
DSL Process Flow for Donor When Intended Recipient & Donor 
Are At Same College

DSL  process  workflow  schematic 1 – 12/1/10

Potential donor completes 
application to donate 
DSL001_2010 and submits to 
college HR for review. 

College HR notifies donor
that he/she is ineligible
within 5 working days of
application submission.

College HR solicits DSL 
on behalf of intended 
recipient and advises 
potential donors of impact 
on Travia or Terminal 
Leave benefits.

Donor
Employee
Eligible

Donor
Employee
Eligible

College HR makes 
adjustments to time & 
leave records and notifies
donor employee of such.

College HR notifies donor
employee of his/her
eligibility within 5 working
days of application
submission. 

Donations are made  to 
recipient’s time & leave  
records.

No

Yes



DSL Process Flow for Recipient When Intended Recipient & Donor 
Are At Same College

DSL  process  workflow  schematic 2 – 12/1/10

College HR consults with 
VC for Labor Relations
and makes determination 
regarding eligibility.

College HR notifies recipient
employee of disposition & appeal 
process within 5 working days of 
application submission to the extent 
feasible.

Potential recipient 
completes application to 
receive DSL002_2010
with documentation and 
submits  to college HR for 
review.

Recipient
Employee
Eligible

Yes

Recipient
Employee
Eligible

No

College HR notifies 
recipient employee of 
eligibility within 5 working
days of application 
submission to the extent
feasible.

Employee may appeal
within 15 working days  
of receipt of notification
of denial.

College HR makes
adjustment to recipient’s
time and leave records
to reflect receipt of
donated time.



DSL Process Flow for Donor When Intended Recipient & Donor
Are At Different Colleges

DSL  process  workflow  schematic 3 – 12/1/10

College HR notifies 
donor that he/she is 
ineligible within 5 working
days of application
submission.

College HR solicits DSL 
on behalf of intended 
recipient and advises 
potential donors of impact 
on Travia or Terminal 
Leave benefit.

Donor
Employee
Eligible

College HR notifies
intended recipient’s 
college HR within 2 
working days of 
approval of donor’s 
application.

Recipient
Employee
Eligible

Recipient’s college HR will
notify donor’s college HR,
which will so notify donor and
then make adjustments to
donor’s  time and leave records.

College HR notifies donor
employee of his/her eligibility
within 5 working days of
application submission.

Yes

Potential donor completes 
application to donate DSL001_
2010 & submits to college HR for
review.

No

No
Following conclusion of appeals 
process, if any, if intended recipient 
remains ineligible, recipient’s college
HR notifies donor’s college HR, which 
will so notify donor. 

Donor
Employee
Eligible

Recipient
Employee
Eligible

Yes



DSL Process Flow for Recipient When Intended Recipient and Donor
Are At Different Colleges

DSL  process  workflow  schematic 4 – 12/1/10

College HR consults with 
VC for Labor Relations 
and makes determination 
regarding eligibility.

College HR notifies recipient
employee of disposition and
appeal process within 5 working
days of application submission
to the extent feasible.

Potential recipient 
completes application to 
receive DSL002_2010 with
documentation and submits
to college HR for review.

Recipient
Employee
Eligible

Yes

Recipient
Employee
Eligible

No

College HR notifies intended
donors’ College HR following
approval of recipient’s application.   
(See donor flow chart for different 
Colleges).

Employee may appeal
within 15 working days
of receipt of notification of
denial.

Recipient’s college HR 
makes adjustments to 
recipient’s time and leave
records to reflect receipt 
of donated time.

College HR notifies
recipient employee of
eligibility within 5 working
days of application
submission to the extent 
feasible.
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