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Payment Request Forms

Payment Request Forms are utilized to streamline the processing of payments that do not require a
purchase order. These payments can be referred to as Procurement Exemptions. Separate forms have
been created to process each type of transaction. The four forms are:

1. Honorarium
2. Revenue Refund
3. Utilities
4. Non-PO Payment Requests
Each of these categories will reference the appropriate payment category as defined by Procurement.

Departments will enter their payment information on the applicable Payment Request Form and attach
an invoice or appropriate information to substantiate payment to the supplier in HokieMart. This
documentation will route through Accounts Payable for review and approval.

Once approved, the Payment Request Form is converted to an e-invoice that will route
through existing organization level approvals. Once completed, the e-invoice will integrate
to Banner Finance for disbursement.

It is important to note that there will be no receiving function associated with payment
forms. The payments processed on these forms will not create an encumbrance and the
associated invoice does not need to be sent to Accounts Payable.

Payment Request Form Types

There are four payment request forms in HokieMart. Each form can be used to process payment
requests for specific transactions that are exempt from competition under state procurement policies. A
list of procurement exemptions and definitions is located on the Procurement website.

It is imperative that the appropriate payment category be selected. Only payments that fall into these
categories can be entered on these forms, as they do not require formal procurement competition and
can be processed in an expedited manner. Departmental approvers are responsible for reviewing these
transactions for compliance and Accounts Payable will also perform review of the information provided
before approving a request for payment. Requests that do not fall into these categories will be rejected
and should go through the purchase requisition process on the non-catalog form.

Payment Request Form Processing Steps

For specific step-by-step instructions on entering invoices through the Payment Request Forms in
HokieMart, please view the Payment Forms User Guide.



https://www.procurement.vt.edu/procurement-exemptions.html
https://www.controller.vt.edu/content/dam/controller_vt_edu/training-documents/accounts-payable/HokieMart%20Payment%20Forms%20User%20Guide_06262024.pdf
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