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INTEROFFICE MEMORANDUM

	TO:
	Payroll

	FROM:
	     

	DATE:
	     

	SUBJECT:
	Faculty Substitution


This is to inform you of a substitution by an adjunct faculty member.  Please make the indicated adjustment in salary compensation.

	Instructor Absent:
	                                                                                                       

	Social Security Number:
	     

	Date(s) of Absence:
	     

	Course(s) & Section(s) Missed:
	     

	Compensation Deducted:
	     

	Reason for Absence:*
	     

	Substituting Instructor:
	     

	Social Security Number:
	     

	Date(s) Substituted:
	     

	Course(s) & Section(s) Taught:
	     

	Compensation Added:
	     


*An explanation of your absence is needed.  Example: sick leave, conference, etc.






Department Head Signature

Date

Distribution: original to Payroll, copy to Academic Department
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