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Documentation for Payment Requests on Sponsored 

Projects 
presented by Sponsored Projects Services (Financial Post-Award)



Housekeeping
• Webinar is being recorded
• Link and slides will be 

emailed & posted to our 
website

• Keep microphones muted
• Type questions into the chat 

or unmute at the end



• The sponsor specifies how the funds should be used, as outlined in the supporting documentation (e.g., award letter or 
grant agreement).

• A line-item budget is required, detailing expenditures by activity, function, and project period.

• Sponsor is entitled to a license or ownership of the deliverables.

• The sponsor may require technical or scientific data to be given to them as a condition of the award and make a claim on the 
patents, copyrights, or other intellectual property rights resulting from the supported activities.

• The sponsor requires financial (budget) reports, progress reports at certain intervals during the course of the work, and a 
final report.

• The sponsor establishes a set of performance objectives. There is a specified time period for conducting the project and for 
using the funds.

• The sponsor may require that the remaining funds at the termination of the project be returned to the funder.

GRANTS



Sponsored Project Services (SPS)
sps@chapman.edu

• Monitor financial compliance (Administrators):
• Review and approve hiring and salary allocation documents as prepared by department 

administrators/operation staff
• Review and approve expenditures

• Prepare and submit financial reports to sponsors (Administrators)
• Collaborate with department staff (Operation managers, Coordinators, etc.),
     offices (OOR, FS, AP, HR, etc.), and PIs to resolve issues
• Tracking and projection of awards (Analyst)
• Tracking and monitoring of subawards (Analyst)
• Troubleshoot financial matters (Analyst and Administrators)

Post-Award (Financial)
Morgan Sohrabian (Director of Post-Award Services)
Shawn Scott (Sr. Grants and Contracts Administrator)
Steph Wenning (Post-Award Research Administrator)
Melissa Cardinale (Post-Award Analyst)

mailto:sps@chapman.edu


SPS Expense Review and Approval
What are we looking for during our review?
• 2 CFR 200 Cost Principals:

q Is the expense allowable on the grant?
q Is the expense allocable to (clearly identified as directly relating to) the 

grant?
q Is the expense a reasonable cost? Would a prudent person find it 

reasonable?
q Is the expense necessary for the aims of the grant/scope of work?
q Is the expense being treated consistently?
q Is there proper documentation to justify that the expense meets all of 

the above? Even allowable expenses can be disallowed without proper 
documentation.



Non-PO Payment Requests
• These are used for non-Chapman-employed vendors or independent 

contractors and for Chapman students.
• A Supplier Profile should not be created for a Chapman staff, administrator, or 

faculty member.
• For payments $5,000 or greater, a PO is required.

Concur Payment Requests
• These are used for all Chapman staff, administrators, and faculty.

§ This includes reimbursements for out-of-pocket payments as well as PCard 
transactions.

Please include the PI’s name 
on the non-PO payment 

requests and POs.



Chapman University Fiscal Policy
• A key factor in determining allowability of an expense on a project is that 

we are following our own institutional policies.
§ Along with our SPS- and OOR-specific policies, Fiscal Policy applies to all expenses, 

and it must be followed.
§ Our Fiscal Policy helps us maintain consistency on expenses.

• Commonly seen instances of payment requests that do not align with fiscal policy are:
§ Specific meal reimbursement rather than per diem while traveling. (2.6.1 Meals)
§ Missing appropriate documentation for Conferences. (2.7.1 Conference Registration)
§ Rideshare receipt screenshots that exclude the to/from locations and no justification for the 

business and research purpose of the ride. (2.7.2 Parking Fees, Tolls, Taxis)
§ Independent Contractor invoices without attached ICA (1.2.4 Professional Services)
§ Subject Payments without attached IRB approval (1.2.15 Gift Cards)



Travel Reimbursements
Documentation

• Full receipts (itemization and method of payment)
§ For taxis and rideshares, this should include the to/from locations.

o Exception: rideshares for study participants should have their home address redacted.
• For students, there should be written confirmation from the PI about how the student’s travel 

benefitted the grant and contributed to the scope of work.
• An agenda, program, and/or schedule for the conference, meeting, or workshop attended.

