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Funding Deadlines - Fall 2023

● Opened July 1st, 2023

● Fall 2023 Deadlines
○ Pro dev/Travel - October 20th

● All Funding paperwork due by November 9th, 2023
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Funding Deadlines - Spring 2024

● Open December 11th, 2023

● Spring  2024 Deadlines
○ Pro dev/Travel - March 15th

● All Funding paperwork due by April 12th, 2024
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Student Organization 
Funding Training

Associated Students of Arizona State 
University- Training 2023-2024
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Funding Guidelines

● All funding requests are due:
○ 6 Weeks in advance for guest speakers, artists, 

performers or individual/group travel requests
○ 4 Weeks in advance for all event funding
○ Requests are due 24 hours prior to the Appropriations 

committee meeting or time designated by team
○ Requests over $5000 must be submitted six weeks in 

advance from event.

● Check comments in SunDevilSync and check your ASU 
email for communication regarding your request
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Funding Guidelines
Notes:

- Quote mark color can be 
changed to maroon, black or 
grey

Budget Request

• First Step when 
requesting 
funding

• Created in 
SunDevilSync

Purchase Request

• Only submit if 
Budget Request was 
approved

• Must be initiated by 
student group on 
SunDevilSync
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Funding Process
Travel and Professional 
Development Funding
Fall Deadline: October 20

Request must be submitted 6 weeks in advance

What can you include? (Refer to your USG Campus 
bylaws)
● Airfare (No “Business” or “First Class”. Only 

“Coach” or “Economy”)
● Conference/ event registration fees 
● Travel fee  

**Advisor must be involved with the travel plans and 
funding process 
**All travel must adhere to ASU policies and CDC 
travel guidelines to ensure safety 
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Travel Funding
● Individual funding requests should not exceed amount of 

$500 per academic year.

● Group travel funding requests should not exceed $2,000 
per academic year, regardless of the number of attendees.

● When submitting Expense Reports in Concur, ALL receipts 
must be submitted no later than 10 days upon return of 
travel.

A VIRTUAL CONFERENCE FEE due six weeks before event
- Conferences must occur within the Academic Year.
- Your application will not be approved if the event is after 
December 5, 2023 (fall) or April 28, 2024 (spring) or if the 
application is received after October 21, 2023 (fall) or March 
17, 2024 (spring).

● In-State Travel does not require ASU Student Travel Profile 
be set up in Concur. Student must submit completed 
Request for Funds “RFF” form & conference 
brochure/agenda to Business Office prior to travel.

● Receipts can be sent afterwards (within 10 days of return).

https://www.asuusg.com/_files/ugd/f7e009_6e38600d31204faa8152aa5cfcc23a24.pdf
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Funding Process

In Person Travel
● Travel must occur within the Academic Year.
● Travel will not be approved if the event is after December 4, 

2023 (fall) or April 26th, 2024 (spring) or if the application is 
received after October 20, 2023 (fall) or March 15, 2024 
(spring).

● Required that purchases are not made until a trip request is 
approved in Concur.

● Students should NOT use the ASU Airfare “Travel” Card when 
booking in Concur.

● Travel when using USG funds is reimbursement-based only.
● As evidence of payment, a redacted image of the credit card 

used for payment that shows the last 4 digits and the name of 
the cardholder is required.

● To be eligible for reimbursement, when payment is made by a 
different person than yourself, you must provide a proof of 
repayment 
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Travel Restrictions
● Travel between multiple funding sources will not be 

supported by USGT. This means that if you apply for 
USGT travel funding, you cannot also apply to your 
college for travel funding.

● Travel for events that are required for academic credit 
i.e.) Thesis Projects will not be supported.
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Professional Development
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Finance 
Committee Budget 
Request Process 
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Notes:

The background pattern can be swapped for 
another.

The vertical gold bar should remain the same 
height as the white text box area

Any photo can replace 
this photo to support 
your presentation.

Go to SunDevilSync click the circle with 
your initial. 

Once the drop down menu appears, 
click the tab labeled “My Submissions” 
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Note: The vertical gold bar should remain the 
same height as the white text box area

Any photo can replace 
this photo to support 
your presentation.

In the Budget tab, click on “Create 
Request”
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Notes:

The background pattern can be swapped for 
another.

The vertical gold bar should remain the same 
height as the white text box area

Any photo can replace 
this photo to support 
your presentation.

Be sure to select one of the Funding 
processes on your campus

(Example: Tempe PDTG)
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Note: The vertical gold bar should remain the 
same height as the white text box area

Any photo can replace 
this photo to support 
your presentation.

Write your public purpose statement 
here. Describe how this request will 
benefit you in your professional 
development.
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Public Purpose 
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Note: The vertical gold bar should remain the 
same height as the white text box area

Any photo can replace 
this photo to support 
your presentation.

Continue filling out all the required fields. 
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You must submit required documentation 
such as a quote, receipt, screenshot, etc. 
detailing the price of the flight, hotel, 
registration fee, program fee, etc. 

This information is used to ensure the 
correct amount of funds are being 
allocated by the Finance Committee and 
the USG Business Team.
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Click “add item” to select a line item 
such as Airfare, Lodging, ect.
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Note: The vertical gold bar should remain the 
same height as the white text box area

Any photo can replace 
this photo to support 
your presentation.

Write the company you plan to use in the 
“Name” field. Create a new line item for each 
expense (Lodging, Registration fee ect.). 

The description should be a brefer statement 
about the expense.

The cost should reflect the total listed in the 
description. The quantity should be set to 1. 

Upload your quotes. Be sure the quote 
includes the company name, list of items to 
be purchased, and the total cost including 
tax and shipping. 
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Before Submitting
❏ Check to make sure your totals are 

correct 
❏ Make sure the expense costs are 

separated by the type of expense 
and all quotes are attached 

❏ Include shipping and tax in your 
total. The best way to account for it 
is to put everything in your 
shopping cart and continue to 
“check out” 

❏ If everything looks correct go ahead 
and submit 
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Budget 
Request Outcomes
The Finance Committee will review all submitted 
requests and communicate the outcome to you.

 
Possible outcomes 

● Fully Approved 
● Returned for Resubmission
● Denied 

To initiate the purchase on SunDevilSync, the 
purchase request must be submitted within one 
month from the Finance Committee approval date. 
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Contact Information
Finance Committee Chairmen:
- Mason DoVico - mdovico@asu.edu
- Nathaniel Welton - nwelton1@asu.edu 

Website: https://www.asuusg.com 

mailto:mdovico@asu.edu
mailto:nwelton1@asu.edu
https://www.asuusg.com

