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CATHOLIC CHARITIES OF THE DIOCESE OF ALBANY 
 

 

COMBINED LEAVE TIME 
DONATION TO THE MUTUAL AID POOL 

 

 
Guidelines for CLT Donations: 
 
  1)  In order to contribute CLT hours, the following criteria must be met: 
 

 You have completed your Introductory Period; 
 You have in excess of two weeks of CLT available at the time of donation; and  
 You still have a minimum balance of two weeks remaining after your contribution is made. 

 
  2)  Donations may be made in one-hour increments up to two day’s pay.   
 
 
Agreement:             

I,        (please print name), hereby donate to the Mutual Aid 

Pool, administered by Catholic Charities of the Diocese of Albany,   hours of my accrued Combined 

Leave Time balance.  I have completed the Introductory Period of my employment and will have a 

balance of at least two (2) weeks of accrued Combined Leave Time after the donation. 

 
Authorization: 
 
Employee’s Signature:         Date:     
 
 
Exec. Director’s Signature:        Date:     
 
 

 
For Office Use, only: 
 
 Employee’s accrued CLT balance as of  March 31, 2013      =      hours 

 Minus donated hours      (  )  hours 
 
 Balance of accrued CLT hours remaining after donation       hours 
 
 
      ______  @  $       =  $    X   1.0765  = $       
 Hrs. Donated  Hourly Pay Rate      Total CLT $         (FICA) Total $ Donated 
 
Instructions to Agency Fiscal Director:  Please adjust the CLT balances for those employees making 
donations, total up all of the CLT dollars donated in your agency and mail one check to CC Fiscal Office, 
Attn:  Debra Duke, Comptroller.  Thank you! 
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