
How to Submit a Budget 

Request



1
2

Go to 
PhoenixCONNECT 
(and sign in)

Click the menu icon in the 

top left corner, then select 

your organization from the 

list



Baking Club

3

4

Select Organization Tools 

from the drop down 

menu

Click Finance



All Previous requests will be listed 
here

6
Choose Budget Request

Click Create Request



7
Click Budget Request to get started on your new 

submission



8

9

Title it: Q#: ORG NAME

A description of your 

organization



10

11

12

Who the request is being 

made to support 

Advisor Name

Advisor email



13

Write a clear and detailed event 

description explaining what 

you’re doing, why it matters, 

and what students will gain 

from attending



14

If you’re requesting funds 

for multiple events, list 

them all here in order of 

priority 

Your top event should come 

first



15
When you’ve filled out all 

event details, click Next to 

move on to the budget 

section



16
Double check that the event name 

here exactly matches the one listed 

on your Event Description page.



17
Keep the event name consistent 

on both pages to avoid confusion 

during review



18
Ensure your event name matches 

exactly between your description and 

budget sections



19
Select the correct category for 

your item



22

21

20 Enter the specific name of the 

item you’re requesting

Provide a clear breakdown of 

what’s included and how it 

will be used for the event

List the total cost for this 

line item based on your 

quantity and unit price



24

23 This section automatically totals all your 

budget items so you can review your full 

request

Once you’ve added all items for each 

event, review everything for accuracy 

before submitting



25 Once Complete make sure to 

Submit
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