§ If none is available or provided, then at a minimum we should know the title of the conference, the 
location, and the dates.

§ If per diem is requested, the schedule must be attached to each line to verify any meals provided.

Justification
• What is the business and research purpose of the travel?

§ Are research and results being presented? Is it a networking event?
§ Does this travel benefit the grant? How does it contribute to the scope of work?

Note: Financial Services’ Tax Compliance may require further 
documentation or justification for these reimbursements.



Per Diem vs. Meal Reimbursement



U.S. General Services Administration (GSA)
For student travel reimbursements, submitted on a non-PO, a PDF of the M&IE rates should be included. 
For employees, Concur automatically calculates the per diem (Daily Allowance) based on the entered 
itinerary. This includes taking the First and Last Day of Travel into account at 75%.

Be sure to deduct any meals provided by/included with conference registration. We cannot pay for 
a single meal twice. Attach the conference schedule as a receipt to provide documentation of the meals 
that were provided by the conference, confirming the appropriate meals were deducted.

https://www.gsa.gov/travel/plan-book/per-diem-rates


What is a receipt?

Accounts Payable FAQs

While our Fiscal Policy does allow for expenses under $25 to not require a receipt, for grants it is crucial to 
have receipts for all purchases. For PCard purchases, in addition to the Missing Receipt Declaration, the 
Lost/Itemized Receipt Form must be completed and attached as if it were a receipt. The form details what 
would have been included on the receipt, as well as why no receipt is available, and signatures.

https://www.chapman.edu/campus-services/campus-controller/financial-services/accounts-payable/faq.aspx


Is this a 
complete 
receipt?

No; it is missing the to/from 
locations, which for rideshares 
qualify as the itemizations.



What about now?
No; the first page of the receipt 
indicated Uber Cash was used 
for a portion of the payment. 
Because we don’t know how 
that Uber Cash was loaded to 
their Uber account, for further 
documentation we need to 
attach the card transaction that 
indicates how the funds were 
loaded to Uber Cash.

We need this to confirm that a 
gift card was not used to 
purchase the Uber Cash.



Gift Cards per Fiscal Policy

This also means that if a gift card is used to pay for something, we 
cannot reimburse for that expense.



Gift Cards cont.
As stated in Fiscal Policy 1.2.15, gift cards may 
be purchased as incentives for human 
participants in research projects that have IRB 
approval.
When reconciling gift cards purchased for 
participants (Subject Payments), the IRB 
approval document or letter must be attached 
as part of the documentation.



ICAs / Service Agreements / 
Speaker Agreements

• The agreement must be on file with AP and should be included as documentation 
with either the non-PO payment request or the blanket PO.
§ PeopleSoft is a resource that allows this documentation to live in one place; let’s use it!
§ Post Award is not involved in the drafting or execution of these agreements and often 

does not see them until a payment request or PO is submitted for review and approval. 
We need to see them to verify details before approving payment on the invoice.

1.2.4 Professional Services



Fellowships
Many sponsored projects include fellowships for students. Award letters must 
be included with the payment request that detail:

§ The name of the fellowship recipient
§ The reason for the fellowship (e.g., participation in the grant’s scope of work)
§ The amount of the fellowship / disbursement schedule
§ The name or title of the project with which the fellowship is related
§ Standard verbiage regarding tax counsel, IRS rules, Form 1099s, FICA, and 

IRS Publication 970
§ Signed by the appropriate approver or issuer of the fellowship.

Issuing fellowships is an instance where collaboration is 
especially beneficial to ensure all departments’ 
documentation needs are met. The school or institute, 
AP, Tax Compliance, and SPS may have differing 
requirements depending on the grant, the student, and 
the payment.



Fellowship Letter Examples





Signed by the PI of the project. This is a great 
example of when AP would benefit from the 
submitter of the payment request including the 
PI’s name on the non-PO form. It will help AP to 
know this fellowship letter is appropriate 
documentation.



Fellowship Non-PO Form

Again, AP only needs to confirm that amounts match and if the award letter 
includes the necessary information. SPS will determine if the fellowship is 
allowable on the project. FS Tax Compliance will determine if the payment 
meets the tax code definition of a fellowship.



