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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/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 appropriation committee approval 
date (unless of other circumstances such as after 
the event due to a Business Form Meal or 
Reimbursement).


