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STUDENT LEADER 
EXPECTATIONS



 WELLBEING – Student  Org Leaders should pr ior i t ize and communicate needs ear ly and of ten to avoid 

burnout .   You are human f i rst ,  students second,  and then student  leaders.   Take the t ime that  you need so that  

you show up as the best  vers ion of  yoursel f !

 BE INFORMED – Learn f rom past  m is takes.   Ident i f y a l l  resources that  you need ear ly,  READ,  READ, READ 

relevant  websi tes and the student  handbook.  Learn about a l l  processes and procedures re lat ing to student  

organizat ions.   At tend as many t ra in ings as possible.    

 CONNECT – Meet  with previous s tudent of f icers and current  ADVISERS ear ly and of ten!  Learn everyth ing 

there is  to know about your org.   Learn as much as you can about  your  group act ivi t ies .   I f  you are an 

outgoing off icer,  EDUCATE!  EDUCATE!  EDUCATE!  Make sure your new leaders learn everything they need to 

know.

 COMMUNICATE – Your team ( including your  Adviser)  should know and understand your p lans before they 

happen. Make sure that  you meet ,  emai l  and ensure understand ing.   Advisers should be inc luded in every step 

of  your  act ivi t ies.   Not  just  when an issue that  can’ t  be f ixed ar ises.

 RESPECT – Honor s tudent org processes and procedures by fol lowing any given steps as instructed by the 

relat ive department and meet ing deadl ines.  Ex:  Returning the P-card in a t imely manner by the same person 

that  checked i t  out .  

STUDENT LEADER EXPECTATIONS
Accountabi l i ty



 MISSED DEADLINES – Missed dead l ines  can lead to  penal t ies  ( loss  o f  P-card  pr iv i leges ,  o rg  be ing f rozen) .   Mak e sure  

everyone  invo lved fo l lows  g iven  dead l ines  for  comple t ing form s or  re turn ing  i tems  as  ins t ruc ted .    

 DISREGARDING – Organiza t ions  tha t  do not  f o l low po l ic ies  and  p rocedures  can pu t  the i r  members  and  the Univers i t y a t  r i sk  

and cou ld  lead  to  the  group be ing  inac t ive .   W e encourage  innovat ive  and c reat ive  even ts  tha t  a re  safe  and  respons ib le .   

Keep  your  Adv iser  in  the loop ear ly and o f ten.

 NOT SHARING – Student  Leaders  need  a  p lan  to  share  in fo rmat ion wi th  each  o ther.  For  ins tance,  communica t ion abou t  

Student  Organiza t ion Fund should  go  to  incom ing t reasure rs  f rom  las t  year ’s  app l ican ts .   Incom ing and ou tgo ing o f f i cers  

need  to  meet  to  d iscuss  RSO Reg is t ra t ion  to  accurate ly answer  ques t ions .  No t  shar ing in fo rm at ion  de lays  your  

organ izat ion ’s  needs  be ing  m et  and can  c rea te  long- te rm  issues .    

 TOO MANY COOKS – Too m any s tudent  leaders  invo lved  in  a  task  can c reate  con fus ion  and  b lur  the l ines  on 

respons ib i l i t ies .   Leaders  can  check  in  bu t  should  a lso  t rus t  the  person  ass igned  the task .   I f  they need  suppor t ,  they should  

ask  fo r  ass is tance i f  necessary.   T h is  m ak es comple t ing task s  much  smoother.  

 UNAUT HORIZED APPROVALS – Students  shou ld  no t  s ign  any con t rac t  nor  m ake any bus iness  approva ls  on  beha l f  o f  the i r  

organ izat ion .   Such ac t iv i t ies  cou ld  leave  the  s tuden ts  and the  organ iza t ion l iab le  f or  m eet ing  the vendor ’s  needs .  

 OUTDAT ED ROSTERS – Studen t  Groups  need to  k eep  the i r  Anchor  L ink  ros te rs  up  to  date .   Do ing  so  ensures  cur ren t  

s tudent  leaders  have access  to  reserve  space or  k eeps  the  s tuden t  group POM compl iant  i f  work ing wi th  m inors .   

STUDENT LEADER EXPECTATIONS
Avoiding Pitfal ls



Relay Messaging

 From your organization's Action Center, head to Roster in the 
org tool drawer.

