ADMINISTRATIVE MEMORANDUM 111 – Check list
EMPLOYER/EMPLOYEE RELATIONSHIP – STIPEND and EXPENSE REIMBURSEMENT
1)
Contract Drafting

· Specify what type of service is to be provided.

· Specify the dates of when the service is to be provided.

· Specify where the service is to be provided.

· If exempt employee

· Flat fee or hourly rate
· If hourly rate

· Specify number of hours 

· If non-exempt employee

· Specify hourly rate

· Specify hours 

· Specify overtime

· Expenses will be reimbursed in accordance with Administrative Memorandum #205.  

· Provide contractor with Administrative Memorandum #205 and Administrative Memorandum 205 Appendix A.

(  Contract must specify what payment instrument(s) to submit for payment.

(  Invoice or 

· Time Card for monetary consideration beyond expenses
· Expense Reimbursement Document for expenses

· Specify bi-weekly pay cycle

· Submit completed I-9 and W4 to HR

2)
Payment Process (after service has been provided)
· Submit letter contract to Administrative Services Administrative Assistant for NIS 04 Number.

· Submit monetary consideration beyond expenses pay instrument to NDE Human Resources.

· Human Resources will activate the contracted employee in NIS payroll and forwards the monetary consideration beyond expenses pay instrument to Central Accounting.
· Central Accounting enters monetary consideration beyond expenses payment in NIS payroll using 04 Number in sub-ledger and “U” in the sub-ledger type.

· Team enters expense reimbursement payment in NIS using 04 Number in sub-ledger and “U” in the sub-ledger type.

· Team approves expense reimbursement payment in NIS and submits copy of letter contract and invoice/request for payment to Central Accounting.

· VR/ATP will track the NIS 04 Number and the number must be written or printed on the invoice or transmittal form that is submitted to Central Accounting. 

