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1.0 SCOPE:   

1.1 Working instructions for the filing of Personnel/ Payroll 
forms to there appropriated destination 

2.0 RESPONSIBILITY:   

2.1 Customer Service Specialist 

3.0 APPROVAL AUTHORITY: ______________________________________     _____________________
Signature                                                          Date 

3.1 Director of Human Resource Services 

4.0 DEFINITIONS: 

4.1 Team Matrix—List of Learning Support Units that displays the sites, departments, and 
assigned HRS staff to a unit. 

4.2 HRS—Human Resource Services. 
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