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INTRODUCTION 
BENEFITS OF STUDENT ORGANIZATION INVOLVEMENT 
The Graduate Student Association (GSA) and the Graduate School believe there are many benefits of 
student organization involvement. From learning new leadership and communication skills to exploring 
an academic interest through extracurricular involvement, there are meaningful opportunities to meet new 
people with similar interests and to meet mentors and faculty/staff who will work with you through your 
student organization interests.  
 
“Good Standing” refers to organizations that have registered with the GSA, updated their membership 
and constitution with the GSA Parliamentarian, are actively providing events and activities for the 
University of Miami graduate student body, and have GAFAC accounts that are not over-drafted. Those 
student organizations who are currently registered and are in “Good Standing” receive many benefits at 
the University of Miami. Those benefits include the right to: 
• Reserve space and tables at the Student Activities Center (SAC), the Whitten University Center (UC), 

the Rock, the Patio, and the Green free of charge 
• Post banners and flyers in pre-approved locations and for pre-authorized duration around high-

visibility areas of campus 
• Coordinate parking with Parking & Transportation for special guest speakers and/or large numbers of 

anticipated attendees at an organization’s event 
• Request GAFAC funding for your organization 
• Request COGSO funding for your organization and receive base-level funding each semester 
• Fundraise for your organization using the University of Miami name 
• Be able to request checks to pay vendors, etc. from organization funds, rather than personal funds 
 
GRADUATE STUDENT ASSOCIATION 
The Graduate Student Association (GSA) is the graduate student governing body at the University of 
Miami Graduate School. It consists of an executive board and Senators that represent the Master and PhD 
programs at the Coral Gables, RSMAS, and Medical campuses. The Parliamentarian of the GSA acts as a 
resource and assists with the process of starting and maintaining a graduate student organization by 
overseeing the Committee on Graduate Student Organizations. To receive a student organization start-up 
budget and the ability to request additional funds, a graduate student organization must be officially-
recognized by the GSA. See section “Petitioning to be a Student Organization” for more information. The 
GSA can be contacted at gsa@miami.edu or found in the SAC 208. 
 
GAFAC (Graduate Activity Fee Allocation Committee) 
The Graduate Activity Fee Allocation Committee (GAFAC) oversees the distribution of the unallocated 
portion of the Graduate Activity Fee to individuals and groups of students (including student 
organizations) throughout the school year. GAFAC evaluates proposals submitted by various student 
organizations and individuals and allocates funds to meritorious projects, events, conferences, research 
endeavors, and activities. The committee is made up of peers, consisting of one graduate student 
representative (and one alternate) from each School or College and the GSA Treasurer. Any graduate 
student at the University of Miami who has paid the Graduate Activity Fee for all enrolled semesters, 
current and previous, may apply for GAFAC funding (except for Law, Medical, and RSMAS students). 
Part-time students (taking less than 9 credit hours per semester) or Doctoral students taking only 
dissertation credits who wish to apply for GAFAC funding must request to be charged the Graduate 
Activity Fee when enrolling since the Fee will not automatically appear. Every Executive Board member 
of a student organization must have paid the Graduate Activity Fee in order to request funding for their 

mailto:gsa@miami.edu
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student organization.  Individual students may apply for funding only once during the same academic 
year, but student organizations may do so twice. All applications must be submitted BEFORE the event 
for which the money is being requested. More information on what qualifies for graduate funding can be 
found at www.miami.edu/gafac. 
 
GAFAC will meet every two weeks during the Fall and Spring semesters so long as it has funds available 
to distribute. Note that GAFAC has a number of rules and regulations which have been adopted to ensure 
the fair distribution of the student activity fee.  A list of their policies may be found here: 
http://www.miami.edu/sa/index.php/graduate_activity_fee_allocation_committee_gafac/application_guid
elines/. Please note that when GAFAC allocates funds to a particular event or project for a student 
organization, the funds will be transferred to that organization’s account number. 
 
