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Memorandum

Date:
May 28, 2004
To:
Grants Officers
From:
Daniel Carrier


Manager, Procurement and Payables

Subj:
E-Stipend Program
As announced by Jerry Steele in a recent Grants Officers meeting, RF is launching a new e-Stipend program for direct deposit of scholarship and stipends payments to recipient bank accounts.  This procedure will be used for all stipend/scholarship payments as of July 2004 whenever the following conditions apply:
· Three or more payments will be made
· Payments are in equal monthly amounts
Announcement of e-Stipends will appear shortly on the RF website and the attached guidelines will be included in the OTPS section of the Project Director’s Guide under “Stipend/Scholarship/Honoraria Payments”.  All forms referenced are downloadable through the links provided.

We appreciate your assistance in introducing this program to your Project Directors.

Please do not hesitate to contact me at (212) 417-8480 if you need clarification of any of the aspects of this new procedure.
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E-Stipend Guidelines For Principal Investigators

I. Overview

The Research Foundation is introducing e-Stipend, a faster, more secure stipend and scholarship payment service for Principal Investigators and stipend/scholarship recipients. 

Beginning in July 2004, all stipends and scholarships with three or more equal monthly payments will be converted into electronic payments via direct deposit instead of checks. Stipends with fewer payments will remain on a paper check basis.

The benefits of the e-Stipend service include:   

· No more lost, missing or late checks to research. No check cashing fees for students and research assistants. No need for costly messenger service to distribute checks to campuses. 

· Payments will be automatically generated on the same day of each month. This will result in a more timely and predictable recurring payment schedule known in advance when the project is set up.  

· Project Directors and PIs can modify payments with minimal involvement. 

· Stipend/scholarship payments will be made electronically into the recipient’s checking account via direct deposit.  A free E-Fund account will be established by the RF for recipients without a checking account to facilitate electronic payment via direct deposit. 

II. Instructions

1. If This Is A New Enrollment Of Stipend/Scholarship Recipients -

Assemble the following documents for each eligible student:

	Stipend/Fellowship

Information
	
	Bank

Information

	For U.S. citizens & resident aliens: 

· RF-701 Data Collection Form (PDF); and

· RF-703 Classification Questionnaire (PDF)
; and 

· Copy of the school award letter

OR

For non-resident aliens:

· RF-701-NRA Data Collection Form for Non Resident Aliens (PDF); and

· RF-702 Determination of Alien Tax Status (PDF); and

· Copy of the school award letter
	AND

one 

of 

the following:
	If the student already has a bank account:

Direct Deposit Enrollment Form (PDF)
OR

If the student does not have a bank account:
Stipend Account E-Fund Enrollment Form


2. Submit the complete student(s) file with a payment request form to your OTPS team. E-Stipends will be paid on the 25th of each month for the following month. 

Please allow 15 business days for setup and processing.  

3. If The Student Is Already Enrolled In Existing Stipend/Scholarship Payments And Currently Receives Paper Checks -
Please obtain the appropriate bank information for each student and forward the completed form to your OTPS team:

	If the student already has a bank account:


	Direct Deposit Enrollment Form (PDF)


	If the student does not have a bank account:
	Stipend Account E-Fund Enrollment Form




For further information on the advantages, please refer students to Direct Deposit: What it               means to you. 

4.
Ten days prior to the E-Stipend pay date, you will receive an email notification from the RF with the list of payees, amounts and date to be paid as shown below. A recipient list for each project number will be emailed separately. Please review all information carefully.

SAMPLE E-STIPEND EMAIL

From: fgopez@rfcuny.org [mailto:fgopez@rfcuny.org]

Sent: None

To: jerry_steele@rfcuny.org

Cc: 

Subject: Automatic Stipend Payment

This e-mail is automatically generated by the system to notify you of the following stipends that are going to be paid.

Vendor Name       

Invoice Number  SchPayDate     Payment Amt   Project    

------------------------------ 
-------------------- 
---------- 
------------------
----------------

ANNA OTERO         
SEPT 2003         11/20/04       
 500.00 
90001-00 04

CONSUELO GARCIA    
SEPT 2003         11/20/04        
 750.00 
90001-00 04

DANIELLA WHITE     
SEPT 2003         11/20/04        
 250.00 
90001-00 04

DEREK B. POWELL    
SEPT 2003         11/20/04       
1250.00 
90001-00 04

DIANNE MONROSE    
SEPT 2003         11/20/04     
1250.00 
90001-00 04

HUGH LAWRENCE      
SEPT 2003         11/20/04   
  250.00 
90001-00 04

LERON HOLDER       
SEPT 2003         11/20/04     
  500.00 
90001-00 04

LOUIS WAWERU      
SEPT 2003         11/20/04      
  250.00 
90001-00 04

LUIS A. SEPULVEDA  
SEPT 2003         11/20/04       
1250.00 
90001-00 04

4. To withhold any/all of the scheduled payments, you must notify your Project Administrator at the RF by return e-mail at least three days before scheduled payment date (i.e., by the 22nd of the month). 

5. If all the information is correct, no further action or response on your part is needed. The RF will automatically pay as indicated on the list.

If you have any questions, please contact Daniel Carrier, Manager Procurement & Payables, at 212-417-8480.
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