Coshocton County Auditor
Leave Donation Program
 (Can only be done for one pay period at a time                                        and within the same County office)

Employee donating leave:  








How much leave to be donated (not less than 8 hours*) 


hours

Leave donated to be deducted from:
Sick Leave




  







Vacation Leave




                                          (Vacation will be converted to Sick Leave)
Pay period in which leave is to be donated:  






Employee combined leave balance after donation:   




                      (must be at least 80 hours*)
Employee who is to receive donated leave:






Reason for donated leave:



Employee has a serious illness and is under a doctor’s care.



Member of employee’s immediate family has a serious illness

which requires the employee’s presence.  Doctor’s verification is required.

This leave is donated voluntarily and I understand that the donated leave will be deducted from my balance and will not be returned.

Date




Donor Employee

Approved:  












        
Supervisor
* In accordance with Coshocton County’s Personnel Policy Manual, Section 5.8.  If your office has its own donation policy, please give to Payroll for file.
Revised 10/27/15
