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Create Budget Request

Navigate to your club/organization’s SunDevilSync portal and follow the steps
below:

From your portal’s page, select “Manage Organization”
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Select the symbol with 3 horizontal lines in the top left
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Select “Finance”
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Select “Create Request”, and then select “Create Budget Request”.
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Select appropriate application

-  Tempe Undergraduate Event Funding Request

Answer all questions and provide as much information about your general
funding items or event.

- Make sure your items listed under “Budget Section” are separated based on
vendor

- Make sure you account for shipping and tax. The best way to account for it
is to put everything in your cart and as you are getting ready to “check out”
use that total amount for the “cost” in your budget request.

Budget Section:

Event Costs [

1. Frys [ Food 1x515.00 $15.00

2. Starbucks [ Food 1x 520.00 5£26:08

Remaining:
== ADDITEM

== ANOTHER "EVENT COSTS" SECTION

FINISH LATER < PREVIOUS SUBMIT

Submit

If you click on the name of the event, you will see it gives you the option to
Withdraw Request. This is helpful if you forgot to add something. However, do no
do it if the deadline has passed as you will not be able to resubmit it.
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