
THE UNIVERSITY OF MICHIGAN 

STANDARD PRACTICE GUIDE  

SECTION: Personnel Number: 201.85 
   Revised: 7/01/04 
SUBJECT: Special Stipends (Form G)  Date Issued:  
   Attachment(s) 5 
 
APPLIES TO: Instructional, Primary Archivists, Curators, Librarians, Researchers, Coaches in the 

Athletics Job Family, and Exempt Professional/Administrative Staff 
 
ISSUED BY: Personnel Office and The Office of the Vice President for Academic Affairs 

 

I. Policy 

Appointment as a full-time staff member generally precludes other employment at the University.  
Compensation for full-time appointments will cover all responsibilities to the University, including 
teaching, research, administrative and supervisory duties or other professional activities.  Additional 
compensation may be approved for services which are clearly above and beyond those services which 
are associated with the staff member’s regular assignment. 

Special stipends are used, consistent with the rules and regulations of the unit, to compensate eligible 
University staff members who provide additional non-recurring services which are performed outside of 
their regular work schedule or assignment, to pay moving and travel expenses in accordance with 
University policy (See SPG 201.68 “Moving and Relocation Expenses”), to pay Category II Risk 
payments, to pay honoraria (federal projects do not permit payment of honoraria) to visiting dignitaries 
and scholars, and to pay scholarly and other work-related awards. 

II. Regulations and Definitions 

A. Eligible staff members are: 

1. Instructional staff and Primary Archivists, Curators, Librarian and Researchers. 

2. Certain exempt Professional/Administrative staff (see SPG 201.38-1 “Overtime”). 

B. The amount of the stipend should be in accordance with established schedules which have been 
approved by the Office of Academic Affairs and/or the Personnel Office, or be at a daily rate 
which does not exceed 5% of the full-time monthly salary rate for the regular appointment of 
the University staff member. 

C. The dean or director normally should not approve special stipends for more than four days in 
any calendar month.  Unusual circumstances justifying payments for more than four days should 
be explained on the Form G or in an accompanying memorandum.  (Some units permit less than 
four days.  Departments should check with their Dean’s or Director’s Office on this limit.) 
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D. The date(s) and time(s) during which services are to be provided and a description of the 
specific nature of services to be rendered must be included on the Form G and copies of related 
correspondence, agreements, or authorizations for services are to be attached. 

E. It is the responsibility of the releasing unit to assure that the staff member is eligible to engage 
in employment or provide supplemental services in addition to their regular appointment.  The 
releasing unit is the department, school or college in which the staff member has his or her 
principal appointment. 

F. If the activity is a continuing one, every effort should be made to provide the staffing by making 
fractional secondary appointments as part of the staff member’s regular appointment.  If staffing 
for the activity cannot be achieved by utilizing fractional appointments, then reasonable and 
consistent procedures and rates should be agreed upon in advance by the units involved and the 
Office of Academic Affairs-Personnel or the Personnel Service Center. 

G. It is the responsibility of the appointing department to certify that consulting services to be 
provided by a University staff member are essential and cannot be provided by persons 
receiving salary support under the account, and to provide evidence of a selection process on or 
with the Form G. 

H. Exclusions 

1. Special stipends (Form G) may not be used for staff members performing their regular 
duties or closely related duties within the staff member’s major unit. 

2. Non-exempt services by staff members in the Allied Health, non-exempt 
Professional/Administrative, Office, Operating Engineers, Technical, Trades, or 
Service-Maintenance job families, should not be compensated by special stipends (Form 
G).  These staff members should be compensated for services provided in accordance 
with the provisions of the “Temporary Employment” SPG 201.57 or the “overtime” 
SPG 201.38 and 201.38-1. 

3. Special stipends (Form G) may not be used to make payment for consultant services 
provided by outside individuals or organizations [see SPG 201.86, “Services of 
Independent Consultants” (Form G-2) and SPG 507.4 “Independent Consultant 
Organizations”]. 

4. Special stipends (Form G) may not be used to pay independent contractors from federal 
funds [see SPG 201.86, “Services of Independent Consultants” (Form G-2)]. 

5. Non-employees providing services of other than a professional nature may not be 
compensated by special stipend (see SPG 201.57, “Temporary Employment”). 

I. Professional/Administrative staff members absent from their regular position while performing 
supplemental services for another unit must record such absences on the Attendance Card for 
Exempt Staff to the nearest one-half (1/2) day.  They may elect to use accrued vacation time 
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and receive their regular pay in addition to the stipend, or they may request excused absence 
without pay. 

