


SCHEDULED DISBURSEMENTS FORM INSTRUCTIONS AND GUIDELINES

In order to streamline and improve the process for Stipend, GRA Support, and Student Intern compensation or stipend checks, one form has been developed to be used for all three types of students.  Trainee Fellows and Student Interns are issued a subsistence allowance in the form of a stipend to defray living expenses during the research experience.  GRAs are issued compensation for services rendered.  These “students” do not maintain an employee-employer relationship with OHSU.

Form Instructions:

Complete the From section of the form header, include preparers name and email.

Complete the scheduled Individual’s name, social security number and full current address.

Select the action this form will complete:  
New – if setting up a new disbursement schedule for either existing or new individuals to OHSU
Revised Account Number – if making changes to only the scheduled account number(s)
Revised Amounts – if making changes to scheduled amounts
Stop Schedule as of – if stopping disbursement schedule, be sure to enter in their final appointment date
Other – for all other requests that do not fit into the categories above, please describe in space to the right.  

Answer questions 1 – 3 to determine the appropriate expenditure type and/or object code to correctly classify the “student”.  These questions must be answered yes or no.  “Student” definitions:

Fellow or Trainee – 
Predoctoral trainee: An individual who would otherwise qualify as a GRA who is appointed to an NRSA Institutional training grant (T award) or individual fellowship (F award) 
Postdoctoral fellow/trainee: An individual who would otherwise qualify as a fellow who is appointed to an NRSA Institutional training grant (T award) or individual fellowship (F award) or American Heart Association (AHA) award.

Graduate Research Assistant-
A fully admitted graduate student appointed to an assistantship while working toward a degree and employed at least 0.15 FTE at duties related to research.

Student Intern –
A person at least 16 years of age who is enrolled in or on vacation from or is otherwise registered in a high school, college undergraduate program (minimum 6 credit hours) or college or university graduate program (minimum 4.5 credit hours) and is participating in a formal internship training program at OHSU.  This classification is intended to be short term, i.e. for summer internships.  If  they are appointed to a sponsored project, it  must be specifically stated in the award as part of the overall program.

For questions related to the student definitions, contact HR Compensation at:  hrcomp@ohsu.edu

To set up the scheduled disbursements, enter into the first line of the table:
1. Each month and year of their appointment. If prorated, enter the prorated dates for the first month in the first row, and the prorated dates of their final month in the last row.
2. If the payment is from a POETA account, enter the appropriate OGA account information in the columns on the left.  
3. If the payment is from a FOMOPPL account, enter the appropriate GL account information on the columns to the right.  
4. If the payment is a combination of both POETA and FOMOPPL, complete all columns. 

Information entered into line one will automatically populate all lines below it.  Each line is formulated to copy data provided in the cell above.  To discontinue the formula, select the cell and hit delete.  


For IRS Tax compliance reasons, Residency information is required prior to making disbursements to of an individual.  It is very helpful when Residency Information Forms are included with the form.  http://www.ohsu.edu/xd/about/services/financial-services/forms/upload/AP_Residency_Status_Information_Form.pdf  
· Paperwork for a new foreign individual should include a fully completed Foreign National Information Form.  This information is necessary for us to determine if the recipient qualifies for tax treaty exemption.  http://www.ohsu.edu/xd/about/services/financial-services/forms/upload/APForeignNatInfoForm.pdf 
· Failure to complete and return these forms will require Accounts Payables to withhold 14% tax until this paperwork is received.


Enter the Fiscal Authority name(s) and obtain approval signature(s).

Form Routing:

If schedule uses a POETA account, send to SPA for approval at AD220.

If schedule uses only a FOMOPPL account, send to AP for approval at AD220. 

If schedule uses both POETA and FOMOPPL accounts, send to SPA first.


Guidelines

Accounts Payable recognizes that these disbursements are extremely important to everyone involved. 

· All Stipend, GRA Support, and Student Intern disbursements must be requested on the Scheduled Disbursement form, NOT on Accounts Payable Disbursement Request forms, regardless if the recipients will receive only one check or a series of checks.  The Scheduled Disbursements Form can be found here:  http://ozone.ohsu.edu/financial/ap/index.shtml

· All Scheduled Disbursement forms for stipends using grant accounts (POETAs) can originate from either Sponsored Projects Administration or the department.  The department will have the opportunity to supplement the stipend with general funds if so desired.  

· GRA Support payments cannot be paid from NRSA (National Research Service Awards).

· Student Intern payments cannot be paid from NRSA (National Research Service Awards) or other federal R01 awards.

· Forms need to be received by Accounts Payable by the 15th of the month, in order to guarantee disbursements will be processed by the promised date and with the requested updates.  Departments must submit their paperwork to SPA far enough in advance of the 15th to allow time for approval before the deadline.

· Direct Deposit forms are found on the Accounts Payable ozone web site http://www.ohsu.edu/xd/about/services/financial-services/forms/upload/Net_Direct-Deposit.docx 
 If the recipient wishes to have checks directly deposited to their bank account, they should fill out and attach a voided check to the form and either mail it to Accounts Payable AD220 or fax it to 503 296-5554.   If this form is not received in Accounts Payable by the 15th of the month, direct deposit cannot be established until the next month.  If the recipient changes banks during the month, a new direct deposit form must be submitted prior to the monthly ACH file going to the bank; otherwise the recipient will need to contact their old bank regarding their funds.  The Accounts Payable website has the schedule for the Direct Deposits http://www.ohsu.edu/xd/about/services/financial-services/forms/upload/Stipend-paydates-through-June-2010.pdf

· Please do not forward any Stipend, GRA Support or Student Intern forms using sponsored funds to Accounts Payable until the project has been set up.  We are unable to process disbursements until they are established in OGA.  The series of compensation/stipend on a form should not extend past the available funding.  For example, if funding runs out in July-06, do not submit a form scheduling payments for July-06 through August-07.  Request a series of checks showing fund “To Be Announced” or “TBA” on the form after the last known check that is funded.  If the account numbers change part way through the series, add a blank line to highlight the new account numbers.  

· All series of compensation/stipend payments for an individual charging multiple accounts need to start and end at the same time for each project or accounting string.  For example if a person’s disbursement is largely from grant funds but also receives a small supplemental amount from department funds, please ensure that the start and end dates are the same.      

· The total dollar amount allotted for a recipient to receive in a particular series should be divided by the number of periods in the term and rounded to the nearest penny.  Please do not round to whole dollar, then change the amount by a dollar midway in the series or request a series of checks where the dollar amount changes each month.  If the recipient is paid a few pennies more or less than the budgeted amount due to rounding, please make an adjustment on their final check.  

· Departments need to verify the spelling of recipients’ names and their home addresses when creating forms to ensure that Accounts Payable will issue disbursements correctly and send disbursements to current, correct addresses. The preparer also needs to be certain that the recipient’s social security number is correct on the form.   Recipient need to notify both their department and Accounts Payable when they move to prevent checks from being lost or returned to Accounts Payable by the postal service.  
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