


HOWARD MARTIN AWARDS 						  Updated August 18, 2026

Congratulations on receiving a Howard Martin Award! This information is intended to give you an overview of how you will handle various expenses related to your Howard Martin Award. Note that the items below are not an exhaustive list of what you can use your award for. Please note that as of Summer 2026, the College still requires chair approval for all reimbursements from department budgets, so you will need an email from The Chair approving reimbursement or purchasing related to your HMA. 

Autumn 2026: The College’s transition to shared services for departments means that all existing administrative practices for departments must be revised. For Howard Martin Awards, you will be working mainly with the Administrative Support Team for reimbursements, purchasing, and participant payments and other approved activities, because we no longer have staff in the department whose job descriptions include these things. You can also pay up front for research travel, meals, lodging, etc, and then submit a reimbursement via AST. Alternatively, if you need a field advance for your Howard Martin activities, that can also be arranged through AST (please start WELL in advance if you want a field advance – and *before your fieldwork* make sure you fully understand the requirements for documenting how you have expended the advance).  If you have questions that you’re not able to get answered via the links before, please reach out to the Chair who will try to direct your question to someone who can answer it. 

Our Finance Analyst (Frances Zielonka, zielofr@uw.edu) will assign an individual “Stand Alone Grant Tag” for your HMA. You’ll use that tag when you are submitting reimbursements, requesting a field advance, or requesting that AST handle payment or procurement for your award. Our Finance Analyst will provide you with periodic updates on your remaining funds. 

Our Admin Assistant 3 (Laura Ohata, lohata@uw.edu) can review your documentation before you submit a reimbursement request, if you wish, to try to ensure the reimbursement moves swiftly. Be aware that you will still need to submit the reimbursement request yourself – this falls outside Laura’s job duties as defined by the College. If paying for research costs up front and seeking reimbursement poses difficulties for you, please reach out to Laura to explore whether some costs could be paid on the department ProCard, and the charges then routed to your HMA. 

Key links for shared services units that you may need to work with:
College of Arts & Sciences Administrative Support Team (AST). Questions: teamcas@uw.edu
College of Arts & Sciences Information Technology (CAS-IT).

	Budget Item 
	How is this paid 
	What do you need to submit to CAS-AST 
	Other details 

	Mileage Rate 
	As a reimbursement via AST after the travel 
	Provide the start/end location 
	This is the current mileage rate 

	Equipment 
	You can purchase it yourself and submit for reimbursement via AST, or you can work directly with AST for them to purchase the item, scroll down to the Services section of this page. 
	The original receipt, when you received it (if it was not delivered to Department). 
	If equipment is $5,000 or more, it must be inventoried and tagged by CAS-IT and is considered UW property. 

	Transcription Costs 
	Directly to the individual/company used. Payment would be processed by AST – reach out to them to ask which payment/procurement form to use.  
	Individual/company must provide an invoice that includes invoice number, date, description of duties, total cost, name, address, and email. 
	If we are paying the individual more than one-time, they have to register as a UW supplier ahead of time, which can take several weeks. 

	Honorariums 
	Directly to the individual 
	Submit a request to CAS-AST via their form for Guest Payments & Reimbursements. 
	This assumes that we will pay the person one time. 

	Research Participants 
	Reach out to CAS-AST to request information on allowable means of paying research participants. teamcas@uw.edu 
	Follow CAS-AST procedures and options.  
	Follow CAS-AST procedures and options. 

	Food 
	As a reimbursement, via CAS-AST. 
	The original receipt, the number of people it was for. 
	No alcohol purchases. 

	Flights 
	As a reimbursement via CAS-AST. Can be completed prior to travel.
	Email the Chair for pre-travel approval, including dates, destination, and source of funding (Howard Martin Award)

	Avoid package deals even if they are cheaper. 
If you intend to have personal time before/after in your travel location, we have to get a 
comparable flight quote for what it would be without the personal time. This should ideally happen before you travel as getting comparable quotes after the fact is challenging. If the flight with personal time is more expensive than the comparable quote, we are only able to pay up to the price listed in the comparable quote. 


	Hotel Accommodations
	As a reimbursement via CAS-AST, after you have stayed in the hotel. 

	Email the Chair for pre-travel approval, including dates, destination, and source of funding (Howard Martin Awar). 

	The hotel cost cannot exceed the lodging per diem rate. 


	Meal Per Diems (while travelling) 

	This is generally done as a flat rate reimbursement after the trip is completed. However, if your trip is long, you can request to get a per diem meal advance so you don’t have to wait so long. CAS-AST’s Payment and Procurements platform has a link for Field Advances
	Email the Chair for pre-travel approval, including dates, destination, and source of funding (Howard Martin Award. 

	If your budget is small, you can choose to get reimbursed via food receipts instead of a flat per diem rate (no alcohol will be reimbursed). The receipts have to be equal or lower to the Meals and Incidentals per diem rate. Or, you can request to get reimbursed without receipts at an amount lower than the per diem rate. 
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