
School name _________________________________________________________________________________ School number _______________________Date _____/_____/______

Please make the following payments to the listed MCPS employees.
MCPS will bill the school for this amount. ONE IAF FORM PER SCHOOL PER PAY PERIOD.

Employee 
ID #

Employees Name
(Last, First)

Description of Services 
(Work) Performed

Hourly 
Rate Used 
($$)/hr.

Total 
Number 
of Hours 
Worked

Payment 
Due 

Employee
($$$)

FICA Tax
(7.65%)

Pay 
Period 

End Date Total

TOTAL DUE

AUTHORIZED BY:    Date _____/_____/______
 Principal's Name (print) Signature (Principal)

PREPARED BY:    / /
 Name (print) Signature Date

MCPS Form 280-46
July 2019

INDEPENDENT ACTIVITY FUNDS
Request for Payment to MCPS Employees for Services (Work) Performed

Employee and Retiree Service Center (ERSC)
MONTGOMERY COUNTY PUBLIC SCHOOLS

Rockville, Maryland 20855

Please scan and e-mail this form to the Employee and Retiree Service Center at ERSC@mcpsmd.org.
DO NOT FAX OR SEND PAPER COPIES OF THE SCANNED FORM. Submit one IAF form per school per pay period.

(see reverse side)



INSTRUCTIONS FOR COMPLETING (FORM 280-46)
INDEPENDENT ACTIVITY FUNDS (IAF) REQUEST FOR PAYMENTS

TO MCPS EMPLOYEES FOR SERVICES (WORK) PERFORMED

1.  This form should only be used to report IAF payments to be made through the MCPS 
payroll system to MCPS employees.

2.  All payments from a school’s IAF funds to MCPS employees for services (work) 
performed, except those reported through the time sheets, should be made using this 
form. This form will process a payment through the payroll system; therefore, schools 
should NOT pay employees directly from their IAF funds.

3.  Payments to employees at a daily rate which does not exceed the per diem allowance 
for jurors in the Circuit Court for Montgomery County, Maryland, and payments for 
reimbursements are considered as expenses rather than services, and should not be 
reported using this form.

4. For employee's name, print last name first, then first name (example, Test, John X.).

5.  Earnings should be reported for the pay period they were earned to ensure prompt 
payment to employees.

6.  Please refer to the IAF Pay Schedule available at: http://www.montgomeryschoolsmd.org/
departments/ersc/employees/pay/schedules/paydays.aspx, for dates entered under column 
titled “Pay Period End Date.”

http://www.montgomeryschoolsmd.org/departments/ersc/employees/pay/schedules/paydays.aspx
http://www.montgomeryschoolsmd.org/departments/ersc/employees/pay/schedules/paydays.aspx
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