
 
 
 
 

LUZERNE INTERMEDIATE UNIT #18 
368 TIOGA AVENUE 

KINGSTON, PA.  18704 
 

 BUSINESS OFFICE NOTIFICATION 
 
Please check one: Change for current employee:
   New employee:  
                                    Name of funding agency:  
Department:  
Name of Program:  
Full Time         Part Time       Hourly            

Name of Employee:  
Position:  
 
Appropriation Number:  1.                                %: 1. 
AccountCode       2.                                                 2.
       3.                                                 3.
              
                   
 
Board Approval Date:  ____________________________________________________ 
Effective Date:  __________________________________________________________ 
Annual Salary:  __________________________________________________________ 
Hourly Rate:  ___________________________     Daily Rate:  ____________________ 
Number of Hours Per Day:  _______________ 
Building Assignment(s):  ___________________________________________________ 
 
Comments:  
 

 
________________________________________________________________________ 
 Director Signature    Title      Date 
 
Approved  
 
________________________________________________________________________
Business Manager Signature   Title      Date 
 
 



      
 
 
 

BUSINESS OFFICE NOTIFICATION 
 

LUZERNE INTERMEDIATE UNIT #18 
 

368 Tioga Avenue   Kingston, Pa.  18704 
 

  Phone:  570-287-9681 Fax:  570-287-5721 
 
  Cell Phone:                             E-Mail:       
    
TO:  John Gordon, Business Manager 
 
FROM:  
 
RE:  Creation and/or Charge of Accounts 
 
 
Please create and/or charge the following budget:  ______________________________. 
 
Building Code:  ____________________ Account Code:  ____________________ 
 
Description: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
      
 



 
 
 
 
 
 
 

TRANSFER OF BUDGET AMOUNT 
 
 

DATE: _______________________________________________________ 
 
PROGRAM:  __________________________________________________ 
 
DEPARTMENT: _______________________________________________ 
 
BUILDING CODE: _____________________________________________ 
 
ACCOUNT CODE: _____________________________________________ 
 
AMOUNT FROM TO 
   
   
   
   
   
   
   
 
EXPLANAT ION:   
 
 
 
      ______________________________ 
       SIGNATURE 
      ______________________________ 
       AUTHORIZATION 
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