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Date:

To:              All General Services Employees
From:          Department of General Services

                    ***INSERT PROGRAM INFORMATION*** 
Subject:     REQUEST FOR CATASTROPHIC LEAVE DONATIONS

INSERT EMPLOYEE NAME, an employee in the INSERT OFFICE NAME has requested Catastrophic Leave as authorized by provisions of the Memorandum of Understanding (MOU) and Department of Personnel Administration regulations.  

The Catastrophic Leave Program permits the transfer of eligible leave credits (vacation, annual leave, holiday credits and CTO) to an employee when a catastrophic illness occurs.  Sick Leave may NOT be donated.

If you wish to contribute leave credits, please complete the attached Catastrophic Leave Donation form, designating the amount and type of leave credits you are donating and return the form to your attendance clerk.  Donations must be in whole hour increments.  Represented employees may receive donations from non-represented employees.

It is anticipated XXX hours will be needed from (INSERT DATES OF LEAVE).
Please contact your attendance clerk if you have any questions regarding your leave balances or the process to transfer leave credits.  

On behalf of INSERT EMPLOYEE NAME, I would like to thank you in advance for your contributions.
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