DOCUMENT ROUTING PROCEDURES

TYPE OF DOCUMENT LOCATION OF ACCESS TO FILE PROCEDURE/RESPONSIBILITY
(RECORD) DOCUMENT FOR ROUTING DOCUMENT
ABSENCE REPORT FOR EXEMPT AND NON- Annual Leave File Director =Employee to Manager/Supervisor
EXEMPT PERSONNEL: ANNUAL LEAVE Associate Director =Manager/Supervisor to PPD Personnel
(Yellow half sheet) Manager/Supervisor Office
Employee
MONTHLY ABSENCE REPORT FOR EXEMPT Annual Leave File Director =Director, Associate Director, or
PERSONNEL Associate Director Manager/Supervisor to PPD Personnel
Manager/Supervisor Office
Employee

Typeof File Annual Leave Files
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