
Special Programming Request Walk Through 

 

The Special Programming Request form can ONLY be found by officers who are 

registered in ‘Cuse Activities. Before you submit you will need to have the 

following information available: 

• Event information:  Confirmed day, time and location of events. 

• Expense Documentation:  Quotes, links or other documentation on the 

expenses associated with your event. 

• Use of Annual Funds:  Your group will need to determine if any annual 

funding will be used for the event/initiative.  If annual funding will not be 

used for the event, your group will need to provide details on how those 

funds will be spent. 

• Outside Funding Documentation (if any):  If your group is receiving 

additional funding from other sources (department/program, sponsors, 

etc.) you will need to have written documentation (usually an email) 

confirming who is making the contribution and the amount. 

• Department/Program Contact:  Name and email address of the 

department/program contact who will be assisting the group with incurring 

costs associated with the special programming request 



 

For student reimbursements, forms should be submitted by the student who 

incurred the cost.   

 

All Graduate School forms have “Graduate” in their title.   Make sure you select 

the correct one! 

 

Sign in to https://cuseactivities.syr.edu/ 

Click on Forms → Branches → Graduate School 

 

https://cuseactivities.syr.edu/


Select your organization in the drop-down menu. 

 

 

 

 

 

  



Since most special 
programming requests are 
event-related, the questions 
here reflect this.   



 

Submissions will be reviewed 
by the Graduate School to 
ensure that the events or 
initiatives meet these goals 
and objectives. 



  

Amounts listed should 
reflect actual expenses 
based on quotes, links, etc.  

If other funding 

(department/program, 

sponsor, etc.) is being used 

towards this event/initiative, 

proof of this funding will be 

required later in this form. 



 

 

  

Please attach any quotes, 
links or pricing to show how 
budget was calculated. 

If some or all of your group’s annual 
funding allocation is being applied 
towards this event/initiative, select 
yes.  

If none of your group’s annual 
funding is being used towards this 
initiative, select no. 



 

  

 

 

If you selected yes above, 
you’ll be asked to indicate 
the amount of annual 
funding allocations that 
will be applied towards this 
event/initiative.  

If your group plans to use 
ALL of the annual funding 
towards the 
event/initiative, select yes.   

If your group plans to only 
use SOME of the annual 
funding towards the 
event/initiative, select no. 



 

 

 

 

 

 

 

If you indicated that you 
would not be using any or 
only some of your annual 
funding towards this 
event/initiative you will 
enter how you plan to use 
the remaining annual funds 
here. 

If your group is receiving 
any additional funding for 
this event/initiative, select 
yes. 

If your group is not 
receiving ANY additional 
funding for this 
event/initiative, select no. 



 

Please detail any 
additional funding you are 
receiving towards this 
event/initiative.  

Attach documentation 
showing who is making the 
commitment to the 
organization and the 
amount. 



 

  

Include the name and 
email of the department or 
program administrator who 
will be helping your group 
with this event or initiative. 



 

 

Once special programming requests are reviewed and approved by our office, 

the funding amount will be added to the organization’s budget worksheet in 

‘Cuse Activities. 

 

Reimbursement requests can then be submitted as expenses are incurred for 

items included in the special programming form. 

 


