Leave Donor Program

Recipient’s Disclosure Form


Approved Leave Transfer Recipients who desire to participate in having their information posted on the NOAA Leave Donor Information Page, should complete and submit this form. 

The Leave Donor Information page is not designed to advertise or solicit leave for approved recipients.  This page will allow prospective donors to identify employees for leave donations. 

Only the Organization and HR Contact Name & Phone are required.  Recipients may elect to not disclose their Name, Type of Emergency, and Hours Needed. 

The completed form must be signed and dated by the Leave Recipient, and provided to his or her HR Contact.  Employees who are not approved leave recipients must first complete the CD-504LF Recipient's Leave Transfer Application Form, which may be completed online by visiting:  http://www.rdc.noaa.gov/%7Ehrmo/cd-504fill.pdf.  Paper versions can be obtained through any HR Office.  

This form can either be filled out electronically using MSWord or it can be printed and completed by hand.  However, a handwritten signature is required.  Once completed, the form should be faxed or mailed to your servicing HR specialist.

Name:
     
  






 


Hours Needed:
              


 

Type of Emergency:
      


 


*Organization:
     
           

 

*Name of HR Contact:
      


 


*HR Contact Phone:
     
*Required Fields         


 I request to have the above information posted on the NOAA Leave Donor Information Page.

 I understand the website may have unrestricted access to anyone on the Internet.

Leave Recipient Signature:  





Date:  





Printed Name:  







SSN:  





 I certify to the best of my knowledge that the above information is correct and that the requester is an Approved Leave Transfer Recipient.

HR Contact Signature:  






Date:  




Mailing Address:  






Phone:  



Email Address:  






HR Contact:
Send this completed form to:

Bonita Dokunor



Fax:
(301) 713-2083

NOAA HRMO, OFA 4630

SSMC 4, Rm. 12608


Phone:
(301) 713-1395 x178

1305 East-West Highway

Silver Spring, MD  20910

