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GENERAL REQUIREMENTS

Under the mutual agreement between you and the Air Force, you will be providing non-personal services.  This means that you will not be subject, either by contract terms or by contract administration, to the supervision and control that ordinarily characterize relationships between the Government and its personnel.  The rendering of such non-personal services requires your classification as a self-employed vendor or independent consultant for tax purposes.  There will be no withholding from your paychecks.  You will be responsible for all taxes, social security and insurance.  For detailed tax information, contact the Internal Revenue Services (IRS) at its toll-free number:  (800) 829-1040 or (800) 829-3676 to obtain appropriate publications on self-employment tax requirements.  At a minimum, you should keep a copy of all travel reimbursement forms and stipend/expense allowance vouchers and keep a daily journal with expense entries while you are engaged in the Summer Research Program to ease your income tax filing process.  A new requirement for the VFRP that began in 2000 is that each faculty member must file with the Central Contractor Registration (CCR) System before they can be put on contract.  Visit the CCR website at the following address, https://www.ccr.dlis.dla.mil/ccr/scripts/index.html and follow the directions.  This process can be accomplished quickly but nominally takes 7 days until you have confirmed registration.  Remember, since the faculty member is the one on contract, registration through a university or college is not acceptable.  This process must be completed within 15 days of notification of selection to avoid contract delays.

TERMS OF AGREEMENT

Under the terms of your contract, you will be expected to accomplish the following:

· Complete 8 to 12 weeks of research between May 3 and September 24.

· Submit monthly status reports, payment vouchers and reimbursement receipts as required.

· Submit a final report of 20 pages maximum or less.

· Submit a Report of Inventions and Subcontracts 

In turn you will be compensated as follows:

· Reimbursed for reasonable travel expenses to/from your residence and AFRL/IF.
· Paid a stipend based on the following pay scale:

Outstanding Limited-Research Faculty
$1,050/Week

Assistant Professor



$1,250/Week

Associate Professor



$1,450/Week

Full Professor




$1,650/Week

· If your home residence is more than 50 miles from AFRL/IF, you are entitled to a daily expense allowance of $55/day.

· 1099 Tax Forms will be automatically sent to you from DFAS at year’s end

TOUR LENGTH

ABSENCES

Absences will not be paid.  This includes non-lab sponsored meetings or symposiums.  The only exception is, should AFRL/IF sponsor you to attend a meetings/symposium, you will be paid your stipend (and expenses if allowed).

Associates of the VFRP are independent contractors - not full time employees - and are not eligible for paid holidays, vacation days, nor sick days, you are paid for actual days worked (based upon an eight hour work day).

HOLIDAYS

The following holidays will not be paid:

· May 31

Memorial Day

· July 4

Independence Day

· September 6
Labor Day

You may make arrangements with your focal point to make up the unpaid holidays i.e.: through working an extra hour each day for eight days, working a day on a weekend, etc.  But if you do make up for a holiday, PLEASE indicate so on your stipend/expense allowance voucher form. 

SICK DAYS

Associates of the VFRP are independent contractors, not full time employees and will not be paid sick days.

WORK WEEK

The basic work week is five days, Monday-Friday.  Should you opt to work on Saturday and/or Sundays, first please get your Focal Point's approval and annotate this on your  stipend/expense voucher stating your intention - otherwise you'll only be paid stipend/expense for a normal five day work week. Please note that access to the AFRL/IF facilities are not normally open on Saturdays, Sundays, or holidays - please make appropriate arrangements with your focal point.

EXTENSIONS

Our budget is based upon the tour start and end dates and number of weeks worked.  If tour contract is for 10 weeks, you'll be paid 50 days stipend and (if you qualify) 70 days expense allowance.  Any changes to your start and/or end dates must be cleared through AFRL/IFB, Ms. Cindy Cooley, however there will be no changes to the number of weeks worked.

REMEMBER:  The maximum days worked is 60 days stipend and 84 days expenses - NO EXCEPTIONS; any additional time worked is gratis to the Air Force.

PRELIMINARY

Prior to starting your summer tour at AFRL/IF, you should contact your Laboratory Focal Point to coordinate the anticipated research.  Direct contact is authorized between the faculty and the Laboratory Focal Point. To assist you, listed below are examples of topics for discussion prior to starting your summer research:

· Your summer research topic.

· Your potential local living accommodations.

· Materials or equipment support required (office space, computer hardware/software requirements, etc.).

· Administrative requirements of the AFRL/IF and or supporting facility (parking permits, ID badges, library privileges, etc.).

