
NAME OF WORKSHOP/ACTIVITY FACILITY CENTER HOURS SUB WORKING

DATE(S) OF WORKSHOP/ACTIVITY

Submitted by

EIN NAME EIN NAME

Received Date Changed by Reviewed by

Payroll Use:

Request for Payroll to change account distribution on Substitute Teacher 
Submit to Payroll no later than the date after the activity

TEACHER(S) IN ATTENDANCE (not sub) SUBSTITUTE

ACCOUNT TO BE CHARGED OR ACCOUNTING CHANGE NEEDED - All workshops use function 6400
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