ATTACHMENT 3B

MONTHLY INVOICE AND PAYMENT PROCESS FOR AFFILIATE
AGREEMENTS (no indirect costs)

NO PAYMENTS WILL BE MADE
WITHOUT SUPPORTING
DOCUMENTATION

Expenses are incurred on the Affiliate Institution's
books

L

v

An invoice and Web Voucher (WV) are prepared
by the PI's staff

YES NO

'

WV and supporting documentation are
submitted to the Affiliate Research Finance

An invoice and Web Voucher (WV) are prepared
by the Affiliate Research Finance Office (ARFO)

Office (ARFQ)

/

'

ARFO reviews paper copy of WV & supporting
documentation and approves charges on the paper
wv

v

Billing is for a co-investigator

YES NO

'

Paper WV & supporting documentation are
routed to the primary PI for signature

Signed paper WV & documentation are sent to
OSR

v

OSR reviews paper WVs

v

WV is approved in the WV system

v

Approved WV is routed to A.P. for payment

KEY

AP Accounts Payable
ARFO Affiliate Research Finance Office
DC Direct Costs

Harvard Medical School
Office for Sponsored Research
Web Voucher

HMS
OSR
WV




