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AST’s Guide to Requesting
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Temporary/Additional
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Key Term: Payment
Money owed to an individual or a

business for goods or services
(including honoraria and invoice
payments), or in requesting an

advance of travel funds for
University business.

For units in cohorts, the
Administrative Assistant 3
submits these requests on

behalf of vendors/suppliers,
guests, or non-UW employees.

For units in cohorts, 
UW employees submit

these requests
themselves.

For units in cohorts, 
the HR Manager

submits these requests
on behalf of UW

employees.
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