
What is the reason 
for this payment?

Award/Prize Participation in 
study/survey

Duties 
performed

Additional work 
related to 
current 

employment

Internship Reimbursement Honorarium
Specific charges 

on student 
account

Direct education 
expenses

Claim Voucher Entry 
Application

Is payee a 
student?

Yes

Student Resource 
Payment Application

No

Employment 
Services

Claim Voucher Entry 
Application

Other

Were there prior 
arrangements to the 
amount of payment?

No

Yes

Purchasing

Was the payee enrolled as a 
student during the term the 
charge posted to the student 

account?

No

Yes

Student Fee 
Payment Application

Is payee a 
student?

No

Is internship paid in 
exchange for hours 

worked?

Yes

No

Yes

Does the relationship 
benefit the individual 

more than the university?

Yes

No

Does the internship 
replace a university 

employee?

Yes/No

Employment 
Services

See page 
2

Current non‐
student 
employee

No

Payroll

Yes

Employment 
Services

https://vandalweb.uidaho.edu/PROD/twbkwbis.P_WWWLogin?ret_code=sfp_entry
https://vandalweb.uidaho.edu/PROD/twbkwbis.P_WWWLogin?ret_code=cv_entry
https://vandalweb.uidaho.edu/PROD/twbkwbis.P_WWWLogin?ret_code=cv_entry
mailto: hr-pay@uidaho.edu
mailto: hr-pay@uidaho.edu
mailto: hr-pay@uidaho.edu
http://www.uidaho.edu/controller/purchasing/forms
mandyc
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Employment 
Services

Employment 
Services

Current 
Employee?No

Aside from the money 
earned on the project, can 
the payee make a profit or 
suffer a loss as a result of 
the work performed?

Are duties 
performed related 
to payee’s current 

role at UI?

Yes Yes Employment 
Services

No

Is payee a 
Current 
Student?

No Employment 
Services

Yes

Are duties performed 
related to payee’s 
educational path?

No

Does the relationship 
benefit the individual 

more than the university?

Yes

Yes

No

No

Yes

Does payee have investment 
in equipment or facilities to 

perform the work

Duties 
Performed

Employment 
Services

No

Yes

Does the payee offer these 
services to the general public 
as a business or corporation?

No

Yes

Can the payee 
work for more 

than one client at a 
time?

No Yes Service Contract 
Application

https://vandalweb.uidaho.edu/PROD/twbkwbis.P_WWWLogin?ret_code=psc_entry
mailto: hr-pay@uidaho.edu
mailto: hr-pay@uidaho.edu
mailto: hr-pay@uidaho.edu
mailto: hr-pay@uidaho.edu
mailto: hr-pay@uidaho.edu



