
IMA members have the option to carry forward leave from one long tour order to another 
long tour order with the approval of their gaining Commander.  
 
As IMA members may have lengthy breaks between long tour orders, IMA members need to 

notify HQ RIO/RPO by opening a MyFSS case stating their intent to carry forward unused ac-

crued leave to a future order.  

If IMA members do not notify HQ RIO/RPO of their intent, their unused accrued leave will be 

sold back (restrictions may apply).  

 

THINGS TO KEEP IN MIND: 

• Use the latest version of the DAF1089A form from AF e-publishing. 

• This is an election ONLY. If there is a break between orders, a leave carryover package must be  

completed to carry forward the leave. 

• Before the new long tour order begins, submit the following documentation to the Orders Writing Cell to 

have the leave carryover statement added to the order: 

•  Statement of Understanding 

•  DAF Form 1089A 

• When the order begins, the IMA member must submit their completed leave carryover package to HQ 

RIO/RPO for processing. The following documents are required: 

•  Statement of Understanding  

•  DAF Form 1089A 

•  A signed copy of the certified orders the leave is carried from.  

•  A signed copy of the pre-certified order with the leave carryover statement. 

• IMA members cannot carry forward more than 60.0 days of leave during a fiscal year (FY). 

Electing to Carry Forward Leave to a Future Order 
A Quick Guide from HQ RIO 

How to complete the carryover election notice, DAF Form 1089A. 

https://www.e-publishing.af.mil/Product-Index/#/?view=search&keyword=DAF1089A&isObsolete=false&modID=449&tabID=131


 

1. To elect to carry forward all your unused accrued leave to a future order, complete Section 

I and II as shown in the example below: 

 

 

 

 

 

 

 

 

 

Elect to carry forward all unused accrued leave 



 

1. To elect to carry forward a portion of your unused accrued leave to a future order and sell 

back the remaining unused accrued leave, complete Section I and II as shown in the example 

below: 

 

 

 

Elect to carry forward a portion of unused accrued leave 



After completing the DAF Form 1089A, you need to submit it to HQ RIO/RPO via a myFSS 

case. 

 

To create your myFSS case, log into myFSS.  

Click on the myIMA tile on the landing page or enter “IMA Management” into the search bar. 

 

 

 

Submitting your election request in MyFSS. 



Select “IMA Reserve Pay” 

 

 



Select “HQ RIO RPO Leave” 

 

Submitting your election request in MyFSS. 



Click “Create a Request” 

 

Submitting your election request in MyFSS. 



Select the “Myself” radio button and click “Next.” 

 

Select “Officer or Enlisted” from the drop down menu and then select “Carryover” from the 

“Request Type” drop down menu. 

In the “Questions/Comments” text box enter “Carryover election request,” then upload the  

completed DAF Form 1089A, and click “Next.”  

 

 

 

Submitting your election request in MyFSS. 



Write down the MyFSS case for your records and click “Finish.” 

Submit a myFSS case using the same instructions above, but choose “Other” for the “Request Type” and in-

put “Requesting leave audit” in the “Questions/Comments” text box of the case. A technician will respond 

with a full leave audit. 

Once your election notice is received, a technician will verify its receipt and log your election notice. The 

technician will respond in the myFSS case to let you know that your election notice has been processed. 

 

IMPORTANT!!! 

Before the new long tour order begins, submit the following documentation to the Orders Writing Cell to 

have the leave carryover statement added to the order: 

•  Statement of Understanding 

•  DAF Form 1089A 

When the order begins, the IMA member must submit their completed leave carryover package to HQ RIO/

RPO for processing. The following documents are required: 

•  Statement of Understanding  

•  DAF Form 1089A 

•  A signed copy of the certified orders the leave is carried from.  

•  A signed copy of the pre-certified order with the leave carryover statement. 

IMA members cannot carry forward more than 60.0 days of leave during a fiscal year (FY). 

Carryover leave cannot be used until the carryover has been processed. 

Submitting your election request in MyFSS. 

Unsure if you have unused accrued leave? 

What happens next? 



Still encountering issues? 

While it is the intent of the leadership at HQ RIO to provide you with the information that is 

most beneficial to you, we understand that shortfalls do sometimes exist. Here are some 

basic rules of engagement to ensure your requests are handled in an efficient and                

professional manner.   

Good personal contact information: 

• Provide MyFSS with an email that you most regularly use. 

• Delays in processing can sometimes be attributed to not having good contact         

information set up in your profile—please don’t let this be an issue for you. 

• Leave a good call back number in your MyFSS case, with the hours during the duty day 

when you can be reached. 

• Check spam, junk, and clutter folders. 

• Check the HQ RIO website for Quick Guides or Training that might be able to assist you in 

preparing your request. 

• Please note that for military pay and travel reimbursements, the Total Force Service Cen-

ter is limited in their ability to help as they don’t have access to financial management sys-

tems. 

MyFSS submission Rules of Engagement: 

• Submit one ticket per request. 

• If your request goes unanswered or not answered to your satisfaction please DO 

NOT open a  new case, reply to the case in question. 


