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Leave Donation - Requesting

Note: HR Admin can also initiate the request.

Work with HR office to determine next steps.

Request cannot be entered if bank balance is less than request.

|
Submits request
m—b to receive leave
donation in ESS

A
Solicit for donations
to maintain balance Employee
in leave bank eligible?

Send to review
committee for
approval

Notify
employee

Request Approve the
request

A 4

Run Leave Donation
process to transfer
hours from the leave
bank to the
employee balance

Last Updated: 11-16-2020



