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Submit a Club Spending Request
This is the new method for submitting requests to spend club funds. All club spending
requests will now be submitted in Do More.

1 Click "Groups."

https://scribehow.com
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2 Navigate to your group/club under groups. You may need to click "All Groups" in
order to find your club.

3 Click "Accounting Book" in your dashboard. You may have to scroll a bit to find the
"Accounting Book" tile.
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4 Click "Club Spending Requests."

5 Click "Create Budget Request."
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6 Select what type of funding request you'll be submitting. Is it for an event, a
project, etc.?

7 Enter the title of your event, project, etc. so your request is easier to track. Please
enter a description/overview of what the funds will be used for. If you would like
to upload any documents to your request, you can also do so here.
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8 If your request is associated with a specific location and/or date range, please
enter those here. If the request is for something like club t-shirts that don't have
an event or location you can leave this blank.

9 Once you've entered the information click "Next."
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10 On the next page you'll select an item type.

11 Enter the dollar amount for each item type under "Amount Requested." Leave
"Amount Financed By Group" field empty.
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12 If you will have multiple item types you can click "+ Add item" to add additional
item types.

13 For each item type please leave a detailed description of what you will be
purchasing in the notes field. (For example: 30 succulents, or 100 t-shirts with our
club logo, or price of a hotel stay for 5 students for 3 days, etc.)
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14 Once you have entered all of your item types, dollar amounts, and notes click
"Next."

15 On the next screen you'll provide some additional information including selecting
the name of the RSCO submitting the spending request, your club's account
number, any additional information you'd like to provide, and the payment
methods you plan to use.
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16 Once you've filled everything out, click "Submit."

17 After you submit your request it will appear under your Account Book like the
example below.
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18 Once your club spending request has been submitted it will automatically be
routed to your club advisor, president, vice-president, and treasurer for approval
(this happens simultaneously so any one of these officers can approve the request
in any order). Once all four of those individuals have approved the request it will
automatically be routed to Student Involvement for final review.


