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Go to Page 2 

Is this to initiate the gift? 
(i.e. pay them cash) 
 

Yes 

Is it a gift? 
(See Policy definition for gift, cash & 
cash equivalents, & non-cash items) 

Yes 

Prepare a 
PAF. 

Complete 
Sections 1, 3, 

4 & 7 and 
submit to 
Student 

Employment  
+2711 

Complete a 
W-9 & Check 

Request. 
Submit to 

Purchasing 
+7022 

Is money for services 
performed? 

Yes 

Prepare a PAF. 
Complete Sections 

1, 3, 4 & 7 and 
submit to Student 

Employment  
+2711 

 

Financial Aid must 
review. 
Go to 
go.udayton.edu/addaw
ard 
and answer the 
questions.  Financial Aid 
will contact you upon 
completion of their 
review. 

Is this to reimburse an expense? 

Is this for University 
Academic/Business 

purpose? 

Yes 

Complete a Travel & 
Entertainment 
Reimbursement Form 
and submit to Student 
Accounts +1600 

Is student an employee? 

Yes 

Prepare a PAF. 
Complete 

Sections 1, 2 & 
4 and submit 

to Student 
Employment  

+2711 
 

Complete a 
W-9 & Check 

Request. 
Submit to 

Purchasing 
+7022 

 

No 

No 

No 

No 

Yes 

No 

No 

Is the recipient a UD student? 

Yes No 

Is student an employee? 

Yes 

Prepare a 
PAF. 
Complete 
Sections 1, 4 
& 7 and 
submit to 
Student 
Employment 

 

No 

Did this gift cost more 
than $100 or is it a cash 
or cash equivalent 
(including gift cards) of 
any amount? 

Yes No 

You are done! 
No further 

paperwork is 
required. 
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Go to Page 3 

Is this to initiate the gift? 
(i.e. pay them cash) 
 

Yes 

Is it a gift? 
(See Policy definition for gift, cash & 
cash equivalents, & non-cash items) 

Prepare a PAF. 
Complete 

Sections 1, 3, 4 & 
7 and submit to 

HR  
+1649 

 
(HR will submit 

to PR for 
payment & 
appropriate 

taxation) 

Is money for services 
performed? 

Yes 

Prepare a PAF. Complete 
Sections 1, 3, 4 & 7 and 

submit to HR +1649 
(HR will review for 

Independent Contractor 
considerations) 

 

Prepare a Check 
Request. Submit 

to Purchasing 
+7022 

Is this to reimburse an expense? 

Is this for University Travel or 
Entertainment purposes? 

Yes 

Complete a Travel & 
Entertainment 
Reimbursement Form 
and submit to Student 
Accounts +1600 

Prepare a Check 
Request. Submit 

to Purchasing 
+7022 

 

No 

No 

No 

Yes 

No 

Is the recipient a UD employee? 

Yes No 

Yes 

Prepare a PAF. 
Complete Sections 
1, 4 & 7 and submit 
to HR +1649 

(HR will submit to 
PR for taxation) 

No Did this gift cost more 
than $100 or is it a cash 
or cash equivalent 
(including gift card) of any 
amount? 

Yes No 

You are done! 
No further 

paperwork is 
required. 
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Go to back to Page 1 

Is this to initiate the gift? 
(i.e. pay them cash) 

Yes 

Is it a gift? 
(See Policy definition for gift, cash & 
cash equivalents, & non-cash items) 

Complete a W-9 
& Check Request. 

Submit to 
Purchasing 

+7022 
 

Is money for services 
performed? 

Yes 

Complete a W-9 & 
Check Request. 

Submit to 
Purchasing +7022 

 

Complete a W-9 
& Check Request. 

Submit to 
Purchasing +7022 

Is this to reimburse an expense? 

Is this for University Travel or 
Entertainment purposes? 

Yes 

Complete a Travel & 
Entertainment 
Reimbursement Form 
and submit to Student 
Accounts +1600 

Prepare a Check 
Request. Submit 

to Purchasing 
+7022 

 

No 

No 

No 

Yes 

No 

Is the recipient a UD employee or student? 

No Yes 

Yes 

Complete a W-9. 
Submit to 
Controller’s Office 
+1640 

No Did this gift cost more 
than $100 or is it a cash 
or cash equivalent 
(including gift card) of any 
amount? 

Yes No 

You are done! 
No further 

paperwork is 
required. 
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