
CEI HR-37 Employee Request to Donate PTO (Rev. 10/12) 

 
Employee Request to Donate PTO Form 

 
Recipient Name:       Department:        

 

Employee Making Donation:       Department:       

# of hours donated:          

 

Please make this donation effective with pay received on (paycheck date).    
  (to be completed by HR) 

Employees may donate PTO to other CEI employees.  Donations are made at the lesser of the 
donor/donee’s rate of pay.   The purpose of donations is intended for absences due to personal 
hardship situations. It is not for lending or borrowing hours to extend a leave of absence or vacation. 
Donations are also not for lending to coworkers in order to replace LOW hours during the pay period.   
Donations should not put an employee over their regularly budgeted hours for the pay period.   

I understand that this donation is irrevocable and that the PTO will be taken from my balance 
immediately.  I attest that I am doing this without hesitation or pressure from others.  I understand that 
this donation may affect my ability for future time off. 

 

 
             
Donator’s Signature Date 

 
 
             
Donator’s Supervisor Signature Date 

  
PTO Donation Process: 

1. The employee making the donation completes the PTO Donation form and submits it to their manager. The form 
is available on the staff web page in the CEI Forms section.   

2. The manager ensures that the employee has the time to donate (checks vacations, future time off requests, etc) 
and signs off on the form. 

3. The manager submits the form to Tricia Toft’s attention – via interoffice mail or fax (513-569-3956). 
4. The time is immediately taken from the donating employee’s PTO balance. 
5. Dollars are added to the recipient’s check as needed – ensuring that the recipient does not go over budgeted 

dollars in a pay period. 

 
For HR/Payroll only: 

 Recipient’s supervisor is aware of donation. 
 
Please deduct:       from       on       . 

 

Please pay:        to        on       .  


