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What is a Donation Transaction?

Student organizations may make donations from their generated revenue line
only. All donation transaction must be made to an approved charity that has
501(c)(3) status and is approved by the Internal Revenue Service.

Please follow these easy steps to make a donation to an

outside charity.
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To find a charity that is a 501C3 ™ ™™=

please review:

https://www.irs.gov/charities-
non-profits/exempt-organizations-
select-check to make sure they
have the proper status.

Please note the organization or
charity you wish to donate to
MUST be on the IRS site. Go Fund
Me, individuals, foreign entities,
or charities not included on this
site cannot be processed.

If you are donating to a Rutgers
University area, please contact the
SABO for additional details.
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Step-by-Step Instructions:

1. The Treasurer needs to log into SABO (https://secure.rutgers.edu/sal/login.aspx).

Please log in with your Rutgers
University NetlD by clicking below

Login
2. Click on Check Request.

E— 3. Enter your account number.
B e ety

which you plan to
Withdrawal the
funds. This will
------ bring you to the
“Who Are You
Paying?” screen.

4. Select your line code 137 RUTGERS
generated revenue. : Now, slect the

- entity you will be
Check Request paying with this
Check Request.

Who are you payin
Also note the
“continue” and
“back” buttons. Use
these instead of
browser buttons.
Using the browser
"back” button will
interfere with the
entry of your
information.

5. Choose Donations.

6. Fill out the required
e R ~information.

pre-fillad. Defaults may includa Transaction [

Codes (Cash Advance), address information, |>’r —

and the first approver already being selected. Ik I e .
[

This information is generated by answaering tha
questions and prompts in the SABO system,




7. Always select your Advisor as your approver.

8. SABO will approve when it is a verified 501C3.

o Days

9. SABO will mail out the check requesting a receipt for the donation.

Tips for Donation Transaction:

m e Must be a 501C3 entity recognized by the Internal Revenue Service.
IRS e Address needs to match the charity.

o If the status of the organization and tax identification number
cannot be found, the check will not be processed

e The charity must be in the United
States .. =Co itat

for Humanity®
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e No documentation is needed as long as there I ) | | LR

is a Tax ID number and is found in the IRS
database