While coordinating your trip, remember to get exact directions to both AFRL/IF and your Laboratory Focal Point's office.  If you have any questions, call Ms. Cindy Cooley at (315)-330-1471.

INCOMING/OUTGOING CHECKLISTS

Prior to arrival at AFRL/IF you should receive an electronic copy of RRS Form 2943a, Clearance Checklist – Incoming Civilian Personnel from Mrs. Barb Newey.  This checklist will include all locations that need to be visited once you arrive such as the Security Office for badges, the Computer Security Office for e-mail accounts, etc.

Make sure to print out and bring a hard copy with you when you come to AFRL/IF.

Your first stop should be to Bldg 2.5 (Security), where you should make arrangements to meet your mentor, fill out some paperwork and receive your Security Badge.

Upon completion of the entire Checklist, it must be returned to Mrs. Barb Newey, IFOI in Bldg 106, Room B-127.

Seven to ten days prior to your departure, you must contact Mrs. Newey  to obtain a personalized Outgoing Checklist.

HOUSING

VFRP members are responsible for obtaining their own accommodations during their time at AFRL/IF.  Since the local area has limited rental properties and apartments, the Information Institute is exploring the option of blocking off some dorm space at one or more of the several nearby colleges.  Members should contact Ms. Cooley if they would like any assistance or recommendations when starting their housing search.

TRAVEL

You are strongly encouraged to take your own car, so that you will have means of transportation while at the AFRL/IF site.  AFRL/IF cannot pay for a rental car during your Visiting Faculty Research Tour.

TRAVEL REIMBURSEMENT FORM 

The Travel Reimbursement voucher is for travel to or from the Research Lab, at the start and end of your tour.  Please check the appropriate to/from box when completing this form.  The "Travel Dates" means if it only took you one day to travel, put that date down, otherwise enter first the date you started travel, and the date you arrive at your destination (i.e.: 6/1/04 - 6/3/04).

SEMINARS & SYMPOSIUMS

Travel to/from seminars, symposiums, etc. will not be paid for by AFRL/IF. If these functions are AFRL/IF sponsored, and/or you and your Lab Focal Point determine that your attendance at this function would be directly related to your work on the VFRP, travel arrangements are your sole responsibility - unless your Lab Focal Point has access to Research Lab travel funds for you to use.  If travel funds are available, prior authorization from AFRL/IFB, must be attained before travel takes place to ensure reasonable expense to the government. Again, AFRL/IF can only reimburse you for your initial trip to the lab, and your final trip from the lab to your home; not any intervening travel.

STIPEND/EXPENSE ALLOWANCE

VOUCHERS

Throughout your research tour, submit to AFRL/IFB monthly vouchers titled "STIPEND/EXPENSE ALLOWANCE VOUCHER.”  Vouchers must be received by AFRL/IFB by the last day of the month (ie 31 May, 30 Jun) or payment may be delayed.  After vouchers are received they will be processed through AFRL/IFF (Finance Office) and then through the Defense Finance & Accounting Service (DFAS) before payment is made.  Payments will be made through Electronic Fund Transfer to your appropriate bank account and will take place approximately 30 days after voucher is received (i.e. work completed in June will be paid at the end of July)

EXPENSE ALLOWANCE

To be eligible for the expense allowance, your home address must be over 50 miles (one way) from Air Force Research Laboratory's Information Directorate, in which case you are eligible for the expense allowance 7 days per week should you temporarily relocate near the Air Force Research Lab for the duration of the SRP.

If you live over 50 miles from AFRL/IF and choose to commute 5 days per week, you may be eligible to claim expenses for those five days (gas and food) but not on the weekends. This option must be approved by AFRL/IFB prior to reporting for your summer tour.  We cannot reimburse you for expenses if your home is less than 50 miles from AFRL/IF.

You must complete the number of days worked and submit your final report before your final payment will be sent to you.  If you are traveling to an AFRL location, the Travel Voucher will be Voucher #1 and your first Stipend/Expense Voucher should be Voucher #2 and so on.

* Your final pay voucher will be withheld until your final report and DD Form 882 have been submitted to AFRL/IFB.

FINAL REPORT

All research associates must submit an end-of-tour report (word document) describing their summer research accomplishments.  Your report will be bounded with other research reports and, therefore, we encourage you to publish your paper in a journal.  This final report could then be viewed as a working draft for such a journal-published paper or you can publish a second, longer report for your own circulation.  If your paper is published, you must give AFRL/IF credit for sponsoring your research and ensure the contents of the report are desensitized by AFRL/IF.