 Click on the Messaging link in the upper right corner, followed 
by Create Relay on the page that loads.

 Select the positions or individual members that you would like 
to send the message to by selecting Edit... within each 
component.

 Enter a title for your relay to identify it later (this does not carry 
over to your message). When you're finished, click Generate.

 On the new page, take the Temporary Relay Address (email 
address in blue text), open a new email in your preferred 
email account (e.g., Outlook), and add this into the "To" field. 
Then, just compose and send your message as normal!

 Remember that messages are sent within the system and 
then out to an e-mail address if the user has not opted out of 
receiving messages via e-mail in their notification settings.

 Visit the messaging section for more message options.

Student Leader Expectations
Internal Communication



Allow Time for Training

Officers need a chance to learn the ropes of their 

roles as well as the group's history.

Officer terms of a calendar year (rather than a 

school year) are strongly recommended. This 

gives graduating seniors at least a semester to 

support the new officers and transmit institutional 

knowledge.

Create Transition Documents

 Officer roles should be defined by the 

organization's constitution and kept up to date 

on its Anchor Link roster

 You may also have resources and records to 

pass down to incoming officers: meeting 

agendas, budgets, planning timelines, etc.

Connect with your Adviser

 Each administration will need to have a 

relationship with the organization's adviser. An 

introduction from the outgoing officer class is a 

helpful start.

 It's up to the organization leadership to find their 

own adviser. If you don't have someone willing 

to approve registration for the group, you won't 

be able to submit registration.

Student Leader Expectations
Preparing New Officers

 Constitution must also outline membership 

removal procedure to ensure fairness of 

practice.



ADVISER EXPECTATIONS



Adv is ing Reminders

 Students wil l  be responsible for select ing 
their  organizat ion’s Adviser ;

 Advisers wil l  now be responsible for helping 
student org leaders manage al l  aspects of 
their  group;

 Advisers outside of Student Affairs at 
Vanderbi lt  wi l l  receive addit ional support 
from Student Affairs Liaisons (SAL Pals);

 Student Affairs Liaisons wil l  be assigned to 
advisors based on their  organizat ion’s 
category:

• Academic (academicorgcoach@vanderbi l t .edu)

• Arts /Programming 
(programmingorgcoach@vanderbi l t .edu)   

• Cul tura l  (cul turalorgcoach@vanderb i l t .edu)

• Serv ice  (serv iceorgcoach@vanderb i l t .edu)

• Special  In terest  
(spec ia l in terestorgcoach@vanderb i l t .edu)

Translation

 Student groups wil l  no longer be assigned a 
student org coach.  Students may choose to 
have their  current coach serve as their 
Advisor.  Meet with student leaders to clar ify 
expectat ions of  support;   

 This wil l be ref lected in Anchor Link after the 
RSO Registrat ion period;

 Advisers wil l  need to make sure that student 
groups fol low policies and procedures 
highlighted in the handbook including POM.   
They wil l  work with Student Affairs 
Administrat ion to handle student org 
purchasing, t ravel,  and to begin contracts; 

 SOLS wil l  communicate updates to student 
leaders and coaches pr ior to arr ival.



Adv iser  Role – To ass is t  s tuden t  o rg  leaders  and s tudent  groups  wi th  f ind ing avenues  fo r  

ac t iv i t y that  i s  cons is tent  wi th  i t s  m iss ion,  com pl iant  wi th  Un ivers i ty po l icy,  conduc ive  to  every 

par t ic ipant ’s  growth  and deve lopment ,  and  c r i t i ca l  to  bu i ld ing  a  sense  o f  com muni ty.

Organizat ion Advocate

 H e lp  s t u de n t  o r g an i z a t i on s  na v i ga t e  

V a nd e r b i l t ’ s  s t r u c t u re  t o  he lp  f u l f i l l  

t h e i r  m i s s i o n ( s )  

 P r o v id e  ad m in i s t r a t i v e  gu id an c e  i n  

p l an n ing  p r og r ams  a n d  e v en t s

 O f f e r  c on t i n u i t y  f r o m  yea r  t o  yea r

 C o ns u l t  w i t h  O f f i c e  o f  S t u d en t  

O r ga n i za t i o ns ,  Le a de r s h i p  a n d  

S e r v i c e  whe n  n e c es s a r y .

