Kent State University

Quality Initiatives and  Curriculum
Reimbursement Process for Off-Campus Federal Work Study Program

Off-Campus Employer – Send the following completed materials to Quality Initiatives and Curriculum, 203 Moulton Hall, KSU.  Attn. Ann Gosky 

            Time Report (includes dates worked, daily hours, etc.

· Reimbursement Voucher (includes pay information, taxes, retirement, Social Security, etc.

· Time Report and Reimbursement Voucher must be submitted no later than thirty days after pay cycle.

· Employer is responsible for tracking hours and pay and it is not to exceed FWS eligibility or employer will not be reimbursed for funds used beyond FWS allocation.   Use of FWS monies is calculated at 100% of students pay, not at the 75% reimbursement rate.

Quality Initiatives and Curriculum– 
· Check all materials for calculations (hrs. worked x hrly rate x .75 = the amount in the 75% gross column – calculations may be rounded up to the next penny) and signatures

· Fill out bottom section of Reimbursement Voucher (must be able to check “yes” on all items required)

· Fill out Check Request Form

List name(s) of student and social security number on check request – if more than one student, all names go on one check request

· Prepare reimbursement letter to employer

Distribution of Documents
· Send the following materials to KSU Student Financial Aid, Attn. Chris Hurley

· Copy of Reimbursement Voucher

· Copy of Check Request Form

· Send the following materials to KSU Grants Accounting Office, Attn., Val Henry

· Original Reimbursement Letter (prepared by EMSA)

· Original Reimbursement Voucher

· Original Check Request Form (75% gross)
· File the following materials in the appropriate Off-Campus Federal Work Study Employer file

· Original Time Report

· Copy of Reimbursement Letter 

· Copy of Reimbursement Voucher

· Copy of Check Request Form

KSU Student Financial Aid Office Responsibilities
· Retain copies for Student Financial Aid Office Records

KSU Grants Accounting Office Responsibilities – Send the following materials to the Off-Campus Federal Work Study Employer:

· Reimbursement Check for 75% of gross wages

· Original Reimbursement Letter

· Copy of Reimbursement Voucher

· Original Check Request Form

Retain copies of Reimbursement Letter, Reimbursement Voucher and Check Request Form for Grants Accounting Office records.

