
Who is receiving payment?
· Employee – Must be paid through payroll
· Employee-owned company – must be paid through payroll
· Non-Employee (individual or company) – Paid on a Disbursement Voucher or Payment Request (PO) 
· CSU Student – Must be paid through student account (DPSA). 
· The only exception is reimbursement for out-of-pocket expenses related to CSU business/club expenses. 
· Must be paid via DPSA if the payment is in the same calendar year they graduated (e.g., student graduated in May, reimbursement is in September of the same year).

What is the payment for? Must include what the payment is for in the notes and attachments section of the new vendor documents and vendor edits if changing. 

Product/Goods:
· Attach W9 and vendor self-certification form
 
Services provided by an individual/sole proprietor or single-member LLC:
· Attach W9, Independent Contractor Form, and Vendor Self Certification Form
· If a PERA Retiree, must attach a completed PERA disclosure form.
· Foreign individual/sole proprietor – W-8 BEN and Independent Contractor Form only.
· Please include in the notes and attachments section of the vendor doc whether the work will be provided inside or outside the US. If the work will be performed in the US, please contact the Foreign Tax Office. 
· Certain immigration statuses restrict compensation for services. Refer to the Tax Services website before agreeing to retain independent services from foreign national individuals. 
 
Services provided by a C Corporation, S Corporation, Partnership, Trust/Estate, Multi-Member Limited Liability Company (C, S, P), Non-Profit, Government:
· Attach W9 and Vendor Self Certification Form (no independent contractor form)
· If LLC is marked, the tax classification must be included (C, S, or P)
· Foreign – W8 BEN-E only (no vendor self-certification or independent contractor)

Honorarium for Invited Guest Speakers (Individuals Only):
· Attach W9 and Honoraria Checklist for Invited Guest Speakers form
· Flyer/Announcement can be used in lieu of an invoice
· Honorariums can only be paid to individuals and cannot be paid to companies. 
· Payments to companies are considered payment for services, and an invoice is required. 
· Foreign individual/sole proprietor – W-8 BEN and Honoraria Checklist for Invited Guest Speakers form.
· Please include in the notes and attachments section of the vendor doc whether the work will be provided inside or outside the US. If the work will be performed inside the US, please contact the Foreign Tax Office.
· Certain immigration statuses restrict compensation for services. Refer to the Tax Information for: Foreign Nationals tab on the Tax Services Website for more information before agreeing to retain independent services from foreign national individuals. 
· If you are paying an honorarium for something other than a guest speaker or to a company, use the employee vs independent contractor form and include honoraria information in the statement of work section. 


Reimbursement Only:
· No documents needed. A note must be included in the notes and attachment section of the vendor document stating, “reimbursing vendor for _______.” Depending on the reimbursement, AP may need to code the payment as “other income”. 
· Reimbursements for the primary benefit of a CSU student must be paid through a Department Payment to Student Account (DPSA). 
· If a reimbursement is made to a non-employee, the expense must be a primary benefit to CSU and a group (not an individual). 
· 2.1.1 (vii). All tax-reportable (i.e., W9 requirement) payments made to third parties must be paid directly to the payee by the University. 


Refund:
· No documents needed. A note must be included in the notes and attachments section of the vendor document stating, “refund vendor only.”

Stipend/Fellowship Payments:
· Attach W9 and Stipend Approval Form 
· Stipends to CSU students must be paid through the Department Payment to Student Account (DPSA). 

Research Incentive Payment:
· Attach W9 and Incentive Payment Request Form
 
Award:
· Non-employee, attach W9 and a copy of the award description with senior leadership signature/approval. Must obtain senior leadership approval before the award recipients are announced. 
· All awards are processed through HR Payroll except CSU students. 
· Awards to CSU students must be paid through DPSA. 
· HR Payroll award request information 



Travel Expenses Reimbursement for Non-Employee Providing a Service:
· Service fee, travel expenses, and other related service expenses must be included on a single disbursement voucher (DV) with an invoice attached.
· Can be reimbursed through TEM on a Travel Reimbursement as well. 

If the payment is for medical services (including veterinary services) or legal services, the ownership type must be included in the ownership type dropdown. 
· For Foreign Vendors - Mark foreign (including individuals) unless the vendor has a US taxpayer ID, then choose the ownership type marked on the W-8BEN-E form. 
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Editing a Current Vendor:
· Attach supporting documentation
· Remit addresses – attach invoice or other document showing remit address
· Name changes – attach new W-9

References:
FPI 2-5 – Payments to Students
FPI 2-10 – Research, Survey, and Other Related Incentives
FPI 2-18 – Honoraria 
FPI 2-19 – Independent Contractor
Accounts Payable Website
Business and Financial Service Website – Forms
Tax Services Website 
Colorado PERA Website – Working after retirement
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Here is the info for getting an award processed.

All awards, regardless of purpose or recipient must be given only in recognition of acts or achievements clearly
benefiting the University. Awards require a formal process defined by:

1. A written statement,
a. documenting the purpose of the award
b. the criteria for eligibility
c. the selection procedure

2. Aformal presentation ceremony

An email or letter with the following information is required for payroll to process an awards payment:

Formal name of award:
Account number to be charged:

Name of recipient
Amount of award

If recipient is an employee:
Oracle assignment #

If recipient is a non-employee:

The department needs to set up the recipient as a vendor in Kuali approved by BFS.

A completed IRS Form W-9 and Self-Certification forms with email address of the recipient must
be completed for the vendor set up in Kuali.

International recipients should complete W-8 and contact the Business & Finance Office to fill
out information on Glaciers.

Is the award amount:
A gross figure (taxes to be withheld net paid to employee)
Or
The net amount that the employee is to receive:
A quick pay request needs to be sent with an account number to charge the fee.

Is the award to be paid:
With next payroll processing
Or
A manual check issued by following date:

Contact name if questions or for check delivery
Approval of Department Head/Dean or their delegate is required.

Requests can be submitted to payroll at the address below or via email to
hrs payroll@mail.colostate.edu
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