SANTA
MONICA

wjize:
FT/OVERLOAD INSTRUCTOR ABSENCES OR CONTRACT SUBSTITUTES

INSTRUCTIONS: Please complete, print and submit to Payroll Office for further processing.

DEPARTMENT PAY PERIOD (Refer to Payroll Schedule)
FROM TO
DATE INSTRUCTOR ABSENT SECTION HRS C/O** R* SUBSTITUTE INSTRUCTOR HRS
ABSENT NO.
DEPARTMENT APPROVAL
Department Head Signature Date
*REASONS
C - Conference/School Business P - Personal Business (will be deducted from pay)
I - lllness N - Necessity Leave
B - Bereavement (note relationship) WI - Work Injury
V - Vacation S - Subpoena (School Business Only)
J - Jury Duty ** C/O - Contract or Overload

Payroll / 1900 Pico Boulevard, Santa Monica, CA 90405 / (310)434-4234
www.smc.edu/payroll
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