Per Diem Guidelines
UPDATED AS OF: 4/21/2006
Per Diem payments are only allowed for non Augusta State University employees.
Per Diem payments include compensation and reimbursable expenses such as travel, postage, telephone, etc., for services rendered on an hourly fee or consultant basis, from which Augusta State University makes no payroll deductions.  
Per Diem should always be chosen as the account number when paying an individual who does not have a federal ID number for services performed.  Augusta State University must be provided with the Per Diem recipients’ social security number and address.  Augusta State University is required to send out 1099 information from account numbers 75XXXX. 
Examples of expenditures classified here would be architects, attorneys, consultants, or temporary help.  Also included are reimbursements for any candidate or potential employee’s expenses.  If paying a third party such as a hotel or airline for a candidate’s expense, it is charged to per diem-expense (752200). The candidate’s social security number and address are still required on third party payments.  If reimbursing a candidate for expenses they incurred, it is charged to per diem-reimbursable expense (752100).  

Per Diem Buyer should always be chosen when using the following accounts listed below.


Accounts will be subdivided as follows:

· 751101
Architect (payments to architects)

· 751102
Attorney (payments to attorneys)

· 751103
Consultant (payments to consultants or consulting firms)

· 751108
Honorariums/Speakers (payments to individuals for honorariums or for   payment for speeches)

· 751110
Other Per Diems (payments to individuals for temporary help)

· 752100
Reimbursable Expense (payments to reimburse for expenses incurred in the execution of duties while performing services)

· 752200
Direct Expense (payments made directly to vendors on behalf of individuals or corporations for expenses incurred in the execution of duties while performing services)

· 753100
Contracts(payments for agreed delivery of services or activities evidenced by written agreement approved in accordance with statutory approval requirements)
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