REQUISITION FOR PAYMENT FORM INSTRUCTIONS
Teaching Assistantship (Outside Priority) and 

Research Assistantship
TEACHING ASSISTANTSHIP (DEPARTMENTALLY FUNDED OUTSIDE PRIORITY GRADUATE STUDENTS)

PURPOSE:

This form is used to authorize departmentally funded TA payments for graduate Outside Priority Students (OPS).

This form can be used to initiate the following payments:

· Payment over 1 term or 2 terms if the course is a full session (F and W)
· Rate of Pay/Hourly Rate is set as per the Collective Agreement 

· Payment Amount to Include Employer Source Deductions is not applicable on this form. (Source deductions will be automatic when the award is built).
· Payment Frequency is set to RECURRING PAYMENT

· As per instructions from Finance please use the following FOAP/Account:

· Fund = 100000

· ORGN = Your Org #

· Account = 611024 (this is for ALL TAs)
· Activity =  Finance also advised that if Grad Depts wish to highlight payments to graduate students they may use the Activity Code GRAD in conjunction with the 611024 account code.  
GRADUATE STUDENT REGISTRATION REQUIREMENTS:

· Students must be full-time.

PROCEDURES:

· The department in which the student performs the TA duties completes the requisition.

· The form must be signed off by the person with signing authority, and must include a Banner ID.
RESEARCH ASSISTANTSHIP
PURPOSE:

This form is used to authorize Research Assistantship stipends (Type A) and salaries (Type B) for graduate students.

This form can be used to initiate the following payments:

· Payment over 1 term (if you wish to pay the student for additional terms, please submit a separate requisition(s)) 
· Payment over  4 months or less (Sept-Dec, Jan-Apr, May-Aug)

· One time payments

GRADUATE STUDENT REGISTRATION REQUIREMENTS:
· Students must be full-time or part-time in order to receive an RA stipend.
· For one time lump sum payments for RA stipends, please indicate the Employment Start Date and End Date

· RA salary payments will be authorized for students who are not registered.
· For salary payments the Rate of Pay/Hourly Rate, the Total Hours, the start and end dates and Payment to Include Employer Source Deductions must be completed  
· Employer source deductions: if yes is indicated the amount of the total payment for RA salary payments will be reduced by approximately 14% so that the fund is only charged the Total Amount Due; if no is indicated the fund will be charged an additional 14% above the total amount due to cover the cost of vacation pay, CPP and EI for RA Salary and TA payments. 
PROCEDURES:

· The department in which the student performs the duties completes the requisition.

· The form must be signed off by either the grant holder or designate with signing authority, and must include a Banner ID.
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