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Note:  Employees who have teacher/faculty contracts are not eligible to receive or donate leave.
 
INSTRUCTIONS:
·  Donating Employee: Complete the Donating Employee section and enter the name/agency of employee to receive leave in the Receiving Employee section. Sign the document.
·  Donating Agency:  Sign the document and send to receiving agency. 
·  Receiving Agency:  Complete the Receiving Employee section and sign document. Send a copy to donating agency and donating employee.     
·  Payroll:  Agencies using Absence Management must enter adjustments in Absence Management.
For more information, go to NDCC 54-06-14.1 and 54-06-14.2; contact your agency's Human Resources/Payroll or ND Human Resource Management Services. 
 
Donating Employee
Payroll: Input SVD and SSD as negative numbers.
Receiving Employee
Approval Signatures of the donation of leave indicated above.
*   Employees must retain a balance of at least 40 hours of annual leave after donating.
**  Employees can donate no more than 5 percent of their sick leave balance.
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