 P r o v id e  ad v i s e me n t  as  n e ed ed

Financial  Authori ty

 E d uc a t e  s t ud e n t  l ea d e r s  o n  

a pp ro p r i a t e  f i na n c e  p r a c t i c es

 A u t ho r i z e  f i n a nc ia l  t r a ns a c t i o n s  

( c h ec k  ou t  c a r d / p - c a rd ,  t r av e l ,  

r e i mbu r s em en t  e t c . )

 H e l p  de t e r m i ne  o r g  a c t i v i t y  f o r  

t h e  ac a d em ic  ye a r

 G u i d i n g  o f f i c e r s  i n  t h e  

ma in t en an c e o f  ac c u r a te  

r ec o r d s  a nd  b o ok k ee p i ng .

Pol icy Compliance

 Educa t e  on ,  I n t e rp re t  and  

en f o r ce  Un i ve rs i t y  po l i cy  

c onc e rn ing  s t uden t  

engagem en t

 Rev iew and  app rove  

o rgan iza t i o n  r eg is t r a t i on  

docum en t s

 He lp  o rgan iza t i o ns  rev iew and  

upda t e  a l l  gove rn ing  

docum en t s

 Ensu re  c om p l i anc e  w i t h  

P ro t ec t ion  o f  M ino r s  (PO M)  

Po l i c i es .

Department Liaison

 W ork  c los e l y  wi t h  SOLS  and  

S tuden t  A f f a i r s  cen t ra l  t o  ensu re  

cons i s tency  and  cohes ion  wi th  

a l l  s tuden t  engagemen t  p rac t i ces

 Raise  awareness  o f  un i que  

o rgan iza t i on a l  needs  and  i ssues

 Raise  awareness  o f  impo r tan t  

s tuden t  o rg  da tes  (S tuden t  

I nv o l v ement  Fa i r ,  Commun i t y  

Se rv i ce  Fa i r ) .

ADVISER EXPECTATIONS
Adviser ’s  Role



 WELLBEING – Advisers should pr ior i t ize and communicate needs ear ly and of ten to avoid burnout .   They are 

human f i rst ,  employees second, and then Advisers.   Respect  the t ime that  they need so that  they show up as 

their  best  selves!   Establ ish a mutual  understanding to ensure an opt imal exper ience.

 BOUNDARIES – Establ ish expectat ions of  each other  ear ly on so that  everyone feels  comfor table serving in 

their  ro les.   Discuss communicat ion,  at tending meet ings,  and anything that  you and your Adviser  are 

wi l l ing/unwi l l ing or  able/not  able to do to support  the organizat ion.   Once establ ished,  those boundar ies must

be respected.   For  instance,  no late-night  cal ls should be made to Advisers unless they agreed to receive late 

n ight  cal ls.

 COMMUNICATE REGULARLY – Sett ing up t ime to go over organizat ion plans wi l l  help you receive the support  

that  you need and keep everyone on the same page. Advisers are a great  adminis trat ive source.   W hether 

through inst i tut ional  knowledge,  or  access to helpfu l  resources,  they can help you meet your  organizat ion’s 

needs or  plan act iv i t ies  accordingly wi th t imely communicat ion.

 APPROVALS – Advisers wi l l  need informat ion f rom your organizat ion when approving a f inanc ia l  or  

programmat ic  request .   Protocol  requi res that  you provide the requested informat ion in order to receive any 

approval  for these act iv i t ies .   

ADVISER EXPECTATIONS
Mutual  Understanding



RSO BRANDING GUIDELINES

BRANDING & COMMUNICATIONS





































STUDENT ORGANIZATION &
CONTINGENCY FUNDING



 Student Organization Funding (SOF): funding that is distributed annually to 
Registered Student Organizations (RSO) that submit budget requests.

 Comes from a Student Services Fee paid by students.

 Undergrad – Student Committee appointed by VSG reviews al l undergrad SOF 
applications. The Chair/Co-Chair oversee the entire process and contingency 
fund process during the school year. They elect a group of students (sub-
committee) to assist in reviewing the SOF application. 

 Graduate – Graduate Student Council  reviews the applications and suggest 
allocation amounts for SOF.

