                                  Policy Regarding Payment/Reimbursement for Alcohol
Student organized events where alcohol will be present must comply with Northwestern University’s on-campus and off-campus policies. 

Click Here for NU Policy
The Student Affairs Club Event Representative will assist all Kellogg clubs by providing the alcohol rider to the vendor and by obtaining all the required documentation needed for when alcohol is purchased for student club off-campus events.  Please allow 15 business days for review and approval.
Process for Off-Campus Event
1. Student club member will get in touch with vendor for event arrangements.
2. Student club member will contact Student Affairs Office for an Event Planning Form.  Student will fill out the Event Planning Form.  
3. Club Event Representative will accept the Event Planning Form enter it into a SharePoint file.  The SharePoint will be accessed by Student Affairs, KSA, and the Kellogg SOFO representative.

4. Club Event Representative will contact the vendor to forward the alcohol rider for signatures, collect a copy of the vendor’s certificate of insurance, forward documents to NU Legal for review and signatures.  
Payment/Reimbursement Request

1. Club Event Representative will contact the student club member and provide a scanned copy of completed documents.  
2. Student club member compiles the original receipts or invoice, copies of alcohol rider and event planning form, copies of contracts (if applicable) and submits the documentation to the Club Treasurer with an explanatory note to process payment. 
i. Itemized and credit card receipts are required for reimbursements.

ii. Invoices are required to pay vendors.
3. Club Treasurer reviews the receipts, fills in and signs a voucher.  Treasurer submits the signed voucher and original receipts to the KSA VP of Finance, Sean Twersky (KSA FUNDS) OR to the Kellogg SOFO representative (SOFO FUNDS).
Examples of student events were alcohol is purchase:
· Networking Events
· Transition Dinners
Contracts
Student event contracts need to be reviewed and approved by the University through the Student Affairs Office or the Office of the Dean before a payment is made.  It takes approximately 30 business days to process contracts. Deposits and final payments on contracts will be done directly from the SOFO or KSA account. 

Students are not allowed to sign contracts. If a contract is signed by a student, it will make them personally responsible for fulfilling the terms of the contract and remove the University from having any responsibility or liability. 
Payments to performers

For payment to an individual, follow the same policy as contracts.  Individual’s signature, social security number, and permanent address are required on the contract.
