Payment Processing Form for Faculty (Job code 2403)

Requester's Administrative Support
Coordinator (ASC) completes Payment
Processing Form (PPF) and sends to
Faculty Member for signature.

Faculty Member signs and returns to
Requester's department ASC. ASC
forwards PPF to Requester.

Requester signs and returns PPF to
Requester’'s ASC. ASC forwards PPF to
Requester’'s Department Chair or Program
Director.

Requester’'s Department Chair or Program
Director signs PPF and returns PPF to
Requester’s ASC.

> Requester’'s ASC forwards PPF to Funding
Department’s College Analyst.
College Analyst
returns to ——Error(s) College Analyst verifies

Requester's ASC to
correct error(s).

payment information.

No error(s)

Funding Department’s College Analyst
signs and routes PPF to Funding Dean/
Provost.

Funding Dean/Provost signs and routes
PPF to University Personnel.

University Personnel enters payment
information and provides copies to Requester's
ASC and College Analyst and any other
personnel requested on payment form.*

*If employee is being paid as a Special Consultant, use Special
Consultant Agreement and submit Special Consultant vouchers
Updated 12/14/16 for payment processing.



