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What will be Covered

• An overview of ASI Club & Organization Funding Process.
• Four Club Funding Steps:

• Submitting an ASI Funding Request Form.
• Presenting at a Sub-Funding Committee Meeting.

• For requests of $2,000, or more, you will need to present to at the Finance 
meeting as well held a week after.

• Conducting the Event.
• Submitting an ASI Request for Payments.



What is ASI Club Funding?

• Each year ASI allocates a certain amount of money towards 
supporting clubs and organizations through the ASI Club funding 
process. 
• ASI Club and Organization funding is allocated on a first come, 

first served basis. A set amount of money is allocated towards all 
clubs on campus from ASI, and once this money is fully utilized, 
clubs can no longer request for funding.
• Funding is capped at $3,000 per club per semester and the funds 

do not roll over to the following semesters.
• Amounts ASI can fund are based off of our policy.



Club Requirements for Funding Eligibility

A club must…
• Be in good standing with the University.
• Be formally recognized through the Center for Student 

Involvement (CSI)/University.
• Have a President or Treasurer attend the ASI Funding Workshop 

each semester. Make sure to sign in!





Step 1: Submitting an ASI Funding Packet

• Contains: 
• ASI Funding Request Form.
• Approved CSI Event Registration form from Presence.
• Event Flier with a visible, approved ASI logo.
• Estimates for items that will be purchased.
• Any additional supporting material.

• Filled out before the event and before any purchases have been 
made.
• Submitted 5 business days (the Friday noon the week before) 

before a Funding Sub-Committee Meeting to the ASI front desk.



ASI Funding 
Request 

Form



Part 1 – Notice and Checklist

• General Information.
• Can be used when completed.



Part 2 – Contact and Organization

• Must be filled out and signed by a club officer.
• Make sure the given contact information is regularly checked.
• Event information must match with CSI Event Reg. information.
• For expected attendance, use whole number estimates (not 30-50, 

50+).



Part 3 – Event Description

• ALL events must be open to all Cal State LA Students to be 
qualified for ASI funding.
• Fill in the information requested.



Part 4 – Cost Breakdown

• Fill in the table with all events expenses with their cost and a 
description.

• Better to have a general description than a specific one.
• If more space is needed, attach an additional spreadsheet 

detailing costs.



Cost Breakdown - Hospitality

• Food and drinks bought for Club 
Fundraisers and Events
• Requires a Food Permit to be filled out 

through Health and Safety with Health 
Course certificates 
(http://www.calstatela.edu/sites/default/files/gro
ups/Environmental%20Health%20and%20Safety/temp
oraryfoodpermit.pdf).

• Events Catered by Golden Eagle 
Hospitality
• Requires a Banquet Event Order (BEO) 

Form instead of a food permit 
(http://www.calstatela.edu/dining-on-campus)

• For events where funds are collected, only 
50% of the requested amount can be 
funded.

http://www.calstatela.edu/sites/default/files/groups/Environmental%2520Health%2520and%2520Safety/temporaryfoodpermit.pdf
http://www.calstatela.edu/dining-on-campus


Cost Breakdown – Honoraria and Contracts

• Payments or Gifts for Guests attending an event. Limits Depended 
on who it is intended for.
• Speaker(s)/Guest(s) outside of Cal State LA (for services, gifts, awards), up 

to  $710. Emails regarding costs will serve as an invoice.
• Cal State LA students (for gifts, trophies, prizes that comply with CSI policy) 

up to $560. 
• Cal State LA faculty fees can not be funded by ASI.

• Designs (for awards, trophies, gifts) must have the ASI logo, and a 
sample design must be in the funding packet.



Cost Breakdown – Marketing

• All designs for Marketing items must have an ASI Logo and be 
provided in the funding packet.

• Club Shirts
• Club must prove that clothing was produced by sweatshop free companies or 

select from a predetermined list.
• Max $7.85 per t-shirt/polo, $14.30 per sweater, and 50% of embroidery cost.

• Printing Fliers
• Funding limit is determined by paper size and color or B&W.

• Other
• ASI will fund a max of 70% of the total cost, 50% if marketing material is 

being sold.



Cost Breakdown – Other

• Costs that fall outside of the prior three categories.
• Supply as much supporting documentation and information so that 

ASI can adequately sort expenses.



Part 5 – Event Summary

• The total cost of the event should add up to the values inputted in 
Part 4 - Cost Breakdown.

• Total request from ASI will be referenced when calculating maxes 
using percentages.

• When turned in, make sure the paper gets initialed and time 
stamped.



Approved CSI Presence Event Reg. Form

• Whole packet
• Information will be 

checked against 
information supplied 
in ASI paperwork.



Event Flier with Visible ASI Logo

Acceptable:

How Prevent Cutoff:

Not acceptable:



Packet Submission to ASI

• Must be at least 5 Business days before a Funding Sub-Committee 
Meeting to be considered at that meeting. The funding request 
must be approved before the event.

• Make sure to keep in mind how long other forms will take to be 
completed. Plan, plan, plan ahead. Don’t wait until the Friday 
noon.

• Any questions, concerns, or confusions, contact me at 
asivcf@calstatela.edu or come to my scheduled office hours and I 
can work with you to solve the issue.

http://calstatela.edu




Step 2: Funding Sub-Committee Presentation

• Held biweekly at noon on Friday. Usually held in one of the USU 
rooms (see ASI website for room location).
• Review meeting agenda posted on the ASI website or in front of 

the ASI office on the Tuesday the week of the meeting to confirm 
your club’s spot on the agenda. Email me as soon as possible if 
there is an error.
• Order determined by the Funding Packet submission order. Earlier 

submissions will present first.