Proper Account Code Use

Selecting the proper account code is not only about correctly categorizing the 
expense (though that is in itself vital).
• F&A is applied to certain account codes and excluded from others.
• Consistency is again key; similar expenses should be charged to the same 

account.
o E.g., ChatGPT subscriptions should always be charged to Software, not charged to 

Software once and then to Supplies next.

• Certain account codes trigger new workflow approvals that may be needed.
o E.g., items identified as hazardous should be charged to Supplies Hazardous Materials 

so that Environmental Health & Safety will review the expense.
o E.g., software should be charged to Software so that IS&T will review the expense.
o E.g., equipment should be charged to Fixed Assets so that our FS Fixed Assets team 

will review the expense.



Selected Accounts for a Closer Look
• 520040 – Grants Domestic Travel
• 520025 – Grants International Travel
• 520080 – Dues and Memberships
• 520045 – Non - Travel Meals
• 520125 – Research Publication Submissions
• 517005 – Supplies
• 517100 – Supplies Hazardous Materials
• 517115 – Participant Support Supplies



• 560010 – CU Expendable Furniture & Equipment
• 560015 – CU Expendable Computers & Equipment
• 560100 – Fixed Asset Transfers
• 560105 – Fixed Asset IS&T Transfers
• 530020 – Tools & Equipment
• 520010 – Participant Support Travel
• 510050 – Participant Support Fellowship Award
• 510035 – UG Fellowships/Awards
• 510037 – GR Fellowship Awards

Selected Accounts cont.



“Is this expense allowed 
on that grant?”

IT DEPENDS

AP is not responsible for determining if an expense is allowed on a grant. 
That is what the SPS Post-Award team’s review is here to do.



Key Takeaway

We are all partners in this. SPS, PIs, 
school/institute admin ops, Financial 

Services, HR, etc. Everyone must, and 
does, play a crucial role in the 

administration and compliance of 
sponsored projects.



Other Resources

• SPS Support by College/Unit
• OOR Policies and Guidance
• OOR Events - Workshops, virtual office hours, and more!

• Chapman Fiscal Policy
• Chapman Accounts Payable – FAQs, Forms, & Payment Request Info

• Chapman Financial Services Training Resources
• Chapman Purchasing Guidelines
• Chapman PCard

https://www.chapman.edu/research/sponsored-projects-services/support-by-college-unit/index.aspx
https://www.chapman.edu/research/sponsored-projects-services/support-by-college-unit/index.aspx
https://www.chapman.edu/research/policies-and-guidance/index.aspx
https://www.chapman.edu/research/policies-and-guidance/index.aspx
https://www.chapman.edu/research/events.aspx
https://www.chapman.edu/research/events.aspx
https://www.chapman.edu/campus-services/campus-controller/financial-services/fiscal-policy/index.aspx
https://www.chapman.edu/campus-services/campus-controller/financial-services/fiscal-policy/index.aspx
https://www.chapman.edu/campus-services/campus-controller/financial-services/accounts-payable/index.aspx
https://www.chapman.edu/campus-services/campus-controller/financial-services/accounts-payable/index.aspx
https://www.chapman.edu/campus-services/campus-controller/financial-services/training/index.aspx
https://www.chapman.edu/campus-services/campus-controller/financial-services/training/index.aspx
https://www.chapman.edu/campus-services/campus-controller/financial-services/purchasing/guidelines/index.aspx
https://www.chapman.edu/campus-services/campus-controller/financial-services/purchasing/guidelines/index.aspx
https://www.chapman.edu/campus-services/campus-controller/financial-services/pcard/index.aspx
https://www.chapman.edu/campus-services/campus-controller/financial-services/pcard/index.aspx
https://www.chapman.edu/campus-services/campus-controller/financial-services/pcard/index.aspx


Questions?

Visit our Events website: https://www.chapman.edu/research/events.aspx 

Contact us: sps@chapman.edu 

• Virtual Office Hours (monthly)
• Pre-Award: 2nd Thurs, 11 am–12 pm
• Post-Award: last Tues, 9:30–10:30 am

https://www.chapman.edu/research/events.aspx
mailto:sps@chapman.edu