INSTRUCTIONS FOR APPLYING TO GAFAC 
To obtain GAFAC funding, the organization’s membership and programs must be open to all University 
of Miami students, so long as an overwhelming majority (constitutionally established as 75%) consists of 
University of Miami graduate students. 
 
In order to request funding, you must download and submit a Request for Funding at 
http://www.miami.edu/sa/index.php/graduate_activity_fee_allocation_committee_gafac/application_guid
elines/, then click on “Online Application Form” on the menu on the left side of the screen. It is important 
to note that each organization will receive a one-time $250 in startup funds, and then they may request 
additional funding twice more per academic year, amount unlimited. For each of these funds, the online 
form must be filled out. Once the form has been submitted, the GAFAC committee will set up a meeting 
time where a representative will come before the committee and present their proposal. GAFAC will 
email the organization within about a week with their decision. 
 
The online form will ask for a detailed budget (transportation, food, registration fees, etc), but this feature 
is mainly for individual students applying for conference funding. Place your total amount in the 
“Other” entry field and you must then upload an Excel spreadsheet of the expenses for which you are 
requesting funding if this is an event. 
 
Note: if you are a “No Show” twice for your scheduled meeting with GAFAC, you may not appear again 
for the same funding request. You may reapply for a future event. 
 
For information about other types of funding for your organization, see the “Finances” section of the 
Handbook. 
 
COMMITTEE ON GRADUATE STUDENT ORGANIZATIONS 
The GSA Committee on Graduate Student Organizations (COGSO) is the GSA body that works with all 
the registered graduate student organizations, connecting with their leadership and members to provide 
services to graduate students and to create a vibrant schedule of programs and events. COGSO is 
overseen by the Parliamentarian of the GSA, who connects personally to each organization to assist them 
with questions, to help navigate the University’s policies, and to answer any leadership questions they 
may have. You may contact the Parliamentarian by emailing gsa@miami.edu.  
 
COGSO funds all student organizations at a base level (~$125/semester) and has an application process 
for funding of larger events. 

http://www.miami.edu/gafac
http://www.miami.edu/sa/index.php/graduate_activity_fee_allocation_committee_gafac/application_guidelines/
http://www.miami.edu/sa/index.php/graduate_activity_fee_allocation_committee_gafac/application_guidelines/
http://www.miami.edu/sa/index.php/graduate_activity_fee_allocation_committee_gafac/application_guidelines/
http://www.miami.edu/sa/index.php/graduate_activity_fee_allocation_committee_gafac/application_guidelines/
mailto:gsa@miami.edu
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RIGHTS AND RESPONSIBILITIES 
RESPONSIBILITIES AND RESOURCES OF YOUR ORGANIZATION: 
The GSA has adopted these rules and policies that apply to all approved student organizations.  Each 
organization shall: 
• Comply with all University of Miami policies and procedures, including but not limited to, those 

detailed in the Student Handbook and Honor Code, as well as local, state, and federal law 
• Adhere to the organization’s constitution and bylaws 
• Keep the organization’s information current with the GSA using the Organization Registration Form 
• Be open to all currently enrolled University of Miami Graduate students (as defined by the Graduate 

School) who have paid their Activity Fee and are in good academic standing 
• Not discriminate on the basis of race, color, sex, age, disability, veteran status, religion, national 

origin, marital status, gender identity, sexual orientation, or major/program in any of its policies, 
procedures, or practices 

• Develop and maintain honest and open lines of communication with your Advisor  
• Sponsor and supervise programs in a safe and responsible manner, and ensure that they do not 

interfere with the normal operation of the University 
• Utilize University facilities for the purpose that they were scheduled 
• Reimburse the University for damage to property or facilities 
• Comply with all University fiscal policies and pay all bills and debts of the organization in a timely 

manner 
• Provide the GSA with the outcome of your organization’s elections by April 30 by submitting the 

Organization Registration Form 
 
All inactive organizations, or those who have not provided their information for the current academic 
year, will be suspended and must reapply for organizational status. To verify that your organization is in 
compliance, please check with the GSA Parliamentarian at gsa@miami.edu. 
 
