
 
 

 

To: All Officers of Administration 
From: Shavonne Norris, Director of Human Resources (Administration)  

Subject: PAC Time & Labor Absence Management System (TLAM) 

 

Time & Labor and Absence Management (TLAM) System has replaced all paper leave 
tracking forms used by Officers of Administration.  The electronic tracking system will allow 
you to:  
 

 Submit leave requests electronically for review and approval 
 Track the status of approvals 
 Access available leave balances in real time 

 
Below are instructions on how to submit request for time off for Officers of Administration.   

 
If you have any questions or concerns on how to fill out your timesheet or 
calculate your balances, please feel free to contact me. 

 
Thank you. 


