
Submission of Leave Documents 

Supervisor Manager
Departmental 
Administrator

Did 
employee 

provide 
proper 

documents
?

Supervisor or 
Delegate 
reviews and 
approves the 
leave document 
for accuracy and 
supporting 
documentation( 
if required).

Document is 
submitted to 
Manager or 
Delegate for 
approval.

1. Department Leave 
Coordinator(DLC) or 
Delegate reviews leave 
document and 
approves  for 
procedural compliance. 
2. DLC/HR Central 
Administrator sends 
employee provisional 
FMLA Letter if needed
3. DLC sends 
supporting 
documentation to HR .

Employee 
submits 
leave 
document 
via Leave 
Traq.
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Coordinator

Supporting 
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No

Yes

Leave Traq

Time Traq

Payroll

HR or Delegate 
receives document 
and files in file or 
reviews for FMLA 
/procedural 
compliance and 
files in leave folder.

If the employee does not provide 
proper documentation, then any 
approver can reject the document 
back to the employee to correct. In 
an emergency only, the DLC If 
payroll is running the DLC can 
submit the leave document on 
behalf  of the employee if the Paper 
Leave Document is completed by 
the Department 
Manager/Supervisor/Administrator

Budget Head of Delegate Approves Time Traq
(Time Traq)


