
How to Submit a Payment Request 

2023-2024 

Please note – All Reimbursements MUST be submi ed within 30 days of purchase this year 

Your Accoun ng Book shows the BALANCE of each budget you have available. 

 

To use any of these funds, simply click on Payment/Budget Request 

 

Annual alloca ons were automa cally added August 21st for the full year 

for the four Primary Funding Boards 

(Club Sports Council, Interfaith Council at Cornell, GPSAFC or SAFC) 
 

and some Supplementary Funding Boards 

(ALANA, all ALANA Umbrella Organiza ons and HAVEN) 

 

Any Gi  (Independent Orgs only) or Outside Funding will also show. 

If you would like to apply for addi onal funding from your Primary Funding Board’s supplemental 

funding source or another Supplemental Funding Source, visit the Big Red Guidebook 



Once you hit the Payment/Budget Request bu on,  

select the Budget that you want to use for this request: 

 

Fill out the rest of the form as applicable: 

 

Hit Next… 

  



Make sure to choose the same Funding Source and Organiza on that you started with: 

 

If you are only using one budget to pay for a single purchase/reimbursement/etc,  

select “NO – This is the only funding source to be used for the full request”  

and then go on to the next secƟon and choose the appropriate opƟon and hit Next 

(more details on all the opƟons on the last page) 

 



If you are using more than one budget to pay for a single purchase/reimbursement/etc,  

select “Yes – I need to use more than one funding source for the full request” 

 

If it’s the first Payment Request, choose Yes and then complete the en re request for  

the amount from that budget (more details on these op ons on next page) 

 

Make sure to note the Payment Request #’s when submi ed 

(they are shown in the TransacƟon list at the boƩom of the AccounƟng Book) 

Then create a new Payment Request and for all subsequent requests select “No – I have already submiƩed the 

iniƟal Payment Request to make the payment and included all needed informaƟon”  

 

Enter the Payment Request #(s) in the box, hit Next and you’ll be able to then 

submit each one without adding all of the same informaƟon again. 

 

  



Op ons to u lize your budget alloca ons: 

 

Important Notes (these follow the above order) about these op ons: 

 Reimbursements need to be submiƩed within 30 days of purchase per Cornell Policy 

o Failure to do so may result in tax implicaƟons for the person being reimbursed 

 Do NOT pay for services and expect to be reimbursed – those payments have to come from Cornell 

directly, this includes all services performed on campus as well as speakers and sports officials 

 If the person who paid the expense is not the one being reimbursed, there must be an email aƩached 

showing being allowed to reimburse someone other than who paid the expense 

 To have food or merchandise paid for, you must place/create order with plenty of Ɵme for it to be 

prepared/delivered before it is needed 

o For local restaurant orders, a minimum of three business days is required 

o For online orders, there is a not a specific minimum number of days, but it is your responsibility 

to submit the Payment Requests with enough Ɵme for appropriate delivery 

 Payment Requests for services have to be submiƩed before the service has been performed 

o 3 weeks ahead of the event date is standard 

 If you’ve already contacted a Cornell department and have an invoice, quote or just a correspondence 

and contact person, submit a Payment Request and they will be contacted for payment to be processed 

o There are many different kinds of interdepartmental charges so the process varies 

 If you want to use your student org funding to reimburse something paid for by a departmental 

account, the charge has to have already been processed before a transfer can be made 

 For travel to be pre-paid for your organizaƟon the Risk Management travel waiver must be included 

 If your advisor is a staff member and works closely with your group and pays for things with their 

Procurement Card, they can charge it directly to the appropriate account and submit and Admin 

Update.  Have them contact sobo@cornell.edu for more details and to obtain the correct account #. 

 


