Payments to Students — Decision Tree

A student is an individual enrolled at Chico State or another college or university in a financial aid-eligible program under an official
agreement. This decision tree applies to payments to students; payments made to colleges and universities on behalf of their students;
and purchases made on behalf of students through direct bill or using a CSE P-card.
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Payments to Students — Legend

1. Services — Students can be paid non-employee compensation for
short-term services (e.g., music performance, photography services)
through CSE Accounts Payable (AP) if they are not CSE employees and
no employment relationship exists. Payment through AP is allowed
only if all of the following are true:

e Services are short-term, non-continuous, and limited to 5 days
maximum per semester.

e Total pay is less than $2,000.

e The engagement meets IRS rules for non-employee
compensation and is pre-approved by CSE Human Resources.

2. Work — Payment for work performed through hourly employment or
task-based assignments (e.g., graduate, teaching, or research assistant
positions) is considered wages and must be paid from an approved
Personnel Action Form (PAF) and timesheet. Compensation is classified
as wages when at least one of the following conditions apply:

e An employee-employer relationship exists, and the position is a
paid student role;

e The work or research primarily benefits the University, CSE, UF,
program, project, center, department, or faculty member;

e The student’s research or activity furthers faculty research or
auxiliary/institutional work; or

e The work, research, activity, would need to continue if the
student stopped performing it.

3. Personnel Action Form (PAF) — A Personnel Action Form (PAF) must
be completed by Project Director AND employee for all personnel
actions, including new hires, project assignments or additions,
employment status changes, leaves of absence, and employment
separation. A completed PAF must be on file with CSE HR before any
student work or services begin. Questions: CSE HR hr@csuchico.edu

4. Timesheet — All hours worked must be reported on an approved
timesheet. Enter prizes and awards for student employees in
Additional Payment section; report any associated hours worked on
the same timesheet. Submit only one timesheet per employee per pay-
period to CSE Payroll via Dropbox.

ADDITIONAL PAYMENT (Requires completion of timeclock below)
1.E. Bonuses, Speaker fees, other fixed amounts. Payments are subject to Overtime and

Double time paid in this period.
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5. CSE Grant Funded Loan — Assistance for students who participate in
grant funded programs tied to service obligations and payback terms is
classified as CSE Grant Funded Loans. The amount paid per academic
term/year must be coordinated by the student’s college. These
programs are limited in number and complex to administer. Questions:
CSE Sponsored Contracts or assigned analyst.

6. Travel Advance — A travel advance may be requested for a student
only when the travel is for business purposes and the student is
traveling in the capacity of an employee or meets the criteria of
student representative. Travel advances may not be issued earlier than
21 days prior to the start of the trip and must be cleared (expensed to
the project) within 60 days after completion of travel with proper
documentation, per CSE Travel Policy (under revision). Failure to clear
the advance within required timeline may result in payment being
treated as tax-reportable income.

7. Reimbursement — A reimbursement is a payment intended to make a
student whole for out-of-pocket expenses incurred for CSE business
purposes and is paid directly to the student by CSE AP when the
student incurs costs while acting or traveling in the capacity of

employee or student representative. Payment is not IRS tax-reportable
under an accountable plan (supported with proper documentation per
CSE Travel Policy—under revision).

. Student Representative — A student representative is a student who is

acting on behalf of the institution/auxiliary and meets at least one of the
following criteria:
e Presents research/scholarly work at conference or professional forum.
e Serves as a panelist to discuss, evaluate, assess, and decide outcomes.
e Serves as a judge to evaluate submissions and determine awards.
o Participates in athletic, scholastic, or other competitions representing
the institution.
e Participates in official recruitment or related activities on behalf of
institution.
e Participates in an approved capstone project conducted for
institutional business purposes.

. Participant Incentive — A nominal (de minimis), one-time incentive may be

provided to students to encourage participation or enrollment in a study or
completion of a survey. It should primarily consist of promotional items
(e.g., T-shirts, pens). Monetary incentives, provided by check, or gift
cards/certificates are considered financial aid, require pre-approval by
FASO, and may be used only when promotional items are not a viable
option. The value of the incentive should not exceed $50 per student.

10. Regalia — Regalia is traditional academic attire worn during graduation or

formal academic ceremonies and includes caps, gowns, hoods, stoles, and
pins that indicate degree, school, or field of study. Regalia for graduating
seniors may be purchased with appropriate documentation per CSE
Hospitality Policy (under revision). Regalia valued at $75 or more per
student is considered financial aid and requires pre-approval by FASO.

11. Cash Gifts, Prizes, and Awards — Cash gifts, prizes, and awards are

monetary payments granted to students in recognition of achievement
(civic, scientific, educational, artistic, or literary), for merit, or by chance.
These awards may result from contests, competitions, drawings, or other
selection processes and are not intended to encourage participation. Cash
gifts, prizes, and awards available only to students must be approved by
FASO prior to disbursement and may be subject to IRS reporting on 1098-T
form.

12. Scholarships — Scholarships, also referred to as student awards or

stipends, are financial awards that help cover a student’s cost of attendance
(COA) and may be awarded based on merit, financial need, or academic
achievement. All scholarships are subject to applicable federal and state
financial aid regulations and may affect a student’s overall financial aid
eligibility. For Chico State students, request scholarship payments through
Softdocs in coordination with FASO.

13. Fellowships — Fellowships, often referred to as student stipends, are a

type of scholarship awarded for advanced academic study, research, or
professional development that primarily benefits the student rather than
CSE, UF, the institution, or faculty research. Generally, when the student
selects their own research topic, payment is considered a fellowship.

e For Chico State students, request fellowship payments through Softdocs.

e For non-Chico State students, contact CSE AP (cseaccountspayable.edu)
before the academic term starts.

e Payment should be issued to the student’s home institution. If not
possible for non-CSU students, CSE AP may issue payment directly to
the student with an applicable tax letter.

Note: payment for work performed that primarily benefits Chico State

or CSE does not qualify as a fellowship and must be paid as wages.
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