Student Organization Fund Group Structure



STUDENT ORGANIZATION FUND

 Funding provided to RSOs that complete annual 
Student Organization Fund application during each 
spring application period 

 Allocated to student organization's account for their 
activities throughout the academic year

 Applications are reviewed and recommendations are 
made by student-led Student Organization Fund 
Committee. Final allocations are determined by 
Dean of Students.

 Groups are required to keep records of event 
expenditures in order to apply for SOF (includes
tracking attendance through Anchor Link)

 Application Process
 Application Process via Anchor Link
 Interviews
 Allocation Decisions

CONTINGENCY 
FUND

 RSOs may request any time during the academic year

 Useful for new RSOs that missed the Student 
Organization Fund application period because of late 
acceptance

 Useful for current and new programming that require 
funding beyond the Student Organization Funds 
allotted

 Other funding shortfalls evaluated by Student 
Organization Funding Committee on a Case-by-case 
basis

 Applicat ion Process

 Form to be completed in Student Organization 
Fund Committee Anchor Link page



SOF Funding may not be used for the following:

 Requests to purchasing or supply alcohol or tobacco to students;

 Requests to pay student leaders or members of the organization for services rendered;

 Requests for programs which exclude participation or membership to segments of the Vanderbilt population, 
or where certain groups of students are not fully included in the event;

 Requests to fund charitable donations or expenses intended to directly and solely benefit non-Vanderbilt 
students or agencies;

 Requests for funding to directly maintain or establish a reserve. As of this year, unused funding does not roll 
over from one year to the next.

 Requests to fund expenses which serve to sustain and/or benefit only the membership of the petitioning 
organization (i.e. private parties, T-shirts, etc);

 Requests to fund travel, unless it is core to the mission of the organization;

 Questions regarding the Student Organization Fund should be addressed 
to studentservicesfee@vanderbilt.edu

 Visit webpage for more details: https://www.vanderbilt.edu/studentorgs/finances/studentservicesfee/

Student Organization Fund Restrictions



 Application opened August 23;

 Students need to complete application at least 2 weeks before the money 

is needed (but not more than a month early);

 Student chair is expected to respond to the request within 72 business 

hours, notifying that it was received;

 5-10 minute Zoom meeting will be scheduled to discuss the request;

 Approval/denial wil l be sent in an email format;

 If approved, a template will be provided that includes event/program name 

for which the funds are to be used, description of what the funds are to be 

used to cover, amount of money provided, and SOF task number to 

charge.

Student Organization Fund(Contingency Funds)



Student Organization Fund Process

January
• Communication of SOF Application

February-
March

• SOF Application Period

April • Application Review Period

May • Notification of Allocation

• Appeal Period

Restrictions on the increased amount of a request will be communicated this semester. More 
information to come.



FINANCES



Our Administrative Coordinators on the Finance Team want to meet you and 
your adviser to talk about purchasing, travel, and contracts!

Val Lorusso
Sarratt 310 (in-office M-W-Th)

Fun Fact: I'm an 80's and Classic 
Rock enthusiast, love the Chicago 
Cubs, and cooking for and with 
my family.

Ally Rouff
Sarratt 310 (in-office M-T-W)

Fun Fact: I grew up on Long Island, NY 
and moved to Nashville in 2018. I love live 
music and trying new foods/restaurants in 
Nashville and on my travels.

Katie Muir
Sarratt 310 (in-office W-Th-F)

Fun Fact: I am one of those rare Nashville 
natives! I change the color of my hair on 
the regular, and I love all things pop 
culture: movies, music, fashion, and 
history.



Student Affairs Finance is here if you have any questions or 
complex situations. We can help navigate the policies. Please 

reach out to us.

Mark Leners, 
Accountant

Greg Swanson, 
Admin Officer

Financial Unit 
Manager for 
Student Orgs

Dawn Midyett, 
Admin Manager

Eda Shorette
Sr. Business 

Operations Analyst
Kaitlyn Garrett

Sr. Administrative 
Officer



ORACLE CLOUD

❖ Oracle Cloud – The Vanderbilt accounting 
system used to make purchases, pay vendors 
and process reimbursements

❖ You can find more information 
here: https://www.vanderbilt.edu/skyvu/



K E Y  F I N A N C E  T E R M S

 COA/POET String – The organization’s 
financial information needed for expenses and 
space reservations.

