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submit invoice to A/P via
Invoice Submission for
payment

If technology

Consult OTS and submit
request via
otsbuy@gwu.edu

Form and work with Tax Dept.

If good or service is on “exception
to PO list”, submit Payment
Request Form and invoice to A/P

(Ifa contract is requireD

Create an agreement or contract
and get necessary reviewer input
& approvals

Request Form & attach
supporting documents

Forward to
CCASFA@gwu.edu for
approval

CCAS will submit to
Treasury for processing

Complete Honorarium
Recipient Form & attach
supporting documents

Submit to AP via Invoice
Submission for processing
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Complete Payment
Request Form

Submit to AP via Invoice
Submission for processing

IF STUDENT: Submit
Electronic Payment Auth.
to Payroll prior to
submitting docs to AP

Quick Links

| PO Exception List I

| iBuy website I

| GW University Wide Agreements |

| Payment Request Form I

| Honorarium Recipient Form |

| Electronic Payment I

| Worker’s Classification Info

Endowment Request Form

AP Invoice Submission eForm
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https://ibuy.gwu.edu/ibuy-travel
https://ibuy.gwu.edu/
https://procurement.gwu.edu/best-value
https://taxdepartment.gwu.edu/worker-classification
https://accountspayable.gwu.edu/sites/accountspayable.gwu.edu/files/downloads/paymentreq.pdf
https://treasury.gwu.edu/sites/treasury.gwu.edu/files/downloads/Endowment%20Request%20Form%201.19.17.pdf
https://accountspayable.gwu.edu/sites/g/files/zaxdzs1261/f/downloads/Honor_Form061818.pdf
https://finance.columbian.gwu.edu/forms
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://accountspayable.gwu.edu/invoice-submission-1
https://procurement.gwu.edu/goods-and-services-are-exempt-competition
https://www.irs.gov/pub/irs-pdf/fw8ben.pdf
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