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Updated by Accounts Payable: 08.22.2020
Submit completed form to Accounts Payable 
at ap-payform@andrew.cmu.edu.
Accounts Payable Request 
For Payment/Refund Form
 Purpose of this Form: 
   - Request for payment: To authorize payments, such as payments to the Department of Homeland Security for security checks, 
     tax payments, and city and/or county permits.
   - Request for refund: To authorize payments to reimburse individuals for funds that were paid to the university.
 
Note: All payments/disbursements will be sent electronically directly to the payee. CMU will issue the recipient's payment via Electronic Funds Transfer (EFT). The recipient must provide their banking information by submitting a completed Accounts Payable Supplier Electronic Funds Transfer Form [.pdf]. There is not an option to receive payment via check.
Please electronically select the appropriate button below to indicate if you are requesting a payment or refund.
Payee Information
Payee Information
If NO, Accounts Payable may contact you to have the supplier complete a Supplier Information Package - US [.pdf] or Supplier Information Form - International [.pdf] prior to payment being made.
Accounting Information
Select all that apply:
Currency
GL Amount
Object Code
Funding
Function
Activity
Organization
Entity
Currency
GM Amount
Project
Task
Award
Expenditure Type (Text)
Organization (Text)
Initiating Department Information
Authorization (must be different from the preparer)
*Note: For Accounts Payable processing purposes, once the Department Business manager signature field is completed, the form will lock and no longer be editable. 
I confirm by checking this box that the contact information provided for the recipient on this form is known good contact information.
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