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HOW TO CREATE A BUDGET
REQUEST

1) Go to Sun Devil Central’s Home Page, click on the dropdown menu, click the tab,
and select “My Groups.”
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2) Once you find your group, select the one you wish to submit a budget request for:
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3) Upon arriving at your group’s page, click the “Manage” button.
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The mission of the Undergraduate Law Association is to provide infermation and networking
opportunities to students interested in exploring careers in law as we help each other on our journey to
law school or a legal profession. To this end, we invite a multitude of speakers, including attorneys,
judges. compliance specialists, law school professors. and admissions officers, all of whom are eager to
share their experience and insights with undergraduate students,

4) After clicking on the Settings button, select the “Budget” block on the group
Dashboard.
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Keep your members updated! Post now!
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5) You will then be prompted to this page. Click the “Create Budget Request” tab in

the top right corner.

= PsU - o =i «x 2P
® Dashboerd » & Budget - Undergraduate Law B (e
. Association at Arizona State © Create Budget Request
- Members 2 5 5
University ®
B Emails ¥

Club Operation and General Funding v

W Notifications

3 Events m »

Budget Submission and Review

Purchase Request

8 Surveys & Forms ¥

& Member Success L4 -
)
You may place a budget request, which will go to
budget adm ators to review. You must wait for
approval before submitting a purchase request

@ Website L

Accounting Book

Budgeting
Online Revenues TOta IS

Download

$597.72
Funds Needed

$597.72
Requested

$597.72

B Files Approved

i More Tools 4

Filter By Undergraduate Law Ass... ¥ # Download Report

Budget Process Complete

-$667.14

Payment Requests

-$587.14

Payments Approved

@

6) Proceed with selecting your request type, titling your request, and describing what

you are requesting.



®) Create/Edit a Budget Request (Step 1/ 2)

* Budget Request Type Select -

- Select -
*
Tithe Event Funding
Club Operation and General Funding

Descrigtion Start Up Funding

7) Enter what you are requesting, the amount of funds needed, and any additional
comments.

® Enter Budget Items (Step 2 / 2)

Amount
Amount Financed By Total Funds
Item Type Requested Group Needed

Food & Drink $ 0
Food & Drink

Marketing & Pro

Other (please clarify in notes)

+ Add item

8) Proceed to fill out the form and provide your personal/organization’s information.



B Club Operation and General B Save As POF
Funding

Club Operation Funding

Name of Organization *
Name of Requester *
ASU Email of Requester *

What campus is your - w
organization based on? *

By submitting this budget
request, | acknowledge that:All
Amazon orders must be placed

through the Business
Office.Reimbursements will not
be approved for amounts
exceeding $999.99.All budget
requests must be submitted at
least 21 days prior to the event

9) List necessary documentation and match invoices to the requested funds, sorted by
vendor.

B Club Operation and General B Seve As POF
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Costs

General and Club Operation Funding is funding te aid student organizations in internal club operations such as recruitment, tabling
items, and club ings. Req should be submitted 6 weeks in advance of when the items are needed. Separate forms for travel
and for events have been created to better track and allocate funding. Please select the ferm for the campus that your student
organization is affiliated with - selecting the wrong campus/government location may result in delay or denial of funds. Please attach
supporting documents/itemized quotes with each line item. If you are purchasing apparel, promoticnal items, etc, that include a design
and/or loge, please attach the designis) in the supporting decuments section. Please reference the approved vendaors list for apparel

and promotional items: https://brandguide.asu.ed ution PP vendors

Line ltem 1: - w

Line Item 1: Description

Line 1: Minimum Cost (dollars)

Line 1: Maximum Cost (dollars)

Line 1: Supporting Documents * Uplead file

Line Item 2: - W




10) Read through SDC’s directions and input “TBD” until your budget request ID is
received.

B Club Operation and General BB Save As PDF
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Budget Request #ID

Immediately after submitting your Budget Request, you will be issued a custom #1D. Please input "TBD" in this question to complete
the subrmission, immediately find your #10, and go to your "Surveys and Forms" tab on your homepage to update and resubmit this
same form with the custom #10. If you do not pravide your #1D - your submissicn will be sent back in a Requires Modification status
until the number is received.

Budget Request #ID *

oo |

11) Upon completion of submission, await the USG-T Appropriations response, as your
request may be outright denied, accepted, or sent back for resubmission and

revision.
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