H ORSP Stipend Request Form
HoHLANDS Student and Non-student

Financial Aid Accounts Payable HR/Payroll

Select the appropriate box based on the stipend flowchart, which can be found on the attached ORSP
Student Stipend Pathway - page 2. If you are unsure, please contact the Office of Research and
Sponsored Projects (ORSP) for assistance.

Note: If a grant needs to process numerous stipends simultaneously, please contact the Office of Research and Sponsored
Projects for further assistance.

Please apply a student stipend based on the following details:

1.

Name:

. Address:
. Banner ID:
. Amount:

2
3
4
5.
6
7
8
9

FOAP 1/Distribution:

. FOAP 2/Distribution:
. Semester / Year:

. Start Date:

. End Date:

10.

Attach Special Instructions and Purpose of the Stipend to Request Form.

Principal Investigator/Grant Coordinator Signature:
Date:

Office of Research and Sponsored Projects Signature:
Date:

Financial Aid Signature:
Date:

Accounts Payable Signature:
Date:

HR/Payroll Signature:
Date:

Not all signatures are necessary. The signatures are dependent on the selection of the stipend. The
only two signatures that are a must are the PI/Grant Coordinator and the ORSP.




H General Information about Stipends

HIGHLANDS
UNIVERSITY

General Description
The student stipend process may lead to three different payment pathways that depend on project
requirements or individual student situation.

Agreements

1. Principal Investigator (PI) ensures these pathways meet particular grant or contract
requirements.

2. PI ensures early communication and timely submission for payment.

3. PI and student understand that stipend may only be disbursed during a term in which the
student is enrolled.

4. PI and student understand that stipends may be taxable depending on individual’s tax
situation.

Advantages and Disadvantages of Each Method of Disbursement
1. Financial Aid
a. Pro — May be tax exempt depending on IRS rules, i.e. debt reduction.
b. Con — Stipend is applied to tuition/fees first before going to student, i.c. less
walkaround money.
2. Accounts Payable

a. Pro — Direct payment with no tax reduction, i.e. walkaround money.
b. Con — There may be unexpected tax implication at the end of tax year. AP not an
option if student has been a student employee in same tax year.
3. HR Payroll
a. Pro — Direct payment with taxes, etc. deducted, i.e. less walkaround money.
b. Con — Service/work requirement with other possible HR requitements.



H Stipend Flowchart

HIGHLANDS
UNIVERSITY

Student’s annual cost of
attendance met? NO

PI/ORSP may elect to
pay stipend through
Financial Aid.

Student employed within the

NO
calendar year by NMHU?

PI/ORSP may elect to pay
stipend through Accounts
Payable (Chrome River). *

YES

Work/service stipend?

YES NO

Stipend cannot be paid

PI/ORSP may elect to student.

to pay stipend
through HR/Payroll.

*In a calendar year, amounts paid through Accounts Payable higher than the IRS threshold (currently
$600) will be subject to 1099 reporting, and students will be required to complete a W-9 form.

TIPS
1. If student enrollment is unknown, reference Degree Audit or contact Registrar at
Registrar@nmhu.edu. It is best if student ID is known.

2. If student employment is unknown, contact Financial Aid at FinancialAid@nmhu.edu.
It is best if student ID is known.

3. If cost of attendance is unknown, contact Financial Aid at FinancialAid@nmhu.edu. It
is best if student ID is known.
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H Stipend Department Process

HIGHLANDS
UNIVERSITY

Financial Aid Process:

Submit stipend request form to the Office of Research and Sponsored Projects (ORSP) with the
following information:

Student Name(s)

Student ID(s)

Stipend Amount

FOAP

Stipend Semester

Special Instructions, as necessary

NOTE: ORSP will review for compliance and forward to FA for processing.

Accounts Payable Process:

Using Chrome River, create an invoice for each student with:

Student Name

Student ID

Stipend Amount

FOAP

Attach stipend request form

NOTEs s:

ORSP will review for compliance as part of the approval process in Chrome River.

Student may need to complete vendor-type forms (W-9, Direct Deposit, etc.) to receive
payment.

Student may elect to sign up for direct deposit. If not, they will receive a paper check. If AP is not
told to hold the paper check, it will be mailed.

HR/Payroll Process:

Create a Student-Hire form and accompanying stipend request form and submit to ORSP to briefly
describe:

Purpose of Stipend

Student Name

Student ID

Stipend Amount

FOAP

Stipend Date(s)

Purpose of the Stipend, Service to be Performed, FOAP

NOTEs:

ORSP will review for compliance and forward to HR for processing.

Though a grant may allow non-service stipends, there must be service for a stipend to be
processed through HR/Payroll. Additional HR/Payroll requirements may be assignment of a
supervisor, timesheet reporting, etc.
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