
REQUEST FOR REIMBURSEMENT (RFR) 
TUTORIAL



Step 1: Log into IPT
Step 2: on your left 
hand column, click on 
“Grant Management”



Step 3: Click on your Sub-Grant Number 



On your current 
contract’s home page, 
you will find your 
contract information 
which includes your 
contract’s budget.



Step 4: At the bottom 
of your contract’s 
home page, click on 
“Add” to submit your 
reimbursement 
requests throughout 
the year.  Your 
reimbursement 
requests will be listed 
here.



Step 5: Fill in the appropriate 
fields on this page.  

Identify the request (in the 
"Request Number" block) by 
the date(s) of the 
reimbursement period.  For 
example, if the request period 
is Jan 2023 - Mar 2023, please 
label the request as such.  If 
you are submitting requests 
on a monthly basis, please list 
the month and year of the 
request, i.e. Jan 2023.

Period:  Fill in the start and 
end date of the request 
period.

Expenses This Period column:  
These numbers should align 
with your workbook 
reconciliation ledger.



Step 6: Click “Save” once 
you’ve completed filling 
out your reimbursement 
request, and certify that 
funds requested are in 
accordance with the term 
and conditions in your 
contract by signing your 
name at the bottom.   

Step 7:  Send the 
UServeUtah Financial 
Specialist an email to alert 
them of your submission as 
IPT does not notify 
UServeUtah of submissions. 

Example



Here’s an example of an 
approved reimbursement 
request. This will tell you 
who reviewed it, 
approved it, and when it 
was paid.


