COVID-19 Pandemic – Request to Borrow PTO Hours
[bookmark: _GoBack]Revised 6/8/2020

Completed Form Must Be Submitted to the
Employee Resources Department For Final Approval

	Employee Name – PRINT

	[bookmark: Text1]     

	Employee #

	[bookmark: Text2]     

	Department

	[bookmark: Text3]     

	Phone #

	[bookmark: Text4]     

	PTO Hours Borrowed 
	80 hours / 84 hours for employees working 12 hours shift  hours shift (prorated for part-time employees)




I certify that I am not able to work due to approved absences related to COVID-19 Pandemic or approved FMLA qualifying condition.  

I understand that any PTO borrowed hours that I receive, will need to be paid back prior to receiving any more PTO. 

If I leave County employment prior to paying back the borrowed hours, I authorize Marathon County to deduct any used PTO that has not been paid back from my final payroll OR from my retirement PEHP conversion, if applicable.  I agree to send payment to Marathon County for any used PTO that has not been paid back within 30 days form invoice date if the aforementioned deductions cannot be made.  


	Employee Signature – Typed Name

	[bookmark: Text6]     

	Date
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Forward Completed Form To Employee Resources Department

	ERD Signature – Typed Name

	     

	Date

	     



[bookmark: Check1]|_|	Copy to Finance Department – Payroll Division
