
 
Rutgers Sport Clubs 

PERR (Reimbursement) Instructions 
 

1. Club Sport Advisor must approve any purchase for it to be reimbursed.  
a. Gas, Tolls, & Parking - automatically approved 
b. Equipment, apparel, registration costs, etc. - must be approved by Club Sport Advisor  

2. Individual must make purchase with credit or debit card and retain the original receipt  
3. Treasurer must submit PERR Form for an Individual in SABO Online 

a. Select “Check Request” 
b. Enter your Club’s Account & Line Number 
c. Select “Person” when asked “Who Are You Paying?” 
d. Select “PERR” when asked “What type of transaction will you be doing?” 
e. Enter all information on form as in example below  
f. Select “Review Request” 
g. Select “Submit Request” 

4. Treasurer must print and sign PERR Form 
a. Original receipts must be attached to PERR Form 
b. The corresponding C# must be written at the top of the receipt  
c. PERRs over $500 require a bank statement matching the charge 

5. Treasurer must drop off PERR Form at Club Sport Office for Advisor approval 
a. Either use the Drop Box to the right of the Office door, or email your Advisor to set up a 

time to drop off the form 
6. Club Sport Advisor approves Check Request, and submits Reques to SABO for approval 
7. 3-5 business days after SABO approves form, Check will be written 
8. Checks will be held at SABO for pick-up unless PERR Form indicates Mail delivery 

 
NOTE: To be reimbursed, individuals must have an active NetID.  

Coaches who are not employees of Rutgers University should not pay for any Club expenses, 
as SABO cannot reimburse them for their purchases.  
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