DISCIPLINARY PROCEDURE FOR STUDENT ORGANIZATIONS 
Student organizations that are alleged to have violated University policies or procedures may face 
adjudication within the University’s Judicial System. A complaint can be made by anyone. Whether a 
charge constitutes a Major offense is determined by the Dean of Students or designee. Upon notification 
that a violation has occurred, the appropriate University official will investigate the circumstances of the 
case and attempt to identify the student organization(s) that allegedly committed the offense. Additional 
information can be found in the Student Rights and Responsibilities Handbook, found at 
www.miami.edu/dean-students/srr.pdf,  
 
SPEAKER POLICY 
The University of Miami is committed to providing a forum for free and open expression of divergent 
points of view by campus speakers. Use of University facilities by outside speakers is not to be construed 
as an endorsement by the University of any speaker’s views. In keeping with University policy, all 
students and student organizations must observe the policy governing speakers. Outside speakers 
speaking on religion, politics, or any other controversial topic must fill out the Outside Speakers Form 
and return it, first to the GSA President and, if approved by the GSA President, then to the Department of 
Student Activities. The form can be found at www.miami.edu/student-activities. 
 
 
 

mailto:gsa@miami.edu
http://www.miami.edu/dean-students/srr.pdf
http://www.miami.edu/student-activities
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ALCOHOL POLICY 
The University of Miami, in accordance with the laws of the State of Florida, has adopted the following 
policy which permits the consumption of alcohol beverages by persons of legal age. This policy also 
provides for the limited use of alcohol beverages at social events sponsored by the University. The use or 
possession of alcoholic beverages is permitted only in those campus facilities so specified by the 
University’s Board of Trustees and in accordance with the terms stated in the Alcohol Beverage Policy. 
Empty alcohol beverages containers and alcohol paraphernalia (including but not limited to “beer pong” 
tables, funnels, or any other object used in the consumption of alcohol) may also constitute possession, 
and are not permitted. 
 
Organizations who wish to have alcohol at any banquet or student organization gathering must follow the 
University’s guidelines on alcohol consumption and payment of alcoholic beverages. All banquet 
contracts must be reviewed by the GSA Parliamentarian and/or GSA Treasurer to ensure that all alcohol 
is being served at a cash bar, as University funds cannot be used to purchase alcohol. The hosting venue 
must also be solely responsible by Risk Management procedures, for the distribution and carding of 
alcohol in accordance with local, state, and national policies. 
 
You must receive permission to serve alcohol at school events from the Assistant Dean of Students or 
Dean of the Graduate School. In general, providing alcohol will be limited to beer and wine unless 
previously authorized by the Dean(s). It is the policy of the GSA to strongly discourage Open Bars that 
are not regulated by drink tickets or some other manner of controlling consumption. Any organization 
failing to adhere to University guidelines may lose campus-programming privileges. The Assistant Dean 
of Students and/or the GSA President or Parliamentarian reserve the right to oversee the manner in which 
alcohol will be made available to the Graduate School community at all Graduate School-sponsored 
events. Student leaders, even when off campus, should ensure professional behavior at these events. 
Publicity of these events should avoid mention of discounted drink specials that could detract from the 
academic or professional networking environment. 
 
In some instances, the organizations are able to provide their own alcohol that is purchased or donated in 
order to save funds.  The University requires that a licensed bartender be paid to serve this alcohol. 
 
An organization consuming/serving alcoholic beverages or permitting the same should employ means to 
ensure that only persons of legal drinking age are being served. In accordance with the Florida Statute, it 
is unlawful to sell, give, serve, or permit to be served alcoholic beverages to persons who are under 21 
years of age. The decision as to whether a person is of age must be made at the place of service of the 
alcoholic beverage. The server must carefully check one of the following forms of identification: Driver’s 
License; State of Florida identification card issued under the FL Statute section 322.051, or a valid 
passport. Note that university identification cards from any institution are not acceptable forms of age 
verification.  It is unlawful for any person under the age of 21 years to have in his/her possession any 
alcoholic beverage either on or off campus. 
 
