
Grantee Instructions for Payment Request Delegation 

 

Only Institutional Grant Administrators (IGAs) are permitted to submit Payment Request Delegations within eGMS Reach to allow someone else to submit 
Payment Request on their behalf. 

The steps for the IGA to submit a Payment Request are: 

Click on the “Forms & Reports” tab of the Award View, select, and then add the “Payment Request Delegation” report from the “Additional Unscheduled 
Reports” dropdown list. 

 

 

  



Complete and submit the Payment Request Delegate form. 

 

  



After submitting the form, it will show in the Reports table where it can be opened as a PDF, if needed for your records.  

 

  



Once the Payment Request Delegation is accepted by the NEH, the request status is changed to Accepted and the form is no longer available for editing.   

 


