Student Training Program Guidance for
non-Marquette and Marquette students to engage in research with MU faculty
The Research Experience for Undergraduates (REU Site program) is the most common federally-funded training program on campus. It allows non-Marquette and Marquette students to engage in research with MU faculty. It usually involves a fellowship payment, housing, and meal and travel allowance. As a fellowship, the participants will be paid through Accounts Payable via a Manual Payment Request Form.
Program organizers will need to complete the following paperwork to process payments and establish participants with MUIDs (if needed), and any other resources necessary to complete the program:

1. All participants (MU and non-MU students) receive, sign and return offer letter that includes tax disclaimer.

2. Hosting department completes and submits requests for MUIDs for non-Marquette student participants.  (http://www.marquette.edu/mucentral/registrar/faculty/restricted/documents/Form-MUIDNumberNonMUEmployees.pdf) The MUID provides for an email account and library access. 

3. All individuals must be invited to complete a COUPA record, initiated by the PI or PI designee, completing an Independent Contractor Form in MARQetplace.  

4. The hosting department fills out a Manual Payment Request Form for each student indicating the amount and date(s) for payments to be made to participants. Each form must then be approved by an authorized signer appropriate to the funding source(s).  Please consult your Project Statement to determine which naturals are appropriate for payment. 

5. The hosting department attaches the signed offer letters to the completed Manual Payment Request Forms and emails them to apinvoices@marquette.edu.

6. At the end of the program, the hosting department notifies the ITS Tech Squad Helpdesk to discontinue MUID access if initially acquired.
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