Public intoxication in any University controlled building, area, or at any University event, is prohibited. 
Public intoxicated students may be subject to disciplinary action. 
 
ANTI-HAZING POLICY 
The University of Miami has an absolute prohibition on hazing. Hazing is defined as an action or 
situation created on or off campus which recklessly or intentionally harms, damages, or endangers the 
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mental or physical health or safety of a student for the purposes, including, but not limited to, initiation or 
admission into or affiliation with any organization operating within the University of Miami. 
 
Many types of scavenger hunts constitute hazing, and are not permitted on campus. For clarification 
before planning an event, please contact the GSA Parliamentarian. 
 
SOLICITATION 
University of Miami students are not eligible without prior authority from the appropriate University 
personnel in each functional area to approach another student, student organization, or department to ask 
for the buying, exchanging, or selling of goods or services. If students are representatives for local or 
national companies, they are not eligible to have those companies come to campus without going through 
the proper protocol of signing the facility agreement forms and paying the fees to come to campus. This 
practice also includes posting items to University listservs from outside companies, or asking students to 
sign petitions or collecting names/addresses/phone/emails or other personal information. A copy of the 
Solicitation Policy can be obtained in the Office of the Dean of Students in Building 21-H. 
 
GAMBLING 
Participating in or wagering on any games of skill or chance is prohibited. This includes, but is not 
limited to, the following examples: 
• It is prohibited to play in an unlawful game of chance for money or for anything of value on 

University premises or at any affair sponsored by a student organization. 
• Students or student organizations may not sponsor or co-sponsor events at gambling establishments 

or host gambling themed events on University premises. Such events include, but are not limited to, 
poker tournaments and casino nights. 

 
It is prohibited to sell, barter, or offer tickets, entries, or any interest in a scheme of chance, such as a 
raffle, drawing, or similar activities by any other name on University premises or at any affair sponsored 
by a student organization without authorization. 
 
It is also prohibited to wager on any University-affiliated team, club, organization, or other group that is 
competing in any inter‐ or intra‐institutional contest or event. 
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NEW AND EXISTING STUDENT ORGANIZATIONS 
REGISTERING A NEW STUDENT ORGANIZATION 
Establishing a student organization on campus is easy. Be sure to follow the required steps listed on the 
checklist below. After confirming that there are no existing organizations, follow these procedures to 
establish a new GSA-registered graduate student organization and follow the renewal procedures on an 
annual basis. 
 
Student(s) who wish to start a new student organization should set up an appointment with the GSA 
Parliamentarian to discuss their ideas. The student(s) should complete the Organization Registration Form 
found on the GSA website and includes the following: 
1. Name of the organization 
2. Name of the University of Miami Faculty or Staff Advisor, who must sign the Organization 

Registration Form 
3. Names, C# (last four digits), e-mail addresses, and phone numbers of at least 10 interested members 

on the New Graduate Student Organization Member Interest Form 
4. Statement of Purpose of the organization (200 word limit) 
5. Constitution and Bylaws (following the template provided by the GSA Parliamentarian) 
6. Date for elections of Board Officers (Founding members may forgo initial elections if all 4 required 

Executive Board positions are filled by four different currently enrolled UM Graduate Students: 
President, Vice President, Treasurer, and Secretary) 

7. A listing and brief description of proposed events and activities for the coming year that will further 
the purpose of the organization, the GSA, and the university, and a proposed budget for these events, 
if applicable 

8. A listing and detailed description of the nature of any outside affiliations (national organizations, etc.) 
9. At the GSA Parliamentarian’s discretion, a required meeting will be set-up with the organization’s 

Executive Board members to exchange ideas, budget and event plans, policies and procedures, mutual 
expectations, etc. and ensure that the student organization is well-informed on the GSA and 
University of Miami expectations of the organization 

 
The last day to submit an Organization Registration Form will be on April 1st each Spring, in order to 
ensure inactive groups do not carry over from year to year. After April 1st student groups can place their 
name on a waiting list and will be contacted by September 1st of the following academic year. 
 
