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Pay Agreement for UVM Employee
This RSENR document is for all UVM employees providing services outside of their current or recent UVM position. Since Name (Employee) is or was a recent employee of the University of Vermont, services are required be paid through the UVM payroll process.  Applicable taxes will be withheld.  
Employee:  Name

Time period:  Date Range
Services:
Name, (“Employee”) agrees to provide the following Services and/or Products (“Work”) to the Rubenstein School of the University of Vermont (“UVM”):

1. Description of Project: 
2. Scope of Work: 

3. Schedule of Deliverables:
4. Itemized invoice(s) include either number of credit hours worked, number of hours worked, or applied FTE.  If reimbursing travel or other expenses include appropriate supporting documentation, ie: itemized receipts. Reimbursable travel expenses must comply with UVM polices.  
Terms of Payment: Internal UVM Provider:  Select one of the options below.

UVM will pay Name (Employee) an hourly rate of $______ for all the services listed above.   Invoice(s) will show all hours worked and work delivered.  

OR

UVM will pay Name (Employee) a flat fee of $_________ for completion of all services listed above.  Invoice(s) will show all hours worked and work delivered.   Schedule of payments:_________________________________
OR

UVM will pay Name (Employee) an hourly rate of $______ plus reimbursable(s) for all services listed above. This agreement allows the following expenses to be reimbursed to Name (Employee):  list expenses,

Travel and materials expense(s) require itemized sales receipts to be included with the invoice. Invoices will show all hours worked and work delivered. Reimbursable travel expenses must comply with UVM polices. Reimbursable expenses are not paid through the UVM payroll process. 
OR

UVM will pay Name (Employee) a flat fee of $__________ plus reimbursable(s) for completion of the services listed above.  This agreement allows the following expenses to be reimbursed to Name (Employee) :  list expenses,

Travel and materials expense(s) require itemized sales receipts to be included with the invoice. Invoices will show all hours worked and work delivered. Reimbursable travel expenses must comply with UVM polices. Reimbursable expenses are not paid through the UVM payroll process.   Schedule of payments:_________________________________
__________________________________________________________________________________________________

Upon receipt of all accurate, and complete, documentation the payment form will be processed. Payment(s) for services will follow the established payroll office deadlines. 
Chart String or Budget Name:____________________________________________________________

Budget Manager’s Approval for use of this chart string:___________________________
 Date:__________________
RSENR Assistant Director of Business Operations Approval:_____________________________   Date:________________

Service Provider Signature:__________________________________________________
 Date:__________________
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