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COVID-19 Temporary Paid Time Off DonationForm

Please complete this form in its entirety. 
Employees can donate up to 50% of their PTO Balance, but no more than 80 hours of PTO donation. At least 40 hours (48 in California due to sick time regulations) must remain in an employee’s paid time off bank. PTO hours will be converted to cash based on the donator’s salary. There may be instances in which executives, because of their desire to give further to our employees, these limitations on total hours donated may be lifted. 

( I wish to donate the following paid time off hours to the COVID-19 Temporary Donation Program .

# of Hours of in current Paid-Time Balance : _________

# of Hours you wish to donate:

 _________

	Employee Donor Name
	Title
	Employee Number
	Department
	Location

	
	
	
	
	


_____________________________





_______________

Donor Signature







Date

Please send completed form to (CKHSEmployeeBenefits@crozer.org). Thank you for your generosity toward your colleagues.

HUMAN RESOURCES USE ONLY:

Donor’s Rate of Pay = 


__________





(x) Number of hours donated

__________



(=) hours converted into dollars
__________ 


Hours converted into dollars 

_____________

_____________________________





_______________

Signature of HR Representative






Date
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