
Service to be Provided 
to Oxford College 

Does 
the Payment Exceed 

$1,500?

 Does 
the Service 

Meet at Least One of the 
Contract Criteria 

Above?

Requester 
Completes 

Applicable Contract/
Agreement Template

Requester 
Completes 

Applicable Contract/
Agreement Template

Requester Submits 
Approved Agreement 
via Contract Routing 

Electronic
Form for CBO 

Approval

Requester Submits 
Approved Agreement 
via Contract Routing 

Electronic
Form for CBO 

Approval

Requester Submits the 
Agreement and Supporting 
Documentation by email to 
the Administrative Support 
of the Office of Academic 

Affairs for Approval

Approved?

Approved?

Is 
the Service 

Provided Related 
to Academic 

Affairs?

Contact Academic 
Affairs for Guidance 
Contact Academic 

Affairs for Guidance 

Contact CBO's 
Office for Guidance

Contact CBO's 
Office for Guidance

Yes No

No





NOTE: The contract review and approval process can take up to 10 business days.

Does 
the Payment Exceed 

$1,500?

CONTRACT ROUTING

Proceed to 
Payment to 

Indiviual 
Process

Proceed to 
Payment to 

Indiviual 
Process

Proceed to 
Honorarium 

Payment Request 
Process 

Proceed to 
Honorarium 

Payment Request 
Process 

No

Yes
Yes

A contract is required when: 1) there is an expectation of work or performance, 2) the possibility exists that damage can be done to buildings or  grounds, 

3) the possibility exists that people can be harmed or injured, 4) Oxford College would need recourse for unforeseen events/no-shows, or 5) it's not 
a voluntary payment (Honorarium payment). 

Requester 
Obtains 

Signature from 
Service Provider

No

Yes Yes

No

Is the Service 
Provider an 
Individual?

Yes Yes

Proceed to 
Payment to 

Supplier Process

Proceed to 
Payment to 

Supplier Process

No

No

https://inside.oxford.emory.edu/_includes/documents/sections/finance_admin/financial_services/contract-helpful-hints2.pdf
https://inside.oxford.emory.edu/_includes/documents/sections/finance_admin/financial_services/contract-helpful-hints2.pdf
https://app.oxford.emory.edu/WebApps/Operations/Contracts/index.cfm?fuseaction=contractrouting-form
https://app.oxford.emory.edu/WebApps/Operations/Contracts/index.cfm?fuseaction=contractrouting-form
https://app.oxford.emory.edu/WebApps/Directory/index.cfm/search/collins
https://app.oxford.emory.edu/WebApps/Directory/index.cfm/search/collins
https://app.oxford.emory.edu/WebApps/Directory/index.cfm/search/hastings
https://app.oxford.emory.edu/WebApps/Directory/index.cfm/search/hastings
https://inside.oxford.emory.edu/_includes/documents/sections/finance_admin/financial_services/process-map-payment-to-individual3.pdf
https://inside.oxford.emory.edu/_includes/documents/sections/finance_admin/financial_services/process-map-payment-to-individual3.pdf
https://inside.oxford.emory.edu/_includes/documents/sections/finance_admin/financial_services/process-map-honorarium-payment-request5.pdf
https://inside.oxford.emory.edu/_includes/documents/sections/finance_admin/financial_services/process-map-honorarium-payment-request5.pdf
https://inside.oxford.emory.edu/_includes/documents/sections/finance_admin/financial_services/process-map-payment-to-supplier3.pdf
https://inside.oxford.emory.edu/_includes/documents/sections/finance_admin/financial_services/process-map-payment-to-supplier3.pdf
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