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Payment Request for Non-Howard Individual

Travel

The PI/PD determines if an individual meets
the eligibility requirements for travel
reimbursement based on the terms and
conditions of an award agreement.

Istravel

Follow the regular travel and expense reimbursement for

reimbursement process living or training-
elated expenses

Yes

PI/PD completes and submits payment
request in WD, accompanied with the
necessary supporting information and
documentation as required by university
policy (Recipient's name, email, grant ID, &
amount)

OPC sends a PaymentWorks link to
recipient to complete the credentialing and
verification process.

Approved?

A
=2
o

Automated Budget
Check

Approved? Nor

Follow the non-grant business process

Yes

No Grant?

Yes

Payment request is routed
to the cost center manager
for approval of the non-
grant funded portion

stravel 100% gran
funded

Y

Routed to SPO Post-Award to review,
approve payment request, and ensure Yed
compliance with the terms and
conditions of the award

Approved?

Approved? Nor

SPO reviews payment request to ensure

appropriate worktags, spend categories,
and reporting codes

Approved? No:

Yes

Review and Approval

Yes completed by
Controller

Request >= $50,000?

Approved?

AP verifies information including the

recipient’s identity, contact details, and
preferred payment method to ensure
accuracy.

o errors or issue
Identified?

No

AP issues payment.
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SPO - Sponsored Research Programs

CFO - Chief Financial Officer

OPC - Office of Procurement and Contracting
. Key Control
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