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Note to the Faculty Researcher




The following guidelines have been provided to facilitate the conduct of your research project.  Our purpose is to help ensure that your project is not impeded as a result of administrative error or inaction.  Steps have been enumerated for such activities as the employment of a student worker, the purchase of supplies, the processing of travel reimbursement claims, etc.  If you have any questions concerning these guidelines or if there are other ways we might assist you in the administration of your project, please contact Research & Sponsored Programs Office, Tiffany Wika, Administration B20, Ext.2034, wikat@nsuok.edu or Kathi Schoonover, Administration, B19, Ext.2243, schoonok@nsuok.edu, Fax 2077.  Please also note that the forms are available on the Faculty Research Committee website, http://arapaho.nsuok.edu/~nsufrc, under “Information for Current Grant Recipients”.

All faculty researchers must receive training, provided by the Office of Research and Sponsored Programs on an individual basis, to ensure understanding and compliance with these policies. 


Dr. Janet Bahr
Associate Vice President for Academic Affairs











FRC Guidelines for Employing a Student Worker


Student workers are not allowed to work over 15 hours per week (an internal committee policy).  A student should not begin work until a student employment contract has been signed by the Account Sponsor, Dr. Bahr.  Due to year end budget policies, work wages end after the third week in June.

If you wish to employ a student but do not have a particular qualified student in mind, complete the Student Employment Posting Request form (attached).  Send or bring the completed form the Office of Research & Sponsored Programs, Administration B19 or B20.  After Dr. Bahr has authorized the employment search, the request is then sent to the Office of Student Financial Services.  They will post the job opening on an Employment Opportunity Board located in the foyer of their office.   If a student is interested in the job you have available, he/she should contact you.  If you do not wish to hire this candidate, you should refer that student back to the Office of Student Financial Services for further assistance with job placement.

When you have found a student to hire, you need to fill out a Student Employment Contract Request form (attached).  Send the completed form to Research & Sponsored Programs, Administration B19 or B20. After the form receives Dr. Bahr's signature, it will be forwarded to the Office of Student Financial Services.    

Please allow about one week for contract processing and mailing.  Attached to the Student Worker Contract will be four forms that must be completed by all student workers.  These forms include a Federal W-4 form, a Loyalty Oath, a Time Keeping Action Request Form, an Automatic Bank Deposit Form, and an Employee Eligibility Verification Form I-9.  You are responsible for the completeness and correctness of these forms.  You need to fill out the I-9, sign it and attach a copy of the student’s driver’s license and social security card.  If assistance is needed in completing these forms, please contact Student Financial Services. 

Please insure that the student and the Faculty Researcher signatures are on the contract.  The signed contract should be mailed or brought to Research and Sponsored Programs who will see that it is signed by Dr. Bahr.  It will then be taken to the Payroll Office.

A record of student worker hours should be kept DAILY by completing an NSU Student Time Sheet online. This will be done through nFocus until the end of the Fall 2011 semester. Beginning in January 2012, this will be done through Banner.  You are responsible for making sure you do not go over your student worker budget.  Students are paid every two weeks.


If you have a student worker being paid out of your grant, you will receive a monthly calendar showing the dates time sheets are due to the payroll department.  Time sheets are due in the Payroll department the Wednesday following the last Friday of the two week work period.  Therefore time sheets need to be submitted online no later than the Tuesday following the last Friday of the pay period.  A recommendation is to submit and approve the time sheets on the last Friday of the pay period, the day the student picks up their paycheck.  

The faculty researcher's approval as immediate supervisor of the student will be verification that the number of hours worked is correct.  Dr. Bahr will approve the Student Time Sheet as Account Sponsor.

The student worker's paycheck will be deposited electronically in his/her bank account on Friday, at the end of the next pay period.































FRC Guidelines for Purchasing Supplies & Equipment


Complete the Supplies/Equipment Request form (attached).  If possible, it would be helpful to include a link to the website where this item was found.  The shipping cost must also be included. Note if it is an estimate or a quote.  If there is no shipping charge, please indicate with a zero.  If the vendor is one that has never been used by NSU before, we will need to have them fill out a W-9 before a requisition can be entered into our system.

Send the completed form and web link (if applicable), to the Research & Sponsored Programs Office, schoonok@nsuok.edu or wikat@nsuok.edu.  They will prepare an NSU requisition from the information provided on the form.

Merchandise purchased from off-campus vendors will be delivered to the faculty member.  If an invoice is included with the merchandise, please forward that invoice to Research and Sponsored Programs.

FYI: Each requisition will be processed through the IFAS Approval process as expediently as possible.  Once all approvals are made, the Director of Purchasing will proceed to complete the purchase according to state statutes and administrative regulation.  When the purchase order has been made, Research and Sponsored Programs will receive a copy of the purchase order and it will be kept with the account records.  Please note that any item over $2500 will need to have a competitive shop form filled out.  The information on this form should be gathered by the researcher.  Any item over $7,000 will need to be bid.  The purchasing department will handle the bid.  This process will take 20 to 30 days to complete.



PLEASE NOTE:

All requests for supplies and equipment must be submitted to Research and Sponsored Programs no later than May 31, 2012. 












FRC Guidelines for Postage

If you have a survey/questionnaire to be mailed as part of your research project, the following actions should be taken to ensure that the postage is charged to the Faculty Research Account. (1) Bundle your mailing and attach a memo to the NSU Mail Room stating that the postage fees should be charged to the Faculty Research account (contact Research & Sponsored Programs for this information).  (2)  Include in the memo how many letters are included in the mailing.  At the end of every month send Research and Sponsored Programs the Monthly Postage Log form (attached) along with copies of the memos submitted to the Mail Room.  Please note:  If your mailing consists of more than 200 pieces, it is possible to receive a reduced postage rate.  This process involves sorting the pieces in zip-code order, etc.  Contact the NSU Mail Room for specific instructions.

	FRC Guidelines for Long Distance Calls

Each faculty researcher with funds committed to long distance calls will be issued a different access code that will automatically charge the Faculty Research account.  You need to provide Research and Sponsored Programs with your social security number so they can set this up (allow a couple of days for this process).  All calls associated with your research must be made from an NSU extension.  Please keep track of the long distance calls related to your research by submitting a "Monthly Long Distance Telephone Log form (attached) to Research and Sponsored Programs at the end of every month. 

	FRC Guidelines for Photocopying, Duplication, or Printing

If you need a small number of copies made of materials associated with your research project, and were approved for duplication expenses in your research proposal, you may use the copy machine in the Academic Affairs Office.  It will be necessary that you record the number of copies you run on a sheet that will be provided by Susan Perry at the front desk of the Academic Affairs Office.  She will forward the form to Research and Sponsored Programs and the faculty research budget will ultimately be billed for those copies at a rate of $0.05 per copy.

If you have need for a larger number of copies of materials associated with your research project it is appropriate that you use the NSU Copy Zone for such services.  It is the researcher’s responsibility to contact the NSU Copy Zone and get exact quotes. Once you have determined your duplication/printing needs the information must to be sent to Research and Sponsored Programs in the form of a memo or Supply/Equipment Request form.




FRC Guidelines for Processing Travel

If you received funds for travel expenses in your grant, you must pay the costs and be reimbursed.  Out-of-state transportation costs cannot exceed that of coach airplane fare.  If you use a personal vehicle for travel outside of Oklahoma, you will need to get an air fare comparison from a state approved agency prior to beginning your trip.  

If traveling by University vehicle, you will need to request the vehicle and include the number of miles and destination to be traveled.  In order to reserve the vehicle, you must call the Motor Pool (ext. 2419) and give them this information.  Also, email or bring this information to Research and Sponsored Programs, Administration B19 or B20.  If you are traveling by personal car, you will be reimbursed $.51 for each mile.  This should be documented on the Travel Reimbursement Summary (attached).

If your travel is to be by air and you wish to pay for the airline ticket through your personal credit card (and later be reimbursed) it is imperative that you obtain a state approved agency quote in order to be reimbursed.  This must be done BEFORE the trip.  Research and Sponsored Programs can give you names of state approved agencies.  If you choose a source other than a state agency you will be reimbursed for the lowest fare.  If you wish to pay for the airline ticket via a purchase order from the university, you need to make such arrangements through Research and Sponsored Programs who will prepare a requisition to the travel agency.  In preparing the requisition, they will need the name and address of the travel agency, the name of the airline, the points of travel, the ticket number (if available) and the amount.  If you are paying for your airline ticket by this method, then you should not include this airline transportation amount on your Travel Reimbursement Summary.  Please Note:  If arrangements are made for low excursion rates, any changes or cancellations are subject to a 25% non-refundable charge by the travel agency.  Under state law, NSU cannot be responsible for this charge.

After you have completed your trip you need to complete the Summary Per Diem form (available at http://offices.nsuok.edu/businessaffairs/TRAVEL/Forms.aspx, or contact Research and Sponsored Programs) in order to be reimbursed for your out-of-pocket expenses.  Attach the required receipts (lodging, registration fees, etc.) to the summary and send or bring them to the Research & Sponsored Programs Office. Be sure the receipts show zero balances.  Dr. Bahr will sign the form as Account Sponsor.  Research and Sponsored Programs will then prepare the actual travel voucher from the information on the reimbursement summary, you will be notified when a signature is needed for this form and then it will go to the Business Office. 

