
 
 
 

Payment Instructions and Procedures 

 

To make the payment process as easy as possible, we have set it up so that you can download, 

complete, and submit your AMTE 2026 invoice so that you can either get your PO and/or 

payment processed before attending.  

Step 1: Download the fillable PDF invoice provided on the AMTE webpage. 

Step 2: Complete the Date, Participant (with your institutional address), Institution, and Email 

Address sections.  

Step 3: Determine your Invoice # using the instructions below and enter that number on your 

fillable invoice. 

Step 4: Save your invoice and follow your institution's procedures for purchasing and email a 

copy of your completed invoice to masterteacher@alabama.edu.  

Step 5: Bring your PO or check to the Alabama Master Teacher Experience and present it at 

check-in!  

 

Instructions for Determining Your Invoice Number 

1. The first part of the invoice number will be "AMTE2026-" 

2. The second part of the invoice number will be your institution number (see table 

below). This is all if you are the only attendee from your institution.  

3. If Multiple Attendees from an Institution: If you are the only person from your 

institution, you don't have to add anything after the institution number. If there are 

multiple attendees from your institution, add the four-digit month and day of your 

birthdate at the end right after the institution number.  

Example: John Smith from Gadsden State's invoice number would be AMTE2026-190804 (19 

for Gadsden State and 0804 for August 4th - the month and day of his birthday).  

Questions/Technical Issues: If you have any questions or difficulty with creating your invoice, 

please contact David McRae & Trey Rayfield at masterteacher@alabama.edu.  
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List of Institutions 

 

 

College Invoice Prefix 

Bevill State Community College 11 

Bishop State Community College 12 

Calhoun Community College 13 

Central Alabama Community College 14 

Chattahoochee Valley Community College 15 

Coastal Alabama Community College 16 

Drake State Community and Technical College 17 

Enterprise State Community College 18 

Gadsden State Community College 19 

Ingram State Technical College 20 

Jefferson State Community College 21 

Lawson State Community College 22 

Lurleen B. Wallace Community College 23 

Marion Military Institute 24 

Northeast Alabama Community College 25 

Northwest–Shoals Community College 26 

Reid State Technical College 27 

Shelton State Community College 28 

Snead State Community College 29 

Southern Union State Community College 30 

Trenholm State Community College 31 

Wallace Community College (Dothan/Eufaula) 32 

Wallace Community College Selma 33 

Wallace State Community College (Hanceville) 34 

 

  

 

 


