
Appropriations Board Meeting

Club Funding Travel Request Form

Please refer to Club Funding requirements before completing this form (on back).
This request is not complete until you have met with a Club Advocate.

Club Resource Center (520) 621 – 6694

Name of Club or Organization

Member representing club (1) (2)

Title (1) (2)

Phone number (1) (2)

Email (1) (2)

Name of Event

Location

Event Dates to

Travel Dates to

Funding Request Breakdown

Plane Tickets $ .
Motorpool Car Rental $ .
Hotel $ .
Event Registration Fees $ .
Other $ .
Other $ .

$ .
Funding Request Checklist

___ Cover page with club purpose/goals, contact name, number, and email
___ Description of event

___ Official event itinerary
___ Proof of event (conference agenda, registration forms, website printout, etc.)
___ Itemized budget for event

___ Mock receipts for items requested
___ Annual budget for organization
___ List of funding from other sources (and prior fundraising)
___ Current member roster

All requests must be heard by the Appropriations Board at least two weeks before the payment is due.
Requests are due in ASUA by 4:00 pm on the Thursday before the Appropriations Board meeting.

For office use only:
Sponsoring Club Advocate



Travel Club Funding Frequently Asked Questions

What clubs/organizations are eligible for funding?

- Clubs/organizations that are recognized by the Center for Student Involvement & Leadership (CSIL)
- Clubs/organizations that do not receive more than $500 from a department
- Clubs/organizations that do not require more than $500 in membership dues or fees

Please note: all sports-related groups request funding through the Campus Recreation Center

How far in advance should funding be requested?

All requests must be heard by the Appropriations Board at least two weeks before attending the event.
Requests are due in ASUA by 4:00 pm on the Thursday before the Appropriations Board meeting.

What should be included in the itinerary?

Most conferences, competitions, and large-scale events have detailed itineraries provided on the website
or on registration materials.  This itinerary should include event check-in times, dates, locations, sessions,
speakers, and any other information that illustrates the business purpose of this event.

Can I rent a car?

All car rentals must be arranges through UA Motorpool, which must be booked through the Center for Student
Involvement and Leadership (CSIL).

Any taxis or commercial car rentals are not eligible for funding.

Are service events funded?

Certain philanthropic events can receive club funding, provided that:

- Events are within the greater Tucson area
- Funding is not given as a direct donation to the philanthropic organization.

How are travel funding requests paid for?

All travel funding is on a reimbursement basis only.  Following the event, a club representative must return:
- Original receipts

o For Credit Cards: a copy of the bank statement showing the expenses for all credit cards used
–OR– copy of actual credit card, with last four digits showing

o For Checks: a copy of the bank statement showing the expense of copy of cancelled check,
front and back from the bank

- Club tax ID number
- Person’s name and home address
- Address where the check is to be mailed (if different from home address)

Cannot be a University of Arizona address.

After all of these have been cleared with ASUA, it takes the UA accounts Payable about two weeks to process
a check and mail from campus

All funding appropriated for events and not used within 30 business days of the scheduled
event will be returned to the general club funding account.

 More information can be found at
ASUA.ARIZONA.EDU


