
Payment Processing 

Equipment 

If your club is purchasing equipment or any item that needs storage, confirm with Megan that 
there will be space in the Ray for storage. All items funded through SAF-B or club accounts are 
the property of Club Sports / DePaul University. These items must be inventoried annually and 
must remain with the university. If you are unsure, contact Megan at mkrone2@depaul.edu.  

Venues and Facility/Space Rentals 

If you are hosting a competition or event, contacts are due 30 days before the date of the 
event. Find the contract form on the Club Sport Resources webpage.  

 Spaces on campus and booked further in advance are generally cheaper.  

 Venues will be paid 30 days after the last date of the event. 

 See the Club Sports Resource webpage for more information on paying 
contracts/invoices.  

Travel 

 SAF-B funding can only be used for undergraduate student travel.  

 Once you are awarded SAF-B funding, prices may have changed. Clear your cookies and 
do a thorough search to ensure you are getting the best prices for your travel needs.  

 Check Demon Discounts (on the Club Sports Resources webpage) for cheaper options. 

 Make sure all traveling club members have completed the travel waiver and you follow 
all travel procedures, including submitting a travel itinerary to Megan at 
mkrone2@depaul.edu.  

Items Purchased with SAF-B Funding 

If your club requested and is awarded SAF-B funding, you have two options when it comes to 
making your purchases.  

1. Make an appointment with Michelle Chong, OSI's Business Coordinator, by contacting 
her at mchong3@depaul.edu. At that appointment, you’ll show Michelle exactly what 
you’d like to purchase and she will make that purchase using a university credit card. 
Your club will be responsible for any costs in addition to the amount allocated by SAF-B. 
(See below, “If your club did not receive SAF-B funding…)  
 

2. Make the purchases using a personal credit/debit card and then fill out the Payment 
Processing Form, which can be found under the Forms tab on OrgSync or on the Club 
Sport Resources webpage.  
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 Make sure you keep all original receipts, vendor invoices and any other 
relevant paperwork (copies of receipts are not accepted) and turn those in to 
Michelle Chong at mchong3@depaul.edu.  

 Payment Processing Forms must be submitted within 30 days of making your 
purchase. 

 

Items Purchased with Club Accounts or by Club Members/Coaches  

1. (Recommended.) Open an on-campus account (see the Club Sport Resources webpage 

for more information) and use club funding for purchases, or  

 

2. You will need to determine how the purchases will be funded and someone on the club 

will need to make the purchase. If costs will be split, you will need to decide when and 

how that club member will get reimbursed. 
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