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PROCEDURE:
SALARIES - SUBSTITUTE PAY

I.
Personnel who substitute for instructors will be paid at a daily rate established by the Board of Trustees.

II.
Division directors prepare Form PA 202, and forward the original to the Payroll Office.

III.
The absence of the instructor is recorded on the Payroll Certification under the appropriate heading (i.e., sick leave, temporary duty elsewhere, or leave without pay).

IV.
If the substitute's name is preprinted on the Payroll Certification, indicate the date of substitution under the name.  If the substitute's name is not preprinted on the Certification, write in the name of the substitute and date that the substitution is made.

V.
If the instructor is to be absent because of temporary duty else-where, a Travel Authorization Request form should be prepared and forward to the travel auditor.
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