For specific questions about the prospective new organization process and to get the New Graduate 
Student Organization Member Interest Form, Organization Registration Form, and a Constitution 
template, please contact the GSA Parliamentarian at gsa@miami.edu. 
 
RENEWING AN EXISTING STUDENT ORGANIZATION 
Existing student organizations will need to submit an application for renewal no later than July 1st 
annually. The application can be found on the GSA website and includes the following:  
1. Name of the organization 
2. Name of the University of Miami Faculty or Staff Advisor, who must sign the Organization Renewal 

Form 
3. Names, C# (last four digits), e-mail addresses, and phone numbers of members who attended events 

in the preceding year 
4. Statement of Purpose of the organization (200 word limit) 
5. Constitution and Bylaws (mandatory updates every 3 years) 

mailto:gsa@miami.edu
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6. Newly elected executive board members for positions of President, Vice President, Treasurer, and 
Secretary 

7. A listing and brief description of events and activities that occurred in the previous year, including a 
expense report and numbers of attendees for each event 

8. A listing and brief description of proposed events and activities for the coming year that will further 
the purpose of the organization, the GSA, and the university, and a proposed budget for these events, 
if applicable 

9. A listing and detailed description of the nature of any outside affiliations (national organizations, etc.) 
 
ADVISOR 
At the University of Miami, all organizations are required to have a full-time faculty, staff, or 
administrator as an Advisor. This person cannot be on leave of absence or sabbatical from the university. 
Student organizations are allowed to have up to three Advisors for each organization. In some cases, 
organizations have several Advisors to ensure outreach to the faculty and alumni/employers in the 
community. 
 
No one Advisor is able to advise more than 10 organizations unless required by their job description. 
Advisors are to serve primarily as resources and consultants to the student organization, giving them the 
room they need to succeed and also to fail. Of course, there are always appropriate times for advisors to 
assert themselves while working with student leaders on issues crucial to the University (budget, contacts, 
hosting outside speakers, liability issues, travel, priority programs, etc.). The resulting benefits to the 
students are improved skills in accomplishing goals and working with others. The challenge for Advisors 
is to balance the role of teacher/administrator and consultant. The role of the Advisor is one that should be 
negotiated and understood by all involved. 
 
The purpose of the Advisor is to assist the organization on a regular basis. An Advisor is expected to 
provide guidance and support, lend their expertise, share historical perspectives, and provide continuity. It 
is expected that Advisors and student organization members will maintain open lines of communication. 
The Advisor must stay informed of the organization’s activities, oversee all financial matters, and ensure 
that all University of Miami policies and procedures are followed. 
 
The responsibilities of advisors to their student organization include, but are not limited to: 
• Attending meetings, activities, and programs as discussed by the Advisor and the organization 

members 
• Helping organizations create a UM E-Mail account, for which the Advisor is the primary UM liaison 
• Assisting in program planning 
• Creating E-Check Requisitions 
• Assisting in officer transition and training 
• Sharing ideas and thoughts 
• Providing feedback 
• Helping to resolve intra-group conflict 
• Ensuring that organization records are properly maintained 
• Training new officers and helping them develop their leadership skills 
• Articulating policies and procedures of the University and assisting the organization in understanding 

these policies 
• Providing constructive criticism when it is deemed necessary; likewise, positive organizational 

accomplishments should be appropriately acknowledged 
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• Being aware of the fact that at times he/she will be called upon to serve as a personal confidant in 
organization-related matters (This is a particularly sensitive role. The advisor will want to provide 
assistance to the person seeking advice without compromising his/her relationship with the group by 
showing favoritism to one or a small group of individuals) 

• Being available to meet with officers and/or members when they request in a timely manner 
• Understanding that the association between Advisors and the respective groups should continue as 

long as both parties believe the relationship is productive and mutually satisfactory; when such a 
relationship no longer exists, the Advisor should talk to the GSA regarding options 

