
ABOLISH 

THE ASUN

Campus-Wide 

Facilities

Chalking 

Permission 

Granted

ASUN Facilities

Tabling Granted

Requires SEAB 

Approval

Scheduled 5 

Days Before 

Event

Must email 

scheduling@unr.e

du

Include: Name, 

Email, Phone, 

Organization, 

Contact Numbers 

of all involved

Requires SEAB 

Approval

Approval 

Signature must be 

obtained from 

SEAB Board Chair 

1 Day before 

Reserving Table

Physical Table 

Delivered

Schedule 10 

Days Before 

Event

Reserve 

Location 

Before Table is 

Delivered
Contact 

Scheduling 

Services to Get 

Location Approval

Word order 

request 

submission: 

https://

www.cis.unr.edu/

workorder/

Tabling 

Permission 

Granted

Yes

Include: Drop off 

location, date, 

contact 

information, time 

of event, pick up 

date and time

Yes

Flier Permission 

Granted (Not 

JCSU Approved)

Must include 

Name of 

Organization, 

Phone number/

Email

Designated Public 

View Areas Only

Amplified Sound 

Permission 

Granted

SEAB Approval

Must be less than 

70 decibels, and 

50 decibels if after 

dark.  

Must be arranged 

with JCSU Staff

ASUN Sound/

Lights

Speaker Rental

Scheduled 14 

Days Before 

Event

Return this form to 

JCSU Activities 

Front Desk

https://

asun.unr.edu/

Docs/Forms/

3_792009102652A

MSound_Request.

pdf

ASUN Inkblot

Mandatory 

Stipulation for 

Tier1 Events

Schedule 28 

Days Before 

Event

Submit Online 

form

https://

orgsync.com/

forms/show/

17353#/forms/

9914/show/17353

Tier 1 Permission 

Granted

Arbitrarily Gets 

Determined if 

Request 

Passes

Schedule 9 

Days before 

Funding Period

Submit Club 

Funding 

Application

President, 

Treasurer, or 24 

hour advance 

schedule proxy 

must be present

Submit Requested 

Funds and Annual 

Budget 

Spreadsheet

Submit supporting 

Documents

https://

asun.unr.edu/

Docs/Forms/

3_111201014341P

MClub_Funding_S

preadsheet.xls

http://

asunclubs.orgsync

.com/forms/show/

17509

Vendor Permission 

Granted

W-9 Must be 

Completed by 

Vendor

http://

www.cis.unr.ed

u/forms/

W9_nn.pdf

US Citizen?

Form W-8EN Form 

8233 Completed 

from www.irs.gov

Yes
No

Contract Review 

Process

Agent Contract – 

Make changes and 

include signature 

via Board of 

Regents

Contact 

leah_gorbet@unr.

edu

Independent 

Contractor? No

W9 Form 

Completed

Yes

Independent 

Contractor 

Agreement

Payment over 

$2000?

Complete page 5 

of ICA Payment.

Purchase 

Requisition Form 

Filled Out

(http://

www.howler.unr.e

du/bcnpurchasing/

OnLineForms/

FormsRequest.ht

m

Yes

Complete Agent 

Contract Form 

Obj: 30 Sobj: 21

No

Payment Method
Insurance 

Requirements

Attach Invoice

Certificate of 

Insurance 

Provided

Attach Event Flier
http://

www.unr.edu/vpaf/

hr/

riskmanagement/

contractor.html

Tables/Staff

A separate 

process from 

Facilities

Email JCSU front 

desk to get contact 

information

Wolfpack Radio

A simple email.  

We love you guys.

Accounting 

Procedures 

Satisfied

ASUN Provided 

Funds

Credit Card?

Miscellaneous 

Items

Scheduled 24 

Hours Before 

Spending

Less than 

$1000 charge?

Authorized 

Signature on 

Accoutn 

Obtained?

https://

asun.unr.edu/

Docs/Forms/

3_86200983425A

Msignature_card_f

or_clubs.pdf

No

https://

asun.unr.edu/

Docs/Forms/

3_1125200941027

PMREQUEST_FO

R_CREDIT_CARD

_AND_COSTCO.p

df

Yes

Yes

Request Special 

Form from 

Accounting 

(Hidden behind the 

Desk)

No

Yes

https://

asun.unr.edu/

Docs/Forms/

3_1125200941127

PMREQUEST_FO

R_REIMBURSEM

ENT.pdf

No

SEAB Approval
Schedule time to 

meet with the 

approval people.

https://

asun.unr.edu/

Government/

Forms/seab.aspx

Schedule 28 

days before 

Event

Pray they don’t 

mandate you to 

hire security 

guards...

http://

www.unr.edu/stsv/

studentactivities/

forms/documents/

soundrequestsrev

8-07_000.pdf

http://

www.unr.edu/stsv/

studentactivities/

documents/

ASUNResourcesF

orm_11_9_09.pdf

Schedule 14 

Days Before 

Event

Workers 

Compensation 

Liability Insurance 

Provided
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