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Funding Deadlines - Fall 2023

● Opened July 1st, 2023

● Fall 2023 Deadlines
○ Event - November 3rd
○ General and Operations - September 29th
○ Start-up - November 3rd

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

● Open December 11th, 2023

● Spring  2024 Deadlines
○ Event - March 29th
○ General and Operations - February 8th
○ Start-up - March 29th

● 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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Operational 
and General 
Club Funding

Startup Club 
Funding

Events 
Funding

Funding Guidelines

Fall 2023
• Funding opens July 1
• All paperwork (Purchase Request) 

due last day of class
Spring 2024

• Funding opens December 11 
• All paperwork (Purchase Request)  

due last day of class
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Funding Process

Operational and 
General Club Funding
Fall Deadline: September 29

What can you include? 
● Durable marketing items
● Giveaway items
● Shirts / apparel
● Name tags
● General Club meetings
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Funding Process

Startup Club Funding
Fall Deadline: November 3

YOU CANNOT APPLY FOR 
GENERAL/OPERATIONAL FUNDING & 
START UP FUNDING.

What can you include? 
● Marketing items
● Giveaway items
● Shirts / apparel
● Name tags
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Funding Process
Event Funding
Fall Deadline: November 3

Request must be submitted 4 weeks in 
advance, 6 weeks for more complex requests

What can you include? 
● Apparel 
● Marketing and promotional items 
● Equipment rental 
● Event supplies 
● Food
● Guest speakers or performers 
● Permit and registration fees 
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Appropriations 
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 on the Manage 
page and select your club under “My 
Memberships”. 

Click the hamburger tab and select 
“Finance” 
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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 finance tab, click on “Create 
Request” then select “Create Budget 
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
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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 the event will 
benefit the ASU student community.
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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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At this time ALL in person on campus 
events are required to complete the 
special events registry for your event to 
be reviewed by a team.

Special event registry forms must be 
completed at least 30 days in advance

https://eventreg.asu.edu/node/add/event-registration-form
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Click “add item” to select a line item 
such as apparel or food. 
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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 vendor in the “Name” field. 
Create a new line item for each vendor. 

The description should detail each item 
you are order and the quantity 

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

Upload your quotes. Be sure the quote 
includes the vendor 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 event costs are 

separated by vendor 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 Appropriations Committee or Senate 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 
week from the Appropriations Committee or Senate 
approval date. Unless due to other circumstances 
such as after the event for Business Meal Plan or 
Reimbursement.
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P-Card 
Appointment
Work with the Business Office to 
check out the P-Card. Requests to 
use the P-Card must be submitted 
at least 1 week before the day you 
intend to use it.

P-Cards are checked out for 
limited time.

Remember to get an itemized 
receipt. Get separate receipts for 
food and non-food items

Delegation to Use P-Card form 
must be completed

Purchase 
Request
Submit documents minimum 
of 2 weeks in advance (4 
weeks for purchases over 
$4,000) 

Ensure all correct documents 
are attached 

Purchases are made based 
on purchase request not 
budget request 

Vendors
Vendors MUST be registered 
in FMS to be paid by ASU 

Takes up to 4-6 weeks to be 
paid

ASU cannot pay for services 
in advance 

Students do not have 
signature authority. 

DO NOT SIGN any contracts 
with vendors. 

Purchase Request Reminders 

If you have any questions please contact your business office.

https://eventguide.engineering.asu.edu/vendors/


Copyright © 2021 Arizona Board of Regents

 Food and Beverage Approval
Other food vendors can be used in spaces that are not managed 
by Aramark.  

All outside vendors providing food and/or beverage must be 
approved prior to the event taking place and must have a current 
license or permit to operate in their jurisdiction.

Additionally, all vendors must be free of any legal/enforcement 
actions and must show sufficient food safety efforts on recent 
comprehensive Routine Inspections.

Approval will come from one of two types of outside food vendor 
reviews and approval processes: Ready to Eat (RTE) and 
Onsite Preparation.

A SCREENSHOT OF AN APPROVAL FOR A FOOD VENDOR 
MUST BE INCLUDED IN THE BUDGET REQUEST 

 *Only ASU Catering Services and Food Vendors in the MU do 
NOT require approval*
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Type 1 - Ready to Eat (RTE)
Ready to Eat” (RTE) refers to any type of food that is edible without 
additional preparation and there is no onsite food preparation prior to 
consumption. Common examples of “Ready to Eat” food/beverage items 
include pizza, sub sandwiches, etc. that are dropped off or picked up and 
brought to an event at the planned time of consumption.

For RTE requests, all ASU student organizations, offices and 
departments must:

● Complete an application for a Food Exception Request (found here) 
AND 

● Confirm that an outside food vendor has a current permit to operate and 
a sufficient recent food safety history. |This information can be found 
here. Search the name and/or address of the food vendor you wish to 
utilize then check if there is more than 1 violation. If that specific address 
is not available try another. Ensure that it meets requirements|.

https://eoss-forms.asu.edu/mu/food_exception_request_form
https://envapp.maricopa.gov/EnvironmentalHealth/FoodInspections
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Type 2 - On site 
Food Preparation

Common examples of “open food” preparation include 
mobile food trucks/units, and onsite food catering where a 
food vendor is physically present and open foods are 
cooked, sliced, temperature controlled (via; hot or cold 
holding), plated/served, etc. onsite at an event.

When the person(s) planning and hosting the event 
determines there will be “open-food” preparation at 
the event, they must:

● Submit an application for a Temporary Food 
Establishment Permit. (found here).

● Additionally, obtain a Certificate of Insurance and 
share with the department overseeing the venue in 
which the food is being prepared. Insurance 
requirements and examples can be found within 
Business and Finance

*There will be an $85 fee for this process*

https://eoss.asu.edu/sites/default/files/2023-06/temporary-food-establishment-permit-application_fillable.pdf
https://cfo.asu.edu/insurance-required-vendors
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Contact Information
Appropriations Committee Chairmen:
- Patrick Jackson - pjjacks4@asu.edu
- Paris Marshall - pmmarsha@asu.edu
- Trevor Catlin - tcatlin1@asu.edu

mailto:pjjacks4@asu.edu
mailto:pmmarsha@asu.edu