 
The responsibilities of student organizations to their Advisor include, but are not limited to: 
• Discussing expectations of the advisor and the role they play in the student organization 
• Notifying the advisor of all meetings, activities, and programs 
• Providing copies of meeting minutes in a timely manner 
• Meeting regularly with your advisor to discuss organizational matters 
• Consulting the advisor prior to making significant changes to the structure or policy of the 

organization 
• Allowing the advisor to share their thoughts and ideas 
 
The GSA asks that all Advisors complete the following each year in order to help keep the organization in 
good standing: 
• Maintain the budget: to have access to the University-maintained financial records of their respective 

organizations. These records should be periodically reviewed, first with the organization’s Treasurer, 
and then forwarded to the GSA Treasurer. To discuss the financial status of the organization, 
including the identification of problems and their potential solutions and the identification of financial 
strengths and means of perpetuating them, the GSA Treasurer can also be a resource. 

• Re-Register online each spring: add your contact information online as part of the re-registration 
process each spring. Meet with your student leaders to ensure that the advisor information is correct. 
If you remove yourself as advisor, please contact the GSA Parliamentarian. 

• Be present at elections as moderator or as witness, per the organization’s constitution: each Advisor is 
asked to be present at elections, in case there are any issues. If another moderator is selected, per the 
constitution, the advisor can sit in the back of the room as a presence. This helps to reduce problems 
with contested elections. 

 
The Graduate Student Association reserves the right to request that student organizations change their 
Advisor when/if the Advisor is unable to fulfill his/her duties or is not adhering to University of Miami 
policies and procedures. 
 
EMAIL FOR STUDENT ORGANIZATIONS 
Student organizations are able to receive a University of Miami email account for their organization. 
Advisors are required by UM policy to be the delegated person to create student organization email 
accounts. Go to the following UM site (at the “EUS Apps:” 
http://www.miami.edu/it/index.php/services/enterprise_email/ ; Select “UMail Application for 
Department/Organization” link. Sign in using your Cane ID. Then select “UMail ACCESS FORM – 
DEPARTMENT/ORGANIZATION MAILBOX “link. Complete the form. 
 
MONTH BY MONTH TIMELINE 
AUGUST: Mandatory Gradfest Involvement Fair 
SEPTEMBER: Host first event or meeting, Fall Events calendar and yearly budget due to GSA 

http://www.miami.edu/it/index.php/services/enterprise_email/
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OCTOBER: Participate in Homecoming if desired (sometimes in November) 
NOVEMBER: Host events/meetings as desired 
DECEMBER: Host events/meetings as desired 
JANUARY: Mandatory Spring Graduate Student Orgs Fair 
FEBRUARY: Host events/meetings as desired 
MARCH: Host events/meetings as desired 
APRIL: Host events/meetings as desired  
MAY: Elections held. GAFAC and COGSO budget fiscal year closes 
JUNE: Renewal for Graduate Student Organizations  
JULY: Renewal for Graduate Student Organizations  

 
FINANCES 
OPENING A NEW ACCOUNT 
In accordance with University of Miami policy, all funds of recognized student organizations must be 
kept on deposit with the University of Miami. Organizations are not allowed to hold their funds or 
incoming monies in an off-campus bank account. All organizations will need to have their President and 
Treasurer sign a signature card, which will enable them to conduct financial business on behalf of the 
organization. The Graduate School Budget Office will coordinate with the Student Affairs’ office 
concerning the student organization accounts. In some pre-approved instances, major organizations can 
have separate accounts. 
 
If your organization is new, or has funds from collection or by GAFAC, you should contact the GSA 
Parliamentarian to open an account. At that time, you will receive the following paperwork to open an 
account: 
• Account Creation Form 
• DMAS System Access Request Form 
• ECheck/EBerf Access Form 
• UMeNet Access Form 
 
Upon request of the Department of Student Activities and receipt of your executed paperwork, University 
Accounting will activate an account for your organization and notify your Advisor via email of your 
assigned account number once it is created. The University does not charge a fee for maintaining your 
account. 
 
