
FY2026 Child Passenger Safety Technician Instructor Stipend 
Request Form Guide 

1) You must be a supplier in BUY IU/Jaggaer Network to receive 
payment from IU. Additionally, instructors are REQUIRED to enroll 
in ACH deposit for payments. To view how to add or update direct 
deposit information please read 
https://purchase.sitehost.iu.edu/buying/doc/Managing-Direct-
Deposit.pdf.  
 
Please direct questions to the Automotive Safety Program via 
email at autosfty@iu.edu or phone 317-274-2977. 
 

2) You must be a FY26 Automotive Safety Program Partner 
Instructor to be eligible for an Instructor Stipend. If you have not 
yet received the Partner Instructor agreement, contact the 
Automotive Safety Program Child Passenger Safety Training 
Program Manager via email at autosfty@iu.edu or phone 317-274-
2977. 
 

3) Fill out the FY2026 Child Passenger Safety Technician 
Instructor Stipend Request Form at this link:  
https://iu.co1.qualtrics.com/jfe/form/SV_3wU39imGouXCLFs or 
scan this QR code: 

 
 
Section One – Instructor and Course Details 

 
• Page One of the Stipend Request Form. Complete all the fields. 

Be sure to add the Course ID number. If your stipend request is 
submitted before the course is posted, write TBD and follow up 

https://purchase.sitehost.iu.edu/buying/doc/Managing-Direct-Deposit.pdf
https://purchase.sitehost.iu.edu/buying/doc/Managing-Direct-Deposit.pdf
https://iu.co1.qualtrics.com/jfe/form/SV_3wU39imGouXCLFs


with contact the Automotive Safety Program Child Passenger 
Safety Training Program Manager. 
 

• If you have not read and signed the FY26 Automotive Safety 
Program Child Passenger Safety Partner Instructor 
Agreement, your stipend request will not be approved. 

 

 



• Page Two 
Indicate if you are Lead, Assistant or an IC or CA receiving an 
ASP stipend. 

 
• Page Three 

Assistant Instructors only: indicate if it is a 3-day course, 4-
day course, or Renewal. 

 
• Page Four 

Assistant Instructors only: Indicate number of days you are 
teaching and just the dates you are teaching. The Stipend 
Request Form will automatically calculate your payment 
based on 3- or 4-day course, and number of days you are 
teaching. Use this total for the Payee Certification Form.  

 
 



• If you are not teaching four days and there are any blank 
dates, as shown above, the Stipend Form will ask you to 
continue will indicate there are questions unanswered 
questions. Select Continue Without Answering to advance 
the stipend request.  

 

 

 

Section Two – Instructor Supporting Documentation  

IU Purchasing updated the Payee Certification Form this year. The 
Instructor Stipend request will link you to the current approved version 
which must be completed and attached to the Instructor Stipend 
Request. Remember to sign and date your Payee Certification form. 

ASP cannot process instructor stipend payments without a completed 
and signed Payee Certification Form. 

 



 

 



• Next indicate if you are requesting. travel reimbursement 
(mileage, lodging, per diem). All travel reimbursement must 
be approved by ASP at least 8 weeks before the first day of 
the course, baring reasonable special circumstances, such 
as instructor roster changes after this deadline. 

 

• For mileage reimbursement ONLY: 
a. Complete all of page one then sign and date the bottom of 

page 2 of the FY26 Travel Form. 



b. Log the FULL address of your departure and arrival 
locations. Complete all columns. 

c. On page two, leave the lodging and per diem boxes empty 
if you are only requesting mileage reimbursement. 

 

 

d. If you are also requesting lodging and/or per diem for overnight 
stays that are at least 60 miles one way from home, you must 



also log your departure time on the first day of travel and 
your arrival home time on your last day of travel.  

 

 

• You must also complete the lodging and per diem sections 
(including meals provided grid) on Page 2.  

o Please note: the per diem calculator grid indicates 
whether meals were provided to you at the hotel, 
course location, etc., not whether you accepted the 
provided meal.  

 

 



• For lodging reimbursement: you must provide the ASP CPS 
Training Program Manager a lodging receipt with $0.00 
balance due in your name before we can process the 
reimbursement. 

 

If you have any difficulty downloading, completing, or uploading the 
FY26 Travel Form, please contact the ASP CPS Training Program 
Manager. 

 

Last Section 

• Indicate whether you are a registered supplier with 
BUY.IU/Jaggear Network, and whether you are signed up for 
direct deposit. 

• You can access and review the updated NHTSA Certified 
Assurances in the link provided in that section. 

• Read and sign the compensation agreement and verify your 
status as not a robot. 



 



Please direct questions or concerns to the ASP CPS Training Program 
Manager by emailing autosfty@iu.edu subject line Instructor Stipends 
(and/or Travel if applicable) or call 317-274-2977. 

You will receive confirmation that your Instructor Stipend Request and 
Travel Request have been received and under review within 5 business 
days of completion. ASP will contact the email listed in the Stipend 
Request Form. 

If you do not receive this email confirmation, contact the ASP CPS 
Training Program Manager by emailing autosfty@iu.edu subject line 
Instructor Stipend Request or call 317-274-2977. 
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