❖ Task Number – The unique RSO identifier, a 
part of the POET information. This number can 
be found in Anchor Link. RSOs spending funds 
need a task number. New RSOs must 
complete a Task Number Creation Form.

❖ Student Org Purchase Request – The 
process by which student groups request 
assistance with any type of purchase.

The Marketplace – An online platform that 

allows registered student organizations to post 

fees/dues and sell merchandise to members of 

the Vanderbilt community. The platform is ideal 

for student organizations to charge member 

dues, collect trip fees or sell their latest t-shirt 

or other merchandise. To have posts made on 

behalf of your organizations, please complete 

the Marketplace Anchor Link Form. Any 

questions regarding the marketplace may be 

directed to sarratt@vanderbilt.edu.



COA for Greek Orgs: 
300.10.30400.xxxx.061.000

T O  C H A R G E  A  S T U D E N T  O R G :

• S t u d e n t  o r g a n i z a t i o n s  a r e  s e t  u p  a s  a  p r o j e c t ,
a n d  a  P O E T  s t r i n g  w i l l  b e  u s e d

COA for Student Orgs: 
300.10.30500.xxxx.071.000

TO CHARGE A GREEK ORG:

• G r e e k  O r g a n i z a t i o n s  a r e  s e t  u p  a s  a  P r o j e c t ,  a n d  a

P O E T  s t r i n g  w i l l  b e  u s e d



VIEWING ORG FINANCES IN ANCHOR LINK



VIEWING ORG FINANCES IN ANCHOR LINK

This can take up to six 
weeks to update

Task Number

Click here to view 
org transactions



A N C H O R L I N K
AnchorLink Uploads:

• Transactions in Oracle are 
downloaded once a week and 
uploaded to AnchorLink.

• Transact ions can take up to six weeks to 
show up on Anchorl ink.

• Gifts and other funds deposited 
will take over a month to be 
reflected in AnchorLink.

• Ensure your organization's 
information is updated (leadership 
team, etc.).



F U N D S  F O R  O R G S

• RSO’s may collect money through 

fundraisers, dues, ticket sales, 

sell ing items or similar activities.

• The marketplace is the best place to 

post dues, items for sale or other 

revenue collection. This is a PCI 

compliant platform that allows 

students to use the Commodore 

Card or personal Credit Cards.

• Square/Venmo/etc. – cannot be 
used

HOW TO DEPOSIT FUNDS
• Funds collected should be deposited as 

soon as possible. The funds should not 
be kept in your personal possession.

• Deposits should be made in Sarratt 
310.

• Cash deposits must be counted with 
student present.

• Email RSO’s deposit information to Mark 
Leners (mark.leners@vanderbilt.edu)

• Include:
 Name of Organization
 Task number or COA string
 Amount of deposit
 How the revenue was earned
 Your name and best way to 

contact you
 Date of deposit



S T U D E N T  R E I M B U R S E M E N T S

• Reimbursement must  be submit ted by the person 

who made the payment.  Request  for 

reimbursement for another person is not  al lowed.

• I f you do not  have access to the Oracle Expenses 

Module,  please reach out  to Mark Leners.

• Reimbursements should be submit ted within 30 

days.

• A staff  member wi l l  review the Request for 

Reimbursement and approve or return for more 

informat ion.  I f  returned,  please look for comments 

with correct ions needed for the report  out l ined in 

the emai l  generated from Orac le.

Video created to assist students 
through this process:

Student Reimbursement 

Video

For additional support, please visit us in Sarratt 310 
on Wednesdays between 8am-4pm.



PURCHASING AND TRAVEL

March 18, 2024

Everyone’s favorite subjects!  



P U R C H A S I N G

Advice for Purchasing:
• Confirm funds are available before 

submitt ing your Purchase Request in 
Anchor Link

• Review purchases
• Are you al lowing enough shipping t ime 

when ordering from boutique sites 
(Etsy)?

• Are you aware we have Amazon 
business accounts and not Amazon 
Prime, so shipping wil l  take longer?

• I f  you’re using a spreadsheet, is i t  well  
organized with l inks that go to the 
correct locat ion?

• Make sure you create a PDF of your email thread 
showing the full correspondence of your 
Adviser’s approval.

• Gifts to speakers and committee members 
should be uniform.
• VU branded merch

• Everyone receives the same item

• Complete the Purchase Request Form 2-4 

weeks before you need the items or payment 

to vendors.

