HUMAN RESOURCE SERVICES DEPARTMENT


MILITARY LEAVE TIME BANK PROGRAM


DONOR AUTHORIZATION
PART I:
ROUTING INSTRUCTIONS:  Employee completes, signs and forwards to Departmental Personnel Officer.

TO:

Departmental Personnel Officer
FROM:  
 







 
QIC: 











(Employee Donor, please print name)



Employee I.D.:





Department:








Job Code:







Classification:








I hereby authorize the Auditor-Controller's Office to deduct the following from my accrued leave balances for the



purpose of providing funds for the Military Leave Time Bank:







  Hours Vacation







  Hours Compensatory Time







  Hours In-Lieu Holiday Time







  Hours Floating Holiday



I understand my donation is irrevocable once the accrued time has been removed from my balance and transferred



to the time bank.




Employee Signature

Date


PART II:
ROUTING INSTRUCTIONS:  Departmental Personnel Officer (or designee) completes and forwards to the 



Employee Services Center, QIC 25701.

TO:

Employee Services Center, QIC 25701
FROM:   
Departmental Personnel Officer (or designee)  QIC:  ____________ 
The above employee has sufficient accrued hours to make the donation as stipulated.




Department Personnel Officer

Date


PART III:
ROUTING INSTRUCTIONS:  The Employee Services Center shall return a copy to the employee, Agency/Department, and



the Auditor-Controller's Office to report status of requested donation.

TO:
 
Employee Donor, QIC:  __________ 

FROM:   
Employee Services Center, QIC 25701





Please be advised that your donation is approved.  The time will be deducted from your accrued balance as




designated, effective on 
.





Your donation is not required because there is a sufficient level of funds in the time bank to continue pay for





eligible employees.



Other:










By way of this approval, the Auditor-Controller's Office is authorized to deduct the time as designated by the employee



from the appropriate leave balances.




Employee Services Center

Date
Rev.:  4/2004


