Donating Days Form
· Allow 5 days processing by Association President.

· Personnel Services must receive this form by the 10th of the month in order to be processed on the monthly payroll.
I understand the terms and conditions of the applicable guidelines within my classification.  
I donate_____________days of my Annual Leave 

to_______________________________ ​​​​​​____________________________(Print RECEIVING employee’s name / work location)

_________________________________________________________________

DONATING Employee – Print First Name
Print Last Name

_____________________________
________________________
DONATING Employee’s Signature
Date


Job Title / Work Location

Employee to Employee:


An employee may receive up to 30 days from fellow employees annually.


The donating employee is to send this form to the Association President or to Personnel Services.  Email is the best way to send in your day(s)


The receiving employee must have exhausted all their accumulated annual leave.


Medical Certification of the receiving employee is required.


Employees are allowed to donate 10 days annually.








Routing – Association, Personnel Services, Payroll





__________Approved ASC				__________Approved PCEA





__________Date Approved				__________Date Approved








