matter.  Should you require additional information, please contact me at (505) 284-5797.

**Note**  Above is a SAMPLE memo that is to be submitted to Sonia Herrera, 4233-2.  DOE/AL requires the following information be included in the request to maintain clearance:

· Start and end dates of requested LOA

· Individuals full name and clearance level

· Whether the individual has been approved for LOA on a prior date; if so, when and for how long

· Include the type of LOA requested (i.e., medical, mental, military, maternity, employment, foreign travel, etc.)

No exceptions will be approved for more than one year at a time.  

If requests are not received within two weeks of the requested extension date, approvals may be denied and a Security Termination Statement (DOE 5631.29) would be required.

Exceptional Service in the National Interest

