
 

 
Pay an Invoice 

 
 
Select this option if your club/organization obtained an invoice from a vendor. 
 
 
This document has the following information: 
 
 

1. Key Words (page 2) 
 
 

2. Apparel (page 3-4) 
 
 

3. Service Provider (page 5-7) 
 
 

4. Gift Cards (page 8) 
 
 

5. Type of Vendor: Aramark (page 9) 
 
 

6. Steps to help you Complete your Purchase Request (page 10-12) 
 
 

7. A guide on How to Write a Public Purpose (page 13-14) 
 
 

8. A Guide to completing a BMF (page 15)  
 
 

9. A Guide to completing a Pay WO SAP (page 16) 
 
 

10. Participation Incentive Award Transaction Log (page 17) 
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Key Words: 
 
 
• Payee 
 
The individual/student organization/vendor/service provider that ASU will be paying 
 

If ‘Process a Reimbursement’, this is the ASU student/affiliate or club/organization who already 
made payment and is seeking to be reimbursed for the expense. 

 
If ‘Pay an Invoice’ or ‘Pay by PCard’, this the vendor or service provider that the purchase will be 
made from. 

 
 
• Requestor 
 
The individual who submits the purchase request 
 
 
• Vendor 
 
The individual or company your club is purchasing from 
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Apparel 
 
 
All apparel purchases must be from an approved apparel vendor 
 

 
 
 
Printing ASU Logos 
 

• If a club/organization desires to print any of the ASU logos on their apparel, they are 
required to get it approved by the ASU Trademark and Licensing department.  

 
• https://cfo.asu.edu/student-organizations 

 
 
  

https://cfo.asu.edu/student-organizations
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Best Practices Method 
 

1. Contact an approved apparel vendor and place order 
 
 
2. Let the vendor know that ASU USG will be paying for it 

 
 

3. The vendor will give your club an Order Approval or an Invoice 
 
 

4. Create a purchase request in SunDevilSync  
 

o Upload the Order Approval or Invoice 
 
 

5. The USG Business Office will contact the vendor directly to let them know that your 
club has the funds to pay for the invoice 

 
 

6. Finish your order with the vendor (designs, details, etc.) 
 

o Please reach out to the vendor directly to confirm their side of the process 
 
 

7. The vendor will email the USG Business Office a Final Invoice  
 
 

8. The USG Business Office will process payment using the Final Invoice 
 
 

9. The USG Business Office will ‘Approve’ your purchase request 
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Service Provider 
 
 
It is University policy to have ASU pay a service provider directly 
 

• Reimbursement to a club or individual, who has already paid a service provider, is 
forbidden. 

 
 
Examples of service providers 

 
- DJs 

 
- Performers 

 
- Entertainers 

 
- Keynote Speakers 

 
 
ASU’s Financial Management System 
 

• All service providers must be registered in ASU’s Financial Management System.  
 
• Payment cannot be made to the vendor if they are not registered.  

 
• Please contact the USG Business Office if you want to know if a supplier is already 

added to our payment system. 
 
 
Service Fee 
 

• Inform the service provider that USG Tempe does not pay for transportation, parking, 
and/or accommodation expenses. 

 
 

Be in contact with the USG Business Office well in 
advance of your event so that your vendor can be paid 

promptly for their rendered services. 
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Best Practices Method: BEFORE YOUR EVENT 
 
1. Obtain invoice from service provider 

 
o Must be billed to ‘ASU’ 

 
o Must have one line for their service fee with the total amount 

 
o Must show their contact information such as email and mailing address 

 
o Must show who the check should be paid to (company name/speaker name) 

 
 

2. Send Speaker-Artist-Performer (SAP) Agreement to service provider to complete and 
sign 

 
o The form can be found at https://ogc.asu.edu/forms/speaker-artist-agrmt 

 
o The USG Business Office will get the needed signatures for the “on behalf of 

ASU” part 
 
 

3. Obtain service provider’s SAP Agreement and proof of insurance (as indicated in 
section 9 on the SAP Agreement) or indicate waiver of insurance needed 

 
 

4. Submit a purchase request 3 weeks before your event with the documents received 
 
 

5. Payment will be processed the day after your event 
 
 

6. The USG Business Office will ‘Approve’ your purchase request 
 
 
  

https://ogc.asu.edu/forms/speaker-artist-agrmt
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One-time exception method: AFTER YOUR EVENT 
 

1. Obtain invoice from service provider 
 

o Must be billed to ‘ASU’ 
 

o Must have one line for their service fee with the total amount 
 

o Must show their contact information such as email and mailing address 
 

o Must show who the check should be paid to (company name/speaker name) 
 
 

2. Fill out the Pay-without-Speaker-Artist-Performer 
 

o The form can be found at https://www.asu.edu/fs/forms/Pay-without-speaker-
artist-performer.pdf  

 
o View the ‘Guide to completing a Pay WO SAP’. Leave page 2 blank. 

