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PLEASE NOTE: Certain links will direct you to our CampusGroups website for more information. To 
access the links, please login with your NYU SternLinks credentials as directed on the webpage. 

Who can spend club money? 
• Any club officer may spend up to $1000.00 on out-of-pocket for club expenses on a volunteer

basis.
• Approval must be given by the VP of Finance in order to process a reimbursement request.

o Please review the instructions for processing an online reimbursement request.
o You may reach out to money@stern.nyu.edu with any questions regarding this process.
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How can I spend club money? 
Please see below for several options and routes that students can undergo to properly spend money for 
club expenses, as stated by NYU’s legal guidelines. 

Any questions or concerns regarding money can be directed towards the Office of Student Engagement 
(OSE) through email (money@stern.nyu.edu) or in-person (44 West 4th Street, KMC 6-120; 9AM-5PM). 

Out-of-Pocket Expenses 

Club officers may spend up to $1000.00 on out-of-pocket club expenses, and submit a reimbursement
for the expense after the event date has passed.

Please find below a top eight list of tips to remember before purchasing expenses out-of-pocket: 

1. Never, ever spend $1,000 or over on club expenses!
o Not only is this a large financial burden for any student to take on, it is NYU policy that expenses

over $1,000 must be paid through a purchase order. Please see below on how to open up a
purchase order.

o When there is a large tab open at a restaurant or bar, two or more students may split the bill on
their credit cards and file a split-cost reimbursement afterwards.

2. Never, ever sign a contract or agreement!
o If a student signs a contract, he or she will be solely held liable for any damages or injuries

incurred. NYU legal will not support any students who independently sign contracts.
o Please email contracts or agreements that require a signature to money@stern.nyu.edu so that a

procurement officer from the NYU Purchasing team can review and sign on your club’s behalf.
3. Shots will not be reimbursed by the NYU Stern policy!

o Alcoholic beer or wine beverages, however, are eligible to be reimbursed.
o Alcohol is not allowed to be served at on-campus events except for Special Events rooms.

4. NYU will reimburse up to 20% tip on the pre-tax total for meals.
5. Avoid buying gift cards as gifts.

o While they are tempting to buy, reimbursement will require the recipient’s N# ID (the long one, that
starts with “N”) if they are NYU-affiliated or their social security number if they are not NYU-
affiliated. We suggest other gift ideas (e.g. wine bottles, NYU merchandise) to avoid being placed in
the awkward situation of having to ask for someone’s SSN!

6. Avoid paying in cash!
o NYU prefers students to pay for goods by credit/debit card because the proof of purchase is easily

verified. (Think about it: if you paid in cash and dropped your receipt on the street, anyone could try
to file a reimbursement afterwards and claim it as a “club expense”!)

7. Never, ever pay a non-NYU-affiliated individual for services (e.g. DJ, workshop
facilitator).

o Payments to individuals for services count as taxable income for the individual. Please read
instructions below on how to request a payment to individual and contact money@stern.nyu.edu.

8. Reimbursements are done digitally and are dependent on proper supporting
documentation provided by the student.

o OSE follows Accounts Payable guidelines on acceptable documentation for reimbursement. While
we are simply the initial reviewers, AP makes final determinations on if a reimbursement is
processed

mailto:money@stern.nyu.edu
mailto:money@stern.nyu.edu
https://nyustern.campusgroups.com/students/alcohol/
mailto:money@stern.nyu.edu
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Departmental Travel Credit Card 

The Office of Student Engagement (OSE) is able to book large travel expenses (train, flight, hotel, etc) 
through their departmental Corporate Travel Account (CTA) credit card. This card allows travel expenses 
to be billed directly to a club’s budget fund. Students do not have to pay out-of-pocket for these expenses, 
or file a reimbursement afterwards. 

The card must stay in the OSE office, and will never be physically handed out to a student. If your club is 
interested in purchasing a travel expense through the CTA card, a club representative must either (1) 
stop by the OSE office in-person so that the credit card information can be entered by an administrator at 
check-out, or (2) forward a credit card authorization form from the vendor. 

If your club is interested in purchasing an expense through the CTA card, please contact OSE at 
money@stern.nyu.edu with information about the expense. 

Club Seamless Account 

Up to five club officers can have access to their club’s Seamless account, including AVPs, which are administered 
by OSE. Clubs frequently make orders for Stern Social, board meetings, and social / corporate events. The 
club Seamless account allows officers to: 

• Order on behalf of only one club (due to Seamless’ back-end assignment limitations)
• Individually order up to $500.00 per day
• Have orders billed directly to the club’s budget fund, instead of having to pay out-of-pocket

In order for club’s to continue having Seamless access privileges, the following policies must be 
observed: 

• The Seamless user must include the club’s name and event name in the order notes, so that
Seamless orders can be properly billed.

• If a student serves as a club officer for more than one club and has approval to be a Seamless
user for both clubs, the student must discuss with both clubs’ presidents to decide which club
they should be assigned to.

• Seamless cannot be used for events that take place in Special Events rooms due to contract
agreements with NYU Stern’s in-house caterer. Please see this page for more information on
requesting catering for Special Events rooms.