Only organizations that are currently GSA registered and in good financial standing with the University 
will be allowed to open a new account. 
 
BUDGET PLANNING 
It is critical that students planning any event, whether a regular meeting, reception, or major event, 
consider the financial impacts of these events.  Once events have been approved, organizations should 
endeavor to the maximum extent possible to use vendors that bill the University directly. Please read 
carefully the guidelines in the section “Events and Activities” regarding event categories and approval. 
 
The student organization must ensure that approved vendors are used and that the appropriate student 
organization accounts are billed. To find out about approved vendors, please contact the Purchasing office 
at www.miami.edu/purchasing or 305-284-5751. Please do not spend your personal funds on these events. 
It is more difficult or sometimes impossible to repay students who place purchases with personal funds. 

http://www.miami.edu/purchasing
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Student Travel:  All necessary student travel will be booked by the organization upon approval of either 
GAFAC or the GSA Treasurer.  Reimbursements should be kept to a minimum for incidental travel 
expenses that were previously budgeted and approved. Please see the Travel section for more information. 
 
Reimbursement policies: 
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=4&ved=0CEwQFjAD&url=http
%3A%2F%2Fwww.miami.edu%2Faccounts-
payable%2FDisbursement%2FeBERF_Policy_100109.doc&ei=ipoTUpeEGoOqyAGNmYGQDw&usg=
AFQjCNGHwupmv5hc5XaJXV861rllsRNYKQ&sig2=tmfYZI3PCzdlyxebqjeQIg&bvm=bv.50952593,d.
aWc 
 
BUDGET FORMS 
While it is the goal to minimize student funding of events, you may need to be aware of these four major 
forms utilized by the University: Business Expense Reimbursement Forms (BERF), Interdepartmental 
Requisition Forms (IDR), Check Requisition Forms (“Check Reqs”) and Departmental Transmittal 
Deposit Forms. 
 
BUSINESS EXPENSE REIMBURSEMENT FORMS 
The BERF is used to reimburse students who have spent personal funds on behalf of the student 
organization for business purposes. Original receipts, a copy of the receipt, as well as an explanation of 
the expenditure such as a flyer for the event or a copy of the organization’s budget, must be stapled to the 
back of the Business Expense Reimbursement Form. For more information and to find the form, see 
http://www.miami.edu/finance/index.php/accounts_payable/disbursements_office/berf/.  
 
Under the IRS Accountable Plan Rules, expenses are required to meet two conditions: (1) There must be a 
legitimate business purpose – explanation of the business conducted and (2) Expenses must be 
substantiated, i.e. original receipts, date, place and amount of the expense. Reimbursements will not be 
processed without receipts. 
 
E-CHECK REQUISITION FORMS (“CHECK REQS”) 
E-Check Requisitions are used under extremely limited circumstances to pay one-time charges on behalf 
of the student organization. One-time charges include performers, honoraria, and travel service payments/ 
corporate travel reimbursements. In order to complete an e-check requisition, organizations will need an 
invoice from the company or organization. If a performer is being paid, a fully-executed contract can be 
used for the invoice. A W-9 is also required to pay the performer, with either a Federal ID number for 
companies or a social security number for individuals. The name on the W9 must match the check payee. 
If the performer is not getting paid, then the W-9 is not needed to process payment. 
 
The invoice/contract and the W-9 can be given to your Advisor to create an E-Check requisition online. If 
you are unsure if your Advisor has access to create an E-Check, please check with the Student Activities 
and Student Organizations office in the SAC 206 or at student-activities@miami.edu. 
 
Advisors need to have someone who can enter in the E-Check information for them—either a student 
worker in their department or a professional staff person. Advisors cannot both create and approve an E-
Check form. 
 

https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=4&ved=0CEwQFjAD&url=http%3A%2F%2Fwww.miami.edu%2Faccounts-payable%2FDisbursement%2FeBERF_Policy_100109.doc&ei=ipoTUpeEGoOqyAGