Stipend/Fellowship information needed:
For U.S. Citizens & Resident Aliens:
Data Collection Form (RF 701)
Copy of Award Letter é
Payment Schedule
Non-Resident Aliens:
Determination of Alien Tax Status (RF 702)

How to Pay a Stipend

Log onto the RF Website
http://www.rfcuny.org/rfwebsite/

P tab at the & . Scroll down and click on Payment
ocate the E-Services tab at the top o 3 Request.
the page
Select create a Payment Request

v

Select “Enter new vendor”
Enter Student’s Name & Address. é
Click “Create”.

Under “Invoice number/ Payment
Reference” insert “Stipend”.

Under “Invoice/Payment Reference
Date”, Insert Today’s Date..

Insert the total amount of payment
requested in “Payment Amount” &

“Original Invoice Amount”. é

Then hit next.

Select the Project Number you are using
to pay this stipend

* Please select appropriate budget code
for stipend payments.

v

Click “add charges” once you have
selected a project number, budget code
and have entered the amount. —

Please ensure that the amount is the
same as was previously indicated.

*List of Budget Codes

You can then leave notes and memos
with your e-stipend.

If the student currently has a bank
account, s/he is eligible to receive direct
deposit payments and must enroll by
filling out the Direct Deposit Enrollment
Form.

Attach scanned copies of the requested
documents (Please see first box). q
glicnihiv=Sbiii If student does not have a bank account,
s/he must fill out E-Fund Enrollment
Form to establish a Stipend Account.



