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CONSULTANT PAYMENT CHECKLIST

The following checklist of items is provided to assist the consultant in submitting the materials required by JSI in order to process payment.

Travel Reimbursement*

⁭
Boarding passes

⁭
Original receipts for any expense over $24.99

⁭
Completed Travel Reimbursement Form including:

· Part I.A of Travel Reimbursement Form complete with times of departure and arrival at all locations ending at the city of origin. 

· Consultant signature 
· Social Security Number 
Consultant Fees**

⁭
Completed timesheet (signed)

⁭
Completed Consultant Payment Form including:

· Signature on front page

· Social Security or Tax I.D. number

⁭
Electronic Funds Transfer (EFT) Form if direct payment is preferred. 

⁭
Signed contract

Reports

⁭
Final consultant report

*Travel reimbursement will be processed upon receipt of the completed travel reimbursement form including submission of the items listed. Reimbursement can take up to 5 weeks from the date of receipt of the reimbursement forms by JSI.
**The processing of consultant fees will be initiated once all of the items listed above have been submitted to JSI. Reimbursement can take up to 5 weeks from the date of receipt of all required materials by JSI. 
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