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*** See additional detail in the Policy & Flowchart Narrative
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(A) Is the payment for work? Will the 
recipient have required hours, duties, 
tasks associated with the payment?

(B) The recipient should be paid as an 
employee. Complete a PAF for the 

receipient using the appropriate account 
per HR.

(C) Is the recipient required to 
complete a project, deliver a product, 
etc. in order to receive the payment?

(K) Is the recipient employed by UCA, or 
have they been employed and/or do they 

expect to be employed during the 
calendar year of the expected payment?

(D) The recipient may  be paid as a 
contractor via requisition/PO. See 

account list. The recipient may also be 
paid as an employee per Box (B).

(F) The recipient should be paid via 
requisition/PO using Account 718200. 

The recipient may also be paid as an 
employee per Box (B).

(E) Is the recipient a PARTICIPANT in 
research or a similar program?

(H) The recipient may  be paid via 
requisition/PO using Account 718210 

Honorarium. The recipient may also be 
paid as an employee per Box (B).

(S) The department should complete 
standard Tuition/Fee waiver forms and 

process through Scholarship Compliance 
or Post-Award as applicable.***

(U) The stipend is nontaxable and 
should be processed using Account 
718235 Stipend-Qualified Expenses.

(Z) Please contact the Associate VP 
for Finance to provide details and 

determine proper treatment.

(Q) The stipend is a scholarship and 
should be awarded using the 

appropriate scholarship process.

(P) Is the payment actually a 
University scholarship (ex. 

Honors/Scholars, etc.)?

(G) Is the payment an 
honorarium?***

(R) Is the payments directly covering 
tuition and fees for a student? (Tuition 

and/or fee waivers, etc. applied directly to 
student account.)

(T) Is the stipend intended to ONLY cover 
certain expenses other than tuition and 
fees: ex. required books, supplies, and 

equipment?

(I) Is the payment intended to cover cost-of-
living expenses other than tuition, fees, or 

required materials: housing, food, utilities, 
non-required  books and materials, etc.?

(J) The stipend may  be processed using 
Account 718230 Stipend-Nonqualified 

Expenses. The recipient may also be paid 
as an employee per Box (B).

(L) Is the payment intended to 
reimburse a student for non-required 

travel?

(M) The payment should be paid 
through a travel requisition using 

Account 717111 UCA Student 
Individual Travel.

(N) Is the payment intended to 
reimburse a student for required 

travel?

(O) The payment should be processed 
as a scholarship. Please contact the 
Office of Financial Aid for additional 

instruction.


