Contracts—With or Without Expenses?

First of all contractor’s expenses could include mileage, lodging, gas, taxi, parking, or any other expenses you may have agreed to pay or reimburse the contractor.  Complete the following form: 

http://www.stcloudstate.edu/businessservices/purchasing/manual/documents/ItemizedlistofContractorExpenses.docx
The amounts you are able to allow for their expenses are as listed in the Commissioner’s Plan, see the SCSU Travel/Business Expenses website for details.

The words compensation, honoraria or stipend for today’s contracting purposes all mean the same thing.  It is money paid out to someone for doing something for our campus.  It could be a nominal amount just to help cover their gas and mileage when they aren’t asking for any kind of fee for their services, but we still need to be entering into a contract with them.  
When you need to pay an individual or company for any type of expenses you must determine whether you will pay for everything as an “all inclusive” payment or “break out” the expenses.  The difference is that expenses are not taxable but compensation is taxable.  Some contractor’s prefer that expenses are kept separate so they do not receive a 1099 for their expenses at the end of the year.  Others would just as soon be paid one lump sum so they do not have to prove their expenses to us and give us their original receipts.  In this case they probably work with an accountant to prove the expenses they incurred throughout the year and would need to keep their original receipts for audit purposes.  Whether or not they will receive a 1099 is determined by the object code we assign to the funds used.  Which of the two options you choose will determine which contract and procedure to follow.  You can access the contract policies and procedures at http://www.stcloudstate.edu/businessservices/purchasing/manual/consultcontracts.asp.
Payments are made after the event takes place.  If you are using an ISA (Individual Service Agreement) contract form, the signed form is sent over to Purchasing after the event date for payment.  If you are using an SCSU003 contract form, the payment will be made after the event according to the terms set within the contract.
I hope this information has been helpful.  If you have further questions regarding contracting, please contact me, Carol John at ext. 83136.  

