                   Instructions for Contracted Personal Services (GAC-CPS)     (revised June 2004)
If the payee is a N.C. state employee (not at UNCG), you will need to follow the dual employment process which includes completing a Dual Employment Certification form (CP-30) and Authorization form (FRS-32), rather than using a CPS form. State employees receive their payment as part of their regular paycheck from their employer; they do not receive a separate check from UNCG.
If the payee does not work for the State of N.C., you should complete form Contracted Personal Services (GAC-CPS) online.  Use this form to make payments for everything that falls under the 1970 object code (“Academic Services/Educational Services: Teaching, instruction, workshop, course develop or similar services.”)  Use object code 1970 to pay invited guest speakers. Instructions are below.  
(The “Honoraria“[GAC-HON] is to be used only in the rare instances to pay a professional for services performed when a fee is not traditionally or legally required; object code 1950.)
Instructions for CPS:
· If the payee is a non-resident alien, it is imperative that you contact Brooks Taylor in Accounting Services at 6-0384 so she can assist you.  If Brooks determines that it’s appropriate to proceed, you will also need to fill out and attach form NRA 001 and IRS form 8233. Websites for these forms are: NRA 001:  http://fsv.uncg.edu/Nra001.pdf  and IRS form 8233:  http://www.irs.ustreas.gov/pub/irs-pdf/f8233.pdf
· Fill out the CPS form online. It can be found on the Financial Services website under “Accounting Forms”:  http://fsv.uncg.edu/acct_forms.html.
· Complete all the information on the form (optional fields are indicated below). Following are details about some of the fields.
· Name & SSN: must match social security card.  (Note: if an individual prefers that the check be made payable to their employer, you can put the employer’s name in the name field and the employer’s federal tax id # in the ssn field; the individual may sign as the payee.)
· Permanent Mailing Address: must be a residence address if paying an individual. The check will be mailed to this address unless you write at the top of the form in red “Call <insert your name & phone number > to pick up check.” Then you can pick up the check from Accounts Payable and mail the check to a different address.
· Country: this field is optional if the country is the United States
· Dates of Participation: check can’t be issued until the ending date
· Contract Title: maximum of 20 characters; make it up.  Since you will be making up your own system for Contract Numbers and Titles, it is a good idea to create a log to keep track of your CPS Contract information. This will help ensure that you don’t assign the same contract number to more than one CPS form during a fiscal year. You may start over re-using contract numbers at the beginning of each fiscal year if you wish.

                                   Sample Log for Contracted Personal Services

	Date
	Contract Number
	Contract Title
	Payee
	Description

	8/15/2003
	ENG001
	English Lecturer
	Ima Sample
	Walter Beale’s ENG 101-03

	8/17/2003
	ENG002
	English Lecturer
	John Doe
	Russ McDonald’s ENG 102-02 


· Contract Number: maximum of 6 characters; either use the invoice number or make up a contract number.  Each form must have a unique number. Each department should invent their own numbering system; ie: ENG001, ENG002, ENG003, etc. You may start over re-using contract numbers at the beginning of each fiscal year if you wish.

· Contract Start & End dates: the format is MM/YY. There is no place in this field to enter the day of the month.

· Account Number: You can only enter one account number.  If you need to enter two or more account numbers, leave the account number and amount empty.   After you print the form, legibly write in the account numbers and dollar amounts to be paid from them. (The “Basis of Fee” field should always be the total amount the payee will receive, regardless of the source of funds.)

· Object code: is crucial for OSBM reporting (Accounting Services warns us to try to avoid using 1990: “Other”) Object code 1970 is the appropriate code for payment to invited guest speakers. 1970 is defined as “Educational Services, Academic Services: Teaching, instruction, workshop, course development or similar services.”  

· Invoice Number:  if there is one, be sure to put it here!
· Description: short answer
· Invoice Date: if there is none, use the end date of participation
· After you fill out the form, print it, then get signatures from (1) person who prepared the form, (2) the payee, (3) the account authorization signature (in the Dept. Head/Principal Investigator box; make sure this name is on screen 006 in the system).

· Send the completed form to Accounts Payable, 270 Mossman Building.  The Dean’s Office does not need to receive it. 