 
 

3. Send completed Pay WO SAP form to service provider to sign 
 
 

4. Submit a purchase request after your event 
 
 

5. Payment will be processed as soon as possible. 
 
 

6. The USG Business Office will ‘Approve’ your purchase request. 
 
 

  

https://www.asu.edu/fs/forms/Pay-without-speaker-artist-performer.pdf
https://www.asu.edu/fs/forms/Pay-without-speaker-artist-performer.pdf
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Gift Cards 
 
 
Gift cards can only be purchased from 
 
Aramark (M&G gift cards) 
 

ASU Bookstore  
 

Dominos

 
Participation Incentive Award Transaction Log 
 

• This log needs to be signed and completed by each recipient of a gift card 
 
 
Best Practices Method 
 

1. Figure out how many cards your club wants to order and the amount of each card 
  
 

2. Complete a purchase request in SunDevilSync 
 

o Add # of cards and cards amount to ‘Description’ box. 
 

o In your public purpose, describe the gift cards as ‘participation incentives’ 
 

o Upload BMF if for Aramark or Dominos 
 
 

3. The USG Business Office will reach out to the vendor to purchase the gift cards. 
 
 

4. Gift cards will be sent to the requestor and it will be their responsibility to 
disperse them. 

 
 

5. During event/meeting, your club needs each recipient of the gift cards to sign and 
complete the Participation Award Transaction Log.  

 
 

6. Send the completed Participation Award Transaction Log to the USG Business 
Office. 

 
7. The USG Business Office will ‘Approve’ your purchase request 
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Type of Vendor: Aramark 
 
 
Aramark provides individual catering for your meetings and gatherings, as well as M&G gift 
cards.  
 
 
Contact Information 
 

 Website: https://sundevildining.asu.edu/catering 
 

 Email: ASUCatering@gmail.com 
 

 Phone: 480-965-6508. 
 
 
Best Practices Method 
 

1. Contact Aramark and place order 
 
 

2. Let Aramark know that ASU USG will be paying for it 
 
 

3. Aramark will give your club an Invoice and/or Reservation Confirmation 
 
 

4. Create a purchase request in SunDevilSync 
 

o Upload the Invoice and/or Reservation Confirmation 
 

o If food is ordered, upload a BMF. 
 
 

5. The USG Business Office will contact Aramark directly to make payment 
 
 

6. Once a receipt is obtained, the USG Business Office will ‘Approve’ your 
purchase request. 

 

  

https://sundevildining.asu.edu/catering
mailto:ASUCatering@gmail.com
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Completing your Purchase Request 
 
 
Step 1. Populate from Budget  
 

• This will be helpful when figuring out how much funds is left in each budget line. 
 
 
Step 2. Subject 
 

• Include your organization’s campus location (TEMPE) and what is being purchased.  
 

• If purchase is from an Event Budget, include the event date. 
 

o Example: TEMPE – Splash Bash Event 01/31/2020 – FLYERS 
 
 
Step 3. Description 
 

• Include a brief description of what your purchase request is for 
 

o Event or meeting info 
 

o Event or meeting date 
 

o What was purchase 
 

o Where this purchase was from 
 
 
Step 4. Requested Amount 
 

• Invoiced amount, must be within your approved budget 
 
 
Step 5. Categories 
 

• Event Funding: if from your event funding budget 
 

• Club Operation Funding: if from your general funding budget 
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Step 6. Account 
 

• Your club account should be selected 
 
 
Step 7. Payee Information 
 

• First Name will be the vendor name, Last Name can be blank 
 

• Include mailing address if available 
 
 
Step 8. Government 
 

• Select USG TEMPE 
 
 
Step 9. Requestor Information 
 

• This is the person who is submitting the purchase request 
 

• Must be a top three officer of your club shown on your SunDevilSync Profile 
 
 
Step 10. List of Items Purchased 
 

• Include a list of all items purchased 
 
 
Step 11. Public Purpose 
 

• View the ‘How to Write a Public Purpose’ Guide 
 

• This is very important. If not written well, we will ask you to rewrite it. 
 
 
Step 12. Request Type 
 

• Select PAY AN INVOICE 
 
 
Step 13. Skip Reimbursee Questions 
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Step 14. Upload Invoice  
 
 
Step 15. Upload Additional Documentation 
 

• If food was purchased, a Business Meals Form (BMF) must be completed and signed by 
the payee.  

 
o This form can be found at https://www.asu.edu/fs/forms/business-meals-form.pdf.  

 
o View the Guide to completing a BMF. 

 
• If requesting to pay a service provider, a SAP Agreement or Pay WO SAP must be 

completed and signed by the service provider 
 

o View the information provided above. 
 
 
Step 16. Submit Request 
 

• An automatic email might be sent by SunDevilSync to your adviser asking to review the 
request, they can review it but nothing needs to be done on their end 

 
• No need to change the stage, this request was sent directly to the USG Business Office 

  

https://www.asu.edu/fs/forms/business-meals-form.pdf
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How to write a Public Purpose 
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Guide to Completing a BMF 
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Guide to completing a Pay WO SAP 
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Participation Incentive Award Transaction Log 
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