• Requests submitted with less than 2-4 

weeks' notice may be delayed in payment 

processing.



 All purchase requests MUST be approved via email by your Student Organization 

Adviser . You wil l be required to attach the entire email thread to your Purchase Request 

form as a PDF.

 How to make a purchase:

 Complete the Purchase Request Form in Anchor L ink.

 In-person (P-Card) – Should be reserved at  least  two weeks in  advance for  pick up in Sarrat t  310. For  
local ,  in-person purchases only and not  onl ine purchases.

 Online (One Card) – Should be completed two weeks in  advance.  We recommend us ing common 
websites such as Amazon, Target ,  etc.  (p lease note del ivery and service charges). Special ty i tems 
ordered through bout ique si tes are d i f f icu l t  to receive in a t imely manner and may not  acknowledge our  
tax-exempt  status.

 Merchandise and Apparel – Should be approved four  weeks in advance through the Brand Engagement  
Off ice. Student  must  work wi th approved or l icensed vendors only.

 Payment  to Service Providers - May be requested by complet ing the Purchase Request  form two weeks 
in advance.  New suppl iers must apply to become a vendor/suppl ier and wi l l  receive an emai l  wi th 
inst ruct ions on how to register as a suppl ier  at  Vanderbi l t .

 With pre-approval from your organization’s Adviser, you can submit an expense for 

reimbursement in Oracle. This applies to purchases that are made with personal 

funds. Reimbursements should be submitted in the same month purchases occurred.

Purchasing



 All  suppl iers/vendors need to complete registrat ion prior to providing services.  This needs 
to be done through the suppl ier registrat ion portal  at  ht tp: / /vu.edu/newsuppl ier.

 Registrat ion takes t ime to complete, and the suppl ier wi l l  be required to submit  
several  detai ls about  their  company. Suppl iers wi l l  be able to review the registrat ion 
instruct ions,  gather necessary documents, and begin the registrat ion process.

 After complet ing and submit t ing the onl ine registrat ion,  the suppl ier ’s  request  wi l l  go 
through an approval  process.  Once approved,  they wi l l  be registered with Vanderbi l t  
Universi ty as a suppl ier.

 Step-by-step instruct ions can be found: 
ht tps: / / f inance.vanderbi l t .edu/purchasingandpaymentservices/purchasingservices/docu
ments/Suppl ier_Self_Registrat ion_Guide.pdf

 Once regis tered,  the suppl ier wi l l  need to submit  a detai led invoice which must  include the 
fol lowing:
 Suppl ier name and address
 Reference to Vanderbi l t  Universi ty
 Invoice date
 Unique invoice number
 Descript ion of the goods and/or services provided

 The invoice wi l l  need to be submit ted by the student using the Purchase Request  form.

Supplier Registration



Send an emai l  to your Adviser and include the fol lowing information:

 Organizat ion

 Organizat ion ’s Task Number

 Reason for  Purchase

 Vendor Name(s)

 Est imated Cost

 Student  Services Fee Funds Provided

 Funds Avai lable in Org Account (How to check for  funds)

 Form of  Payment  Requested

 In person (P-Card to be Checked Out)

 Online Purchase

 Merchandise and apparel  order  (Purchase Requisi t ion for  Univers i t y approved suppl ier)

 Reimbursement  for i tems purchased

 Requested Date to Check Out  P-Card or  receive purchased i tems:

 I f  t ravel ing outside of  the Greater  Nashvi l le  area,  provide dates,  locat ion,  and persons t ravel ing 

(Travel  Pol icy)

Request ing Adviser ’s  Approval



Merchandise inc ludes clothing,  st ickers,  t rophies,  
pens/highl ighters,  cups,  etc.

1. Get an i temized quote f rom one of  our  l icensed 
vendors ( l is t  avai lable on the Brand Engagement 
websi te)

2. Secure your  adviser ’s approva l  via emai l  and 
save i t  as a PDF.

3. Complete the Merchandise Order  Request  (MOR) 
Form at least four weeks in advance.

4. Complete the Purchase Request  Form and at tach 
the emai l  f rom Brand Engagement showing your 
MOR was approved.

Al l  merchandise must  be ordered f rom a

l icensed vendor and paid via Purchase Order.

Ordering Merchandise and Apparel



After deciding what is to be printed, please provide the following 

information to the licensed vendor so they can provide you with a proper 

quote:

 Department/Organizat ion name

 Contact information

 When you need the product (deadline)

 Budget

 What products you’re interested in

 Provide information on what you want on the product (artwork, i f  possible)

 Indicate use of the product:

 Internal Use/Promotional Giveaways
 Purchase for Resale (Requires prior approval from Adviser)

Merchandise & Apparel (Cont.)



Purchases must be made by a Vanderbi l t  Employee using a OneCard. Students may not

purchase gi f ts,  pr izes,  or gi f t  cards. Students w il l  NOT be el igible for reimbursement .

Cash prizes or gift  cards are not al lowed.

Prizes and Gifts (tangible gifts – not gift  cards):

Gif ts and Prizes:  def ined as i tems given to select  individuals;  i tems given to al l  

at tendees/members with a value under $75 are not  considered gi f ts. The gi f t  total  value 

includes al l  i tems within the gi f t  to one person at  one t ime (IE:  Gif t  Baskets)

• Tangible Gifts Under $75
Required for purchase:

• Approval of the group’s Adviser
• Explanation for purchase of gi f ts
• List of rec ipients receiving gi f ts
• Adviser approval emai l

Prizes/Gifts



Gift Cards:

 The purchase of Gif t  Cards or Gif t  Certi f icates is highly discouraged.

 Preapproval is required for the purchase of al l  Gift  Cards or Gif t  Cert if icates 

regardless of value from Student Affairs Finance and Payment Card Off ice.

 Cash Advance Gift Card Request Form

 Cash Advance Gift Card Tax Tracking Form

 Approved purchases must be made by a Vanderbi lt  Employee using a OneCard.

Students may not purchase gif ts,  prizes, gif t cert if icates or gif t cards with personal funds. 

They wil l  not be eligible for reimbursement. 

Prizes/Gifts
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DONATING TO NON-PROFIT 
ORGANIZATIONS

• Complete the Charitable Contribut ion Form.
• Adviser signs, then the org emails i t  to 

Mindy.Ireland@Vanderbi l t.edu
• After all  signatures are attached, the form is 

returned to the org or Adviser.
• Student submits the form to 

StuOrgPurchases@vanderbi l t.edu for 
processing.

• Charitable org may need to create a 
supplier/vendor account i f  one doesn’t  
already exist.

You may not use Student Organization 
Funding to donate to charity.

Raised funds may be used for charitable 

donations.



• Best practice: Allow 6 weeks of lead time for contract review and vendor set-up.

• Students and staff are not al lowed to sign on behalf of the University or your student 

organization.

• Forward to Mindy.Ireland@vanderbi l t.edu for Dean Black’s review and signature.

• After it ’s returned, you wil l forward i t to PurchasingServices@vanderbil t.edu.

• After al l  signatures have been collected the contract/agreement will  be returned to 

you. It can then be submitted to StuOrgPurchases@vanderbi l t.edu.

• New vendors/suppliers will  need to be set up in Oracle before the work is completed.

• Speakers and performing artist – Fees paid should be all-inclusive of travel and hotel 

and noted in contract/agreement. They should book their own travel and accommodations 

at their own expense.

Agreements & Contracts



Student Org Travel



T RAVEL - WHERE TO  START ?

Group Travel

• Start  planning now for groups of  10+ students.

• Orgs benef i t  f rom a group contract
• lower  pr ices
• increased f lex ib i l i t y
• Can only be used i f  t ravel  i s  reques ted far  in 

advance (4-8 weeks)

• Student names can be provided closer to the 
t ravel  date.

All  airfare must be purchased through VU and our 
travel  agent.

Airfare purchased outside of the process wi l l  not  be 
el igible for reimbursement.

Keep in m ind busy t imes of  the year  for  t ravel  (Fal l  and 
Spring Break) .

Quest ions: StudentOrgTrave l@vanderb i l t .edu



T RAVEL - WHERE TO  START ?
Domestic Travel

1. Complete the Intent to Travel Worksheet and ask 
your Adviser to review.

2. Complete the Domestic Risk Management 
Packet.

3. Complete the Student Org Travel Form.

4. Make sure there’s enough time for planning 
the trip.

a) Domest ic  t ravel  - al low 4-6 weeks for  t ravel  
arrangements to be made

b) Local Metro-Nashvi l le  t ravel  – al low 2-4 weeks for  
the complet ion of  the dr iver  author izat ion process 
and/or  the reservat ion of  ground t ransportat ion

5. I f  dr iving for service work,  you’re required to 
complete the Driver Authorizat ion process. Your 
organizat ion's pr imary point of contact  should 
send one email containing everyone's proof of 
author izat ion to the Student Org Travel email 
and the Admin Coordinator who booked your 
travel prior to the t r ip.

Quest ions: StudentOrgTravel@vanderbi l t .edu



1. Complete the Intent to Travel Worksheet 

and ask your adviser to review.

2. Contact the Office of Global Safety to 

complete the required steps for 

international travel.

a) Safety and Secur i ty  Checkl i st
b) Trave l  R isk Assessment

3. Complete the Student Org Travel Form.

4. Make sure there’s enough time for 

planning.

- 3 months in advance for 
international travel

Our travel agent recommends we 
start planning now for all 

international trips!

International Travel



Student Orgs can choose to use funds for Lyft rides. Advisors 
can create codes in Lyft for those rides. 

Fa l l  2023 START Tra in ing
Lyft Codes



STUDENT ORGANIZATION 
POLICIES & RESOURCES



STUDENT ORGANIZATION REGISTRATION

 Required for groups to become or remain a Registered Student Organization (RSO)

 Requires incoming student leader’s admin access to org’s Anchor Link page

 Requires 4 Officers, their emails, VUNetIDs, and cell phone numbers

 Also requires an Adviser (graduate/professional groups)  

 Enables RSOs to register for Student Organization Funds and Contingency Funding

 Updates org roster and constitution – Grants current E-board ability to reserve space via Virtual EMS 
provided that Anchor Link roster is current

 Advisers review and pre-approve org registration and SOLS final approves

 Deadline to complete registration for Fall 23’ – Sept 15th at 11:59pm. Failure to complete by deadline 
will result in organization being frozen for the academic year  

 If appeal is desired, the org will need to complete a form and then meet with Student Appeals 
Committee who will make the final decision.



STUDENT HANDBOOK

 The Student Handbook covers a broad range of policies and procedures relating to Student 
Organization Activities. The SOLS Website contains links to specific topics in the handbook.

 All students and administrators should review it and ask questions as needed.  Asking 
questions leads to processing and can result in policy updates that benefits student leaders.

 Knowing which practices to implement beforehand will make it easier for student leaders to 
carryout student org activities.



PROTECTION OF MINORS (POM)
 Training Before Events

All members of your roster must complete the online POM training (Protection of Minors 101, Protecting Youth 
module, or Protection of Minors Annual Renewal) on or after July 1 of the current academic year.  The self-
paced training is available in Oracle Learning.  All groups working with minors must complete compliance 
requirements by Feb 12th.  

 Failure to meet compliance by deadline will result in organization being frozen.

 Supervision At Events
 Level 1: Staff from a third-party organization or parents/guardians will be present for the entire event
 Level 2: If there is no outside party present, all members of your roster must complete and pass a 

background check

 Anchor Link Requirement
 Event registered
 Paperwork submitted
 Attendance tracked

 Visit our website for more information 



Resources

 University Counseling Center: Call 615-322-2571 to speak 

with an on-call behavioral health provider.

 Student Care Coordination: Schedule an appointment 

online or call 615-343-WELL (9355).

 Center for Student Wellbeing: Call 615-322-0480.

 Center for Spiritual and Religious Life: Call 615-322-2457.



Resources
(Cont’d)

 SOLS Website

 Anchor Link Resources

 Student Handbook | Student Engagement Section

 Student Organization Fund | VSG Description of SOF

 Plan Your Event

 Organization Best Practices

 Student Discrimination



Reporting
Resources

 Reporting an Incident

 Protection of Minors Reporting – Child Abuse and Other 

Child Safety Concerns

 Reporting Sexual Harassment or Sexual Misconduct

 Reporting Discrimination

 Report Hazing

 Report Honor Code Violation

 Reporting General Violations of University Policy (No 

including Sexual Misconduct, Discrimination, and Honor 

Code Violations)