The Business Office will check all calculations to ensure that the claim conforms to state law.  The claim is then sent to Oklahoma City where the reimbursement check is actually written and mailed back to NSU.  You can normally expect to receive your check in two weeks after the claim has been signed and sent to Oklahoma City.




	SUPPLIES/EQUIPMENT REQUEST FORM



	Faculty Researcher's Name: _______________________________________

		Academic College: _________________________________________

		Telephone Extension: _______________________________________




	Vendor's Name: ________________________________________________

 	            Address: ________________________________________________

	  City, State, Zip: _______________________________________________

Telephone Number (If available): ________________________________________

Federal ID Number (If available): ________________________________________


Supplies/Equipment To Be Purchased:

						Catalog Number			Price
Quantity        Description*			or Model Number			Each		Total
________    _________________	_______________			______	_____









Estimated Shipping Cost			$_______________



* Be sure to include color, size, unit measure (quart, gal., etc.), dimensions, specifications, etc.

	

	STUDENT EMPLOYMENT POSTING REQUEST




 	  College Work Study __________		Institutional __________


Department _______________________		Account Number_____________

Campus Address ___________________		Campus Phone ______________

Contact Person ____________________________________________________

Job Title _________________________________________________________

Duties and Responsibilities

___________________________________________________________________

___________________________________________________________________

Employment Requested for (Please circle)

	Summer		Fall		Spring

Desired Number of Hours Per Week __________________________________

Tentative Work Schedule ___________________________________________

Qualifications or Special Requirements

___________________________________________________________________

___________________________________________________________________

Number of Positions Requested __________

Beginning Date of Employment ___________


Authorized Signature ______________________________Date____________





	STUDENT EMPLOYMENT CONTRACT REQUEST




		College Work-Study __________		Institutional __________



								Requested Number of
Student's Name			SSN			    Hours Per Week		Semester


___________________________________________________________________	SU FA/SPG

___________________________________________________________________	SU FA/SPG

___________________________________________________________________	SU FA/SPG

___________________________________________________________________	SU FA/SPG

___________________________________________________________________	SU FA/SPG
 
___________________________________________________________________	SU FA/SPG

___________________________________________________________________	SU FA/SPG

___________________________________________________________________	SU FA/SPG



____________________________________   _____________		_________________
	Account Sponsor				     Date			       Account No.




Mail Contract To:

Contact Person ______________________________________________

Department _________________________________________________

Campus Mailing Address ______________________________________

		  	        ______________________________________
	

TRAVEL RATES

MILEAGE   $.51

PER DIEM (subject to change October 1 of each year)
	TRAVEL HOURS
	IN STATE
OKC AREA
	IN STATE TULSA AREA
	IN STATE ALL OTHER AREAS

	0+ - 3 Hours = 0 Day
	$00.00
	$00.00
	$00.00

	3+ - 9 Hours = 1/4 Day
	$16.50
	$15.25
	$11.50

	9+ - 15 Hours = ½ Day
	$33.00
	$30.50
	$23.00

	15+ - 21 Hours = 3/4 Day
	$49.50
	$45.75
	$34.50

	21+ - 24 Hours = 1 Day
	$66.00
	$61.00
	$46.00



Per Diem reimbursement cannot be claimed for periods less than 24 hours unless overnight stay is required during that period.  For out of state travel check GSA rates for the appropriate state.
SUBSISTENCE (staying with friend or relative) Per Diem rate plus $10.00. (Cannot claim lodging)

OUT OF STATE TRAVEL
For travel outside of Oklahoma, per diem rates will vary depending on the location of travel as identified in the Government Services Administration’s (GSA) continental United States (CONUS) rates for domestic locations, and OCONUS, for locations outside of the continental United States.   A complete listing of the CONUS and OCONUS locations/rates can be obtained from the GSA per diem web site www.policyworks.gov/perdiem.

LODGING (subject to change October 1 of each year)
Oklahoma City Area		$82.00
Tulsa Area (Tulsa, Osage, Rogers and Creek Counties)	$80.00
All other areas in Oklahoma	$77.00



Faculty Research Forms available electronically:

1. Long Distance Log
2. Postage Log
3. Student Employment Contract Request
4. Student Employment Posting
5. All Student Employment forms
6. Supplies / Equipment Request
7. All Travel Forms
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