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Working Together With

Department Specialists
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HOW DOES BUSINESS SERVICES SUPPORT 
YOUR DEPARTMENT?

Ensure Compliance 
with State Policies

TRAVEL
PAYMENTS & 

REIMBURSEMENTS

FOUNDATION
CONTRACTS & 
CONSULTANTS

MOVING AND 
RELOCATION



BUSINESS SERVICES
DEPARTMENT ASSIGNMENTS 
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Center for Hellenic 
Studies (Esther will 

keep temporarily) 

 

             *                                  
                 

 



DEPARTMENT SPECIALIST DIRECTS 
TRAFFIC for BUSINESS PROCESSES

??? 

AFO   BST

PURCHASING  
- Goods
- Services

PAYMENTS
- Vendor Invoices
- Reimbursements
- Guest Speakers
- Consultants



BUSINESS SERVICES

FORMS 

COLLEGE OF ARTS & SCIENCES



Substitute W-9 
Used to collect information about 
payee in order to add them as a 
vendor and determine their tax 
status.

The IRS W-9 (shown below)is used for 

Foundation payments.



PAYMENT REQUEST FORM 

Used as a cover sheet for 
reimbursements &
vendor invoice payments



FOUNDATION 
DISBURSEMENT  REQUEST 
FORM 

Used as a cover sheet for 
invoices & reimbursements 
paid with GSU Foundation 
funds.



TRAVEL AUTHORIZATION 
FORM
Used to give  important 
details about the trip when 
an employee is traveling on 
university business



Service Provider 
Classification 
Worksheet –SPCW
Form

Determines whether or not this 
person may be paid as a 
vendor through PMart, or 
whether we must hire them as 
an employee through Payroll. 



BUSINESS SERVICES

Purchasing through PantherMart

COLLEGE OF ARTS & SCIENCES



STEPS FOR PROCESSING PANTHERMART 

TRANSACTIONS

Danielle Stevenson and Emma White

New Vendor Adds- Have vendor to complete 

Substitute W-9 and forward to BST

Payment Requests & Reimbursements-

Vendor Invoices, Reimbursements

1. Department Specialist- Receives signed invoices 

or receipts; forward payment request form and 

documents to Assistant Finance Officer (AFO). 



Purchases-

Punch Out Vendor, or Hosted Catalog,

Direct Purchases for Department, e.g. office 

supplies and equipment; copier leases and 

renewals

(Lab Personnel may continue to create their own carts 

and assign them in Panthermart to their Business 

Coordinator)

1. Department Specialist – order items in 

Panthermart & assign cart to Business Services 

Team.

We will not go into detail here, but you will learn about 

creating and assigning carts during your PantherMart

training class. 



Non Catalog Items
Non-Catalog Items (Quotes Required)

Supplies/Equipment purchases-

Services (maintenance, repairs, etc.)- with or without contract routing, 

Hiring independent contractor/ consultant, guest speaker (SPCW, new vendor profile form, 

Department Specialist- Receives documents, forward to Business Coordinator Lead.

*Memo Of Justification (MOJ) 

Late Memo is Required for payments that are submitted 30 days after due date.

(May be created by DS or Chair and signed by the Chair.)
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TRAVEL
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Steps for processing Travel Expenses beginning (Domestic/International) July  1st.

Tara Alexander and Robert Daniel

1. Faculty member will give completed signed travel authorization form to Department Specialist.

2. Department specialist will confirm and/or obtain budget approvals from AFO for state budgets or 

GCO for sponsored budgets.

3. Department specialist will  use authorization to create cart for travel into Panthermart

4. Department specialist will assign cart to BSC, LEAD

1. For Non-employee travel use step 1-3 above then:

Department Specialist will Initiate payment request for hotels and carts for reimbursement 

related  to travel to BSC, LEAD

1. After return from trip, no action is required from Department Specialist. Traveler will submit 

travel expense statement and receipts to BSC, LEAD directly



BUSINESS SERVICES

FOUNDATION

COLLEGE OF ARTS & SCIENCES



FOUNDATION 

Cynthia Cain and Esther Prince

New Vendor Payments (W-9 submission and tracking)

- DS to obtain w-9 from new vendor and send request to BST LEAD. 

Web-Invoicing 

(Invoice Payment)

1. DS to complete Foundation Disbursement Request Form (cover sheet) and attach the invoice and supporting 

documentation (flyer, program, agenda, etc.)

2. Once form is completed DS to get signatures from payee and department Chair

3. DS to email full packet to Assistant Finance Officer to get approved project ID and add to form.

4. Once all signatures completed and project ID added to form forward to BST Coordinator.

(Reimbursement)

1. DS to complete Foundation Disbursement Request Form and attach the receipts and supporting documentation (flyer, 

program, agenda, etc.)

2. Once form is completed DS to get signatures from payee and department Chair

3. DS to email full packet to Assistant Finance Officer to get approved project ID and add to form.

4. Once all signatures completed and project ID added to form forward to BST Coordinator.



FOUNDATION 
DISBURSEMENT 
REQUEST 
FORM



FOUNDATION 
DISBURSEMENT 
REQUEST 
FORM 
cont’d…



FOUNDATION 
DISBURSEMENT 
REQUEST FORM 
cont’d…



FOUNDATION 
DISBURSEMENT 
REQUEST 
FORM



(Travel) *Rare Occurrence

1. Prior to travel, employee to complete travel authorization form and have signed by supervisor (note that 

travel is being paid from the Foundation. Hold until employee returns from travel.) 

2. Once employee returns from travel DS to complete Foundation Disbursement Request Form, Expense 

Detail Statement and attach the travel authorization, receipts and any supporting documentation (flyer, 

program, agenda, international conversion tables, etc.) from travel.

3.     Once form is completed DS to get signatures from payee and department Chair

4.    DS to email full packet to Assistant Finance Officer to get approved project ID and add to form.

5.    Once all signatures completed and project ID added to form forward to BST Coordinator.

Student Scholarship/Fellowship/Award Payments

- DS to complete Notice of Intent (NOI) form, Student Acceptance Form and Scholarship/Awards/Fellowship Disbursement Form 

and forward to College Business Services Officer (CBO) James Taylor. 

Staff and Faculty Award Payments

- DS to receive names and complete Foundation Disbursement Form. Once completed please send to CBO James Taylor.

Speaker Agreements & Contracts

- DS to email Chair for funding source and then forward email to BST Lead with funding source.

Wire transfers 

- DS to send all wire transfers to BST, Lead.



WE’RE HERE TO SUPPORT YOU!

James C. Taylor, Jr., College Business Services Officer: jtaylor3@gsu.edu

Selma Alston, Rehired Retiree: salston@gsu.edu

Tara Alexander, Lead Business Services Coordinator: talexander5@gsu.edu

Esther Prince, Lead Business Services Coordinator: eprince4@gsu.edu

Cynthia Cain, Lead Business Services Coordinator cwilson38@gsu.edu

Robert Daniel, Lead Business Services Coordinator: rdaniel@gsu.edu

Emma White, Business Services Coordinator:  ewhite47@gsu.edu

Barbara Kelley, Business Services Coordinator:  bkelley@gsu.edu

We’re also available via Teams

mailto:jtaylor3@gsu.edu
mailto:talexander5@gsu.edu
mailto:eprince4@gsu.edu
mailto:cwilson38@gsu.edu
mailto:rdaniel@gsu.edu
mailto:stolbert6@gsu.edu
mailto:slewis50@gsu.edu


Please type questions into the chat 

QUESTIONS?


