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REQUEST TO DONATE AVAILABLE PTO

To Be Completed By Applicant (Donor)

Date: _______________________________________________________ Location: _____________________

Donor’s Name: ____________________________________________________________________________

Employee to be donated to:___________________________________________________________________

Position: ____________________________________________________ Date of Hire: __________________

Number of PTO Hours to Donate: ____________________________ (whole hour increments requried)

NOTE: In any one year, no leave donor may donate an amount of his/her annual PTO that is more than a
total of one-half of the amount of leave the donor would be entitled to accrue during the leave year in which the
donation is made.

Your signature confirms you are voluntarily donating your PTO time and you have in no way been
pressured or coerced into doing so.  All donations are final and cannot be reversed.


Donor’s Signature: ____________________________________________ Date: ________________________


To Be Completed By Human Resources Manager

I verify that the employee named above has __________ hours available to donate. After donation, he/she will have
_________ hours. He/she will accrue a total of __________ PTO hours during this year.


HR Managers Signature _______________________________________  Date:________________________


Executive Director Signature __________________________________ Date:__________________________


To be Completed By Payroll Department

Donation of ___________ hours has been removed from donors PTO balance and the cash value (donors rate of pay multiplied by the number of hours donated) has been added to the recipients PTO balance based on their rate of pay.



Payroll Signature ___________________________________________ Date:__________________________
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