FINAL REPORT INSTRUCTIONS FOR SUMMER RESEARCH PROGRAM

Summer research associates must submit a final research report (word document), a questionnaire and a DD Form 882 "REPORT OF INVENTIONS AND SUBCONTRACT" no later than October 1.  Your final voucher will not be submitted until we have a copy of your Final Report.  Your final report must be desensitized by your focal point prior to your departure.

For the summer research report, the following procedures apply:

I.
Submit the final report as a word document.

II.
Use the Times (10 point) for text.

III.
Allow a minimum of one-inch wide margin at top and bottom and left and right sides, or else material may be covered up in binding.  Page number should be centered on the bottom of the page.

IV.
MAXIMUM PAGE COUNT IS RESTRICTED TO 20 PAGES.  ANY PAGES IN EXCESS OF THE 20 PAGE MAXIMUM WILL BE OMITTED FROM THE PUBLICATION.

V.
On the title page, type the following in single-spaced clusters:  (See example on following pages)

· Report title (capital letters)

· Name(s) of investigator(s), title and department

· University, including mailing address

· Final Report for VFRP

· List sponsoring Research Laboratory AFRL/IF

· Month and year of publication

VI.
The next page after the title page will be the abstract.  Type the title (single-spaced between lines), double space below the last line of the title, then type the author(s) name, title, department and institution.  Enter two double spaces, center the word "Abstract," double space, and type the abstract text, maximum one page.

VII.
Begin the first page of text by repeating the title and author at the top.  The content should follow that of a standard research paper: introduction, discussion of problem, methodology, results, conclusion, and references.

REPORT OF INVENTIONS AND SUBCONTRACT, DD FORM 882

Research associates will complete a DD Form 882, "REPORT OF INVENTIONS AND SUBCONTRACT" in accordance with the instructions on the back of the form.  The completed form should be forwarded along with the final report and evaluation. This form is used to report any inventions resulting from work done under the Summer Research Program.  If you have no such inventions to report, just write on the form:

"I have no inventions to report as a result of my work on the AFRL/IF Visiting Faculty Research Program."

Signature, Date

Type/Print Name

Contract Number
INVOICE

2004 VISITING FACULTY RESEARCH PROGRAM 

TRAVEL REIMBURSEMENT VOUCHER

NAME:  __________________________________________

CONTRACT NUMBER:  ___________________________

SOCIAL SECURITY NUMBER:  ____________________

ADDRESS:
_______________________________________

_______________________________________

_______________________________________

VOUCHER NUMBER: _______

TRAVEL: (( To  ( From) AFRL/IF (Travel Dates: Began _________, Ended ________)









(M/D/YR)
         (M/D/YR)

ONE-WAY POV MILEAGE: ______ MILES x $0.365/MILE
=
$_____.__

MOTEL ENROUTE:
  
     (ATCH RECEIPT)

=
$_____.__

PER DIEM: 


   ______ TRAVEL DAYS x $32.00
=
$_____.__

TOLLS, MISC.







$_   ___.__








   Total
$_____.__

ASSOCIATE SIG: ___________________________________

LAB FOCAL PT. SIG:  ________________ DATE:  ________

INVOICE

2004 VISITING FACULTY RESEARCH PROGRAM

STIPEND/EXPENSE ALLOWANCE VOUCHER

NAME:  __________________________________________

CONTRACT NUMBER:  ___________________________

SOCIAL SECURITY NUMBER:  ____________________

ADDRESS:
_______________________________________

 

_______________________________________



_______________________________________

VOUCHER NUMBER:  _________

PERIOD OF PERFORMANCE: starting _____________ and ending _____________.






(M/D/YR)


(M/D/YR)
STIPEND:


_______ x $______
=
$________





(# Days)

EXPENSE ALLOWANCE:
_______ x $55.00 
= 
$________





(# Days)


  

  Total 
$________

TECHNICAL STATUS

(During Reporting Period)

ASSOCIATE SIG: ___________________________________

LAB FOCAL PT. SIG:  ________________ DATE:  ________
MEMORANDUM FOR:

SUBJECT:
Lab Focal Point's "De-Sensitization" of Associate's Final Report

I have examined _______________________  ____________________ 2004 VFRP final 




(Associate's Name)

(Contract Number)

report, and to the best of my knowledge it contains no CLASSIFIED information and is suitable for public release.

The final report is technically acceptable?

Yes 

No  

_______________________________

Date:____/______/_____


Lab Focal Point's Signature






_______________________________

Lab Focal Point's Printed/Typed Name

_______________________________

Lab Focal Point's Office Symbol

Please send this form along with the final report to:

AFRL/IFB 

26 Electronic Pkwy

Rome NY 13441-4514