J. If the individual to be paid an honoraria is not a member of the University faculty or staff, 
citizenship, residency and alien status must be indicated.  Applicable Federal and State income 
taxes will be withheld from non-resident aliens unless those individuals are exempt under tax 
treaty regulations.  IRS Form 8233 must be submitted to claim exclusion from withholding 
under Tax Treaty provisions, if a treaty is in effect, between the individual’s country of 
citizenship and the United States.  The IRS Form 8233 (Exemption from Withholding on 
Compensation for Independent Personal Services of a Non-Resident Alien Individual), available 
from the Payroll Office, must be signed by the individual in order to qualify for exemption from 
tax withholding and submitted with a Form G, or to the Payroll Office prior to the completion 
of services. 

III. Use of Form G-1 

A. In order to facilitate the request for payment of honoraria to multiple individuals, all of whom 
must be U.S. citizens and NOT members of the University staff or faculty, a Form G-1 may be 
prepared as authorization for the total amount to be paid, with the individuals listed on an 
accompanying G-1 Supplement. 

Procedure 

RESPONSIBILITY   ACTION 
 
Appointing Department/Unit 1. Complete Request for Payment of Special Stipend (Form 

G).  Determine what services are to be performed and 
provide a description of the specific nature of services to 
be rendered, and date(s) and time(s) during which 
services are to be performed, on the Form G. 

 
 2. If the individual to be paid is not a member of the UM 

faculty or staff, complete the box listing, address, 
citizenship, etc. 

 
 3. Verify the eligibility of the staff member to provide 

supplemental services and the recommended 
compensation with the releasing unit. 

 
 4. Attach copies of related correspondence, agreements, or 

authorizations to the Form G. 
 
 5. If the special stipend is requested for an individual 

currently employed by the University, endorse the Form 
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G and forward it to the releasing unit for the 
endorsement. 

 
 6. If the payment is a scholarly award and the department 

wishes to make a ceremonious presentation of a check, 
arrangements may be made to make the gross amount of 
the Form G large enough to compensate for the necessary 
tax withholding, and to have a separate check prepared 
rather than having recipient’s next regular paycheck.  For 
the proper calculations of a gross amount greater than the 
amount of the award, contact the Payroll Office. 

 
 7. If there are several non-members of the University who 

are all US citizens being paid from the same account 
number, prepare a single Form G-1 to authorize the total 
amount payable to all recipients and prepare a Form G-1 
Supplement to list each of the recipients with the 
necessary information, e.g. amount, name, address, 
nature of services, etc. 

 
 8. Contact the Compensation Section of the appropriate 

Personnel Service Center for any questions concerning 
special stipend eligibility for an exempt 
Professional/Administrative staff member and/or 
determination of the correct rate of pay. 

 
 9. After necessary endorsements of Dean, Director, 

Releasing Unit, etc., are obtained, forward two copies of 
the Form G or two copies of the Form G-1 with the 
accompanying Form G-1 Supplement to  

 
  the Faculty and Staff Records Office, unless the payment 

is requested for an exempt Professional/Administrative 
staff member.  Payments for Professional/Administrative 
staff members should be the appropriate Personnel 
Service Center. 

 
Releasing Unit 10. Assure the staff members are eligible to engage in 

employment or to provide supplemental services in 
addition to their regular appointments and endorse the 
Form G. 

 
Faculty/Staff Records or 11. Review the request for special stipend for: 
Compensation Section   

  a) Nature of duties performed; 
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  b) Staff member eligibility; and 
 
  c) Amount of compensation 
 

Faculty/Staff Records or 12. Contact the appointing or releasing unit to clarify  
Compensation  any questions concerning the special stipend. 
 
 13. Endorse the form and forward to the Payroll Office. 
 
Payroll Office 14. Issue a check for payment after the completion date for 

services rendered.  Payments to UM staff members will 
be made on their next scheduled payday following receipt 
of the form by the Payroll Office and completion of the 
services.  Payments to non-employees will be made on 
the next scheduled biweekly payday following receipt of 
the form and after the completion of the services.  Checks 
will be mailed to the recipients unless other arrangements 
are requested on the Form G or Form G-1.  Separate 
checks for the payments of scholarly awards may be 
requested by notation on the Form G. 

 
Appointing Unit 15. If the services to be rendered are not performed as 

anticipated, or if the services or compensation differ from 
those described on the Request for Special Stipend Form 
G, a memorandum requesting cancellation of the request 
should be forwarded to the Payroll Office through the 
Dean’s/Director’s Office and Staff Records.  A revised 
Form G should be submitted if the date(s), time(s), or 
nature of the services or compensation are to be changed. 
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