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Supervisor Actions

Action Required (Yes / No / If applicable) Source
u} IReview written resignation request for accuracy. Yes Department/AP
INotify department HR/AP/PY of resignation
o . v cep . /AP/ © Yes Department/AP
within one business day.
IReview and approve any current and
outstanding timesheets.
u] Yes TARS

lEnsure all leave takes have been entered.