Step 2: Funding Sub-Committee Presentation

• Club representatives should be concise when presenting and 
knowledgeable enough about the event to answer any questions 
from the committee. 
• Clubs may be informed to supply any missing material as a 

stipulation for approval.
• Email me if there are any scheduling difficulties. If you can not 

show up on time, your proposal will be tabled until you show up or 
the meeting ends
• After the meeting, make sure to pick up your Award Letter which 

will be utilized for the reimbursement process.



Step 2: Finance Meeting Presentation

• Additional presentation for funding request over $2,000.
• Held on Fridays noon the week after a Funding Meeting.
• Club representatives should be concise when presenting and 

knowledgeable enough about the event to answer any questions 
from the committee. 
• Clubs may be informed to supply any missing material as a 

stipulation for approval.
• If you can not show up on time, your proposal will be tabled until 

you show up or the meeting ends
• After the meeting, make sure to pick up your Award Letter which 

will be utilized for the reimbursement process.



Funding Sub-Committee Meeting Dates and 
Deadlines

Funding Meetings @ 12pm

January 24 Alhambra Room

February 7 Alhambra Room

February 21 San Gabriel Room

March 6 Admin Room 313

March 20 Admin Room 313

April 10 Admin Room 313

April 24 Los Angeles Room A

Finance Meetings @ 12pm

January 31 Montebello Room

February 14 Alhambra Room

February 28 Student Affairs 110

March 13 Alhambra Room

March 27 Alhambra Room

April 17 Student Affairs 110

May 1 Pasadena Room

Packet Deadlines @ 12pm

January 17 ASI Front Desk

January 31 ASI Front Desk

February 14 ASI Front Desk

February 28 ASI Front Desk

March 13 ASI Front Desk

March 27 ASI Front Desk

April 17 ASI Front Desk





Step 3: Buy the Approved Items for your 
Event

• Make sure to retain all original paper receipts.
• For digital receipts, make sure to save emails.
• Only items listed on the funding request will be reimbursed.
• Keep a record and storage of everything because it will need to be 

submitted in the reimbursement step.





Step 4: Request for Payment Packet

• Includes:
• RPP Form
• Event Evaluation Form
• Award Letter
• Sample Flier
• Original Receipts

• Filled out after the past 3 Steps have been completed.
• Deadline is 10 business days after the completion of the event.



RPP Form

• Similar to Funding Request Form.
• Make sure contact information is 

regularly checked. 
• If more room is required, attach an 

additional spreadsheet.
• Make sure office staff initials and time 

stamps when form is submitted. 



Event Evaluation Form

• Fill in requested information.
• Will not affect reimbursement totals, 

used for record keeping purposes.



Award Letter

• Received after a getting approved at a 
Funding Sub-Committee Meeting.
• Will be notified by email when it is 

ready.
• Reimbursement amount is the lower 

amount between the amount spent and 
the amount originally awarded.



Sample Flier

• Flier used for marketing. 



Receipts

• Original Receipts
• Taped on all four sides on a piece of paper. One paper per receipt. Do not 

cover any ink or text. 
• Receipt has PAID stamp and is itemized out.



Receipts

• If you did not pay with cash and don’t have original receipts, you 
must do one of the following:
• Credit Card à Credit card transaction detailed record or receipt
• Bank Card à Debit/ATM statement à Bank Statement
• Check à Copy of canceled check (front/back)

• For credit card or bank purchases, you may cover other sensitive 
information not pertaining to the reimbursement.



Turning in the RPP Packet

• Deadline is 10 business days after the completion of the event. No 
reimbursement will be granted after this deadline.
• The club must sign the amount that will be dispersed before the 

paperwork can be finalized. An email will be issued when the it is 
ready to be signed.
• Reimbursement checks will be issued once paperwork is 

completed. Estimated time is 2 weeks.
• Once you have obtained the check, it can be deposited into the 

club’s bank account in the USU. They have a separate process for 
depositing checks.





Congratulations! You have finally 
Completed the ASI Club Funding 

Process



Links to More Information

• General Club Funding Information
• In depth Policy Information 
• ASI Logos for Fliers and Designs
• Funding Sub-Committee Page
• Funding Request Form
• RPP and Event Evaluation Forms
• Example Funding Packets

https://asicalstatela.org/services/clubs-and-organizations-funding
https://asicalstatela.org/student-government/bylaws-operating-procedures/administrative-manual-governing-documents/finance
https://asicalstatela.org/about-us/asi-studio-47/asi-brand/student-club-organizations-logos
https://asicalstatela.org/2015-16-mandatory-funding-workshop
https://asicalstatela.org/sites/default/files/content/upload/2019/09/funding-request-form-9-18-19.pdf
https://asicalstatela.org/sites/default/files/content/upload/2019/08/asi-2019-20-funding-request-payment_0.pdf
https://asicalstatela.org/meeting/2019063067


Important Contact Information

Christopher Koo
Vice President for Finance

asivpf@calstatela.edu
(323) 343-4778

https://asicalstatela.org

Tu Tyler Nguyen
Vice Chair for Finance

asivcf@calstatela.edu
(323) 343-4778

https://asicalstatela.org

If you have any final questions or unique 
situations, feel free to talk to meet with 

me afterwards.

http://calstatela.edu
https://asicalstatela.org/
http://calstatela.edu
https://asicalstatela.org/

