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Grant Coordinator Duties

• Expense tracking

• Audit Accounts

• Process Requisitions 

• Assist with Travel Arrangements

• Assist with re-budgets

• Liaison for you with HU administration

• General Administrative Support
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Pre-Proposal
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DocuSign Entry
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Post-Award
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Be Mindful
• Send all request to cea_processing_center@howard.edu

• If it’s not in the budget justification, RAS spending will push it back. This can solved with written 
approval from the sponsor. 

• Students can only receiving salary/wages from one fund source at a time.  (The only exception is if 
they are RA’s in the dorms)

• All processing times are given in business days

• Scheduled campus closures do not count as business days

• Busiest times of years for processing for AP/OPC
• Beginning and End of Term
• Around Homecoming and Commencement

mailto:cea_processing_center@howard.edu
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Spending Timeframes

All spending on the grant must occur within the budget period. For example, if  the 

budget period is from Jan. 1, 2017 to June 30, 2017, all spending must occur within 

this timeframe.

You will receive a notification ninety (90) days prior to the expiration of  your award.

Please ensure all expense-related paperwork is filed early enough so that the approval 

and payout process may be completed prior to the end date of  the award.  
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Post Docs (C512) & Staff Hiring (C513) 
Howard University requires that these positions be processed through Human Resources. The 
position must be posted and up to 3 candidates must be interviewed prior to selecting a candidate. 
The offer letter and onboarding will be completed through Human Resources and not the Office of 
the Dean.  No one can start working until they have completed the Human Resources Hiring 
process. 

Required Documents:
• Provisional Offer Form to request position
• Position Description 

After the candidate has been selected, it can take up to 10 business days to have the candidate 
vetted and onboarded.

To extend in an extending salaried position only the Provisional Offer Form
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Assistantships (Hourly Workers)
Graduate Teacher/Research (C514) or Undergraduate Research C516

These positions are paid through payroll thus require onboarding through HR and are not permitted to 

start working until the process is complete. 

Required Documents:

• Draft Offer Letter

• Provisional Offer Form or Payment Request

• If  awarding Financial Aid, Financial Aid Requisition form for the current school year 

Note: students will not be funded until the provisional offer and financial aid forms are received. 

Please allow 10 business days for completion of this process
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Assistantship Offer Letter
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Financial Aid (C552)

Financial Aid can only be awarded per the terms of  the grant. If  the grant ends prior to the end of  the 

semester the award must be prorated. 

The grant must state if  the funds are to be used for tuition only, all educational expense, or institutional 

charges only

Required Documents:

• Financial Aid Requisition for the current school year

Please allow 15 business days to post the student account.
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Stipend Payments (C552)

The processing of  stipends is contingent upon the student’s status as a current or former 

employee of  Howard University.  

Please see the chart below:

Stipend payments can only be paid to students for participation in research. The justification 

cannot indicate that the student is working on a project; this will be interpreted as a wage hire. 

Non-Employee Current/Former Employee

Payment Request Form Provisional Offer Form (E-Par)



College of Engineering and Architecture



College of Engineering and Architecture

Stipend (C552) part 2
All Stipend Payment Request require a payment memo that includes the following information: 

• Grant number
• Short description of student’s duties
• Dates the student(s) participated 
• Payment Schedule

• Student Name
• Student ID Number
• Student’s Vendor ID 
• Amount of payment

First time recipients need to submit a Substitute W-9 & ACH payment form to Accounts Payable at 
accountspayable@howard.edu. It can take up to 7 business days for the vendor number to be 
created.

Please allow 10 business days for payment to process.
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Travel

If travel is included on the grant, contact HU Travel at HU_Travel@howard.edu to ensure the account 
is loaded into the system prior to traveling. 

Once you receive the signed approved form, request your travel through www.concursolutions.com.  
Concur approvals can take up to 48 hours from submission. Please refrain from booking new travel 
request into Concur on Fridays to prevent cancellation during the approval flow. 

Please Note: It is mandatory that all Howard University business travel be reserved through HU 
travel agency Christopherson Business Travel (CBT).  CBT is unable to prepay for any reservations 
that are not booked directly through CBT.  Also, please note that CBT is not able to book rooms for 
conference hotels that are through a housing bureau or house authority, contact HU travel for 
assistance with facilitating these arrangements. If unable to comply with this, an exception must be 
approved by HU Travel in advance.
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Travel Part 2:
Domestic Required Documents: 

• CEA Pre-Travel Authorization form
• Faculty Absence Form if travel occurs during 

academic year
• Documentation of travel such as the conference 

flyer

Please submit 10 days prior to traveling

International Required Documents:

• Domestic Travel Documents Plus
• International Travel Information Request 

Form Compliance Statement
• Event Participation Release  This form is 

required for all members of the traveling party 
regardless of their affiliation with Howard. 

Must be submitted at least 60 days prior to 
departure no later than 30 days prior. 
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Travel Reimbursements to Students
Non Wage Students (C552)

For travel reimbursements please include
• Payment Request Form 
• Pre-approved travel authorization form
• Copies of all receipts excluding tips
• Complete Uber/Lyft receipt or proof of mileage, if the student used their 

personal vehicle.

Please allow 10 business days for completion of this process

Salary/Wage Students C512/C514

Processed through Concur
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Consultants/Sub-contractors 
If you will be engaging the services of a consultant, contractor or other outside vendors, Howard 
University policy states “no vendors are permitted to provide goods or services without an 
executed purchase order from the Office of Procurement and Contracting.”  Furthermore, 
having an executed purchase order ensures that the vendor will be paid in a timely manner. 

Required Documents:

• Completed New Sub-Agreement Information Form
• Contractor/Vendor Justification/Price Verification Form (CVJ/PVF) 
• Statement of Work 

Obtaining an executed PO and contract for a consultant can take 45 to 60 days. Please submit the 
required documents as soon as possible and prior to the consultant starting work. 
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Requisitions
Required Documents:
• Supply Request or Funding Request 
• Quotes, if applicable
• Competitive quotes or sole source justification
• Contact information for the vendor

Any requisitions processed in PeopleSoft will require your approval. If you are unsure if you have 
approver rights in PeopleSoft please contact Sanjay Shrestha at sanjay.shrestha@howard.edu in the 
Office of Procurement and Contracting.

If you must be away from campus during the grant period, please designate an alternate PeopleSoft 
approver. 
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