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Instructions for Compensation of Cooperating Teachers
Dear Cooperating Teachers:

In order to ensure effective and efficient compensation for your services, these procedures must be followed for the processing of the attached payment forms. 
1. Kindly fill-out and return the completed Cooperating Teachers Payment Form at the earliest. 
2. Attach a copy of your Lebanese National Identification card (both faces required) or a copy of your passport for other Nationals. For Taxpayer US Citizens only, attach the signed W9 form.

Note:
Forms must be submitted NO later than 5 working days after the beginning of the 

practice teaching experience. 

The Practicum Officer compiles all of the required documents while forwarding remuneration information for approval through the Education Department Chair and Dean’s Offices. 

3. Once all the paperwork is received, the documents are then sent to the Business Office for processing.  Please note that payment takes a minimum of 30 working days from the time the paperwork reaches the Business Office to be processed and expedited.  So please be considerate of your fellow colleagues in returning the required documents to my office early as we try to have them processed all at once (typically mid March).

4. Once my office is notified that the stipends are ready for pick-up, you will be contacted via a personal phone call or email to inform you about all the needed details for stipends’ collection.


5. As per Lebanese Government rules, the individual compensated or their designee must pick up the stipends with presentation of a National identity card or passport.
· All documents must be sent to the following address: 
Mrs. Viviane Yedalian
Lebanese American University 
P.O. Box 13-5053
Shannon Hall, 4th floor, room 4006
Chouran, Beirut: 1102-2801
· For questions and other inquiries, please feel free to contact Mrs. Viviane Yedalian at 
01-786456 / 786464 / 03-791314 (Ext 1915) or via email at viviane.yedelian@lau.edu.lb
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