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SICK LEAVE DONATION


Date: ____________________

From: _____________________________

Site: ______________________________


To: Human Resources Department 

[bookmark: _GoBack]Re: Donation of Sick Leave ==================================================================

Please accept this as my authorization to transfer __________________________ sick leave day(s) based on my FTE. (Max. twenty (20) days) 



Signature: ___________________________________





APPROVAL: __________________________________
Director of Human Resources: 

Date:________________________________________





cc: Payroll Department
Payroll/Personnel File
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