Approved Seamless users will receive an email detailing how to login to Seamless. Seamless users can 
be swapped in or out by emailing money@stern.nyu.edu upon request. 

Payment to Individuals & Businesses for Services & Goods 

Payment to Individuals 

Students are not allowed to request reimbursements on out-of-pocket payments to individuals for goods / 
services (e.g. DJ, workshop facilitator, web designer), as outlined by NYU’s legal guidelines. 

Please contact money@stern.nyu.edu in advance so that OSE may request a payment to individual with 
NYU Accounts Payable on your club’s behalf. Payments to individuals can also be made to non-NYU-
affiliated individuals who purchased goods for a club event, and the club has agreed to reimburse 
him/her. 

These payments are billed directly to the club’s budget account as a check. The following documents 
must be attached to this email: 

mailto:money@stern.nyu.edu
https://nyustern.campusgroups.com/students/room,-catering-media-requests/
mailto:money@stern.nyu.edu
mailto:money@stern.nyu.edu
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1) The payee’s completed W-9 form if a US citizen, OR
payee’s tax notification form if a social security number is not available.

2) An invoice from the payee that clearly outlines expected services and the amount to be paid.

The timeline for Accounts Payable to process this payment request varies by request. A check payment will 
billed directly out of the club budget fund and can be: 

• Mailed directly to the individual's residence if the date of service has already passed, OR
• Held for pick-up at OSE so that a club representative may hand deliver the check to the payee on

the date of service. (An advanced payment can be setup if requested by the payee.)

Payments can also be made via direct deposit or wire transfer upon request by the payee. Direct deposit 
and wire transfers take 4-6 weeks to be setup by Accounts Payable. 

Payment to Businesses 

Payment to businesses can be billed directly out of your club’s budget fund (instead of paying out-of-
pocket) for 

• goods or services under $1,000 (see purchase orders for expenses over $1,000), OR
• donations to charity

Please contact money@stern.nyu.edu in advance so that OSE may request a payment to business with 
NYU Accounts Payable on your club’s behalf. 

These payments will be made out as a check (or direct deposit / wire transfer upon payee’s request). The 
following documents must be attached to this email: 

1) The business’ completed W-9 form
2) A business invoice that clearly outlines expected goods/services and the amount to be paid,

OR
Letter of donation from the club (email money@stern.nyu.edu for sample template)

The timeline for Accounts Payable to process this payment request is 4-6 weeks. 

Purchase Orders 

All contracts/invoices over $1,000 must be opened up as a purchase order through NYU’s Procurement 
and Accounts Payable departments. Payments are billed directly out of the club’s budget funds. 

The timeline for Accounts Payable to process this payment request is 4-6 weeks. Payments will be made 
out as checks, unless otherwise requested by the vendor. 

If NYU has not previously paid the vendor before in the past, please see this page for the necessary 
documents to onboard the new vendor.  All forms and templates can be found by emailing 
money@stern.nyu.edu. 

If NYU has previously paid the vendor in the past, only a contract or invoice is needed to set up the 
purchase order. 

http://www.irs.gov/pub/irs-pdf/fw9.pdf
https://wikis.nyu.edu/download/attachments/16262826/TaxComplianceNotification-AP-3.pdf?api=v2
mailto:money@stern.nyu.edu
http://www.irs.gov/pub/irs-pdf/fw9.pdf
mailto:money@stern.nyu.edu
https://nyustern.campusgroups.com/students/adding-new-vendors/
mailto:money@stern.nyu.edu
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How do I get reimbursed? 
Please see our website page for detailed instructions on how to request and submit a 
reimbursement. (You will need to login to CampusGroups with your SternLinks/Gmail credentials.) 

Reimbursements are processed digitally through a student's Albert account with most payments being made 
electronically and directly to the bank account on file. If tuition is paid by check or cash, reimbursements will be 
processed by check and mailed to the permanent address on file for the student.

All reimbursements will need the following documents/items: 

• Approval email from your club’s Finance VP (or club president if you are submitting a
reimbursement as the Finance VP)

• Itemized receipt (which details what items were purchased)
• Proof of purchase (credit card picture with your name and the matching last four digits

visible from the receipt, or credit card statement showing the line item purchase)
• List of attendees (for anything involving food, alcohol, entry/registration fees, gifts, etc)

PLEASE NOTE: Do not spend over $1,000 on a single expense, or sign any contracts! Please see 
the above for more top tips on how to spend money on behalf of a club. 

Please see the below flow chart for the reimbursement process: 

https://nyustern.campusgroups.com/students/club-finances/
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How do I deposit revenue into the club budget? 
Please see our website page for deposit forms and more detailed instructions on how to deposit revenues 
into your club’s budget fund. (You will need to login to CampusGroups with your SternLinks/Gmail 
credentials.) 

Completed forms, cash, and checks must be dropped off in Office of Student Engagement (KMC 6-120). 
You must make arrangements by emailing money@stern.nyu.edu to submit in person to the Office of 
Student Engagement during regular business hours (Monday – Friday, 9am – 5pm). 

Upon submission to OSE, your revenues will be deposited into your club’s budget fund at the graduate 
Bursar’s office. You will receive an email confirmation when the deposit is complete. 

https://nyustern.campusgroups.com/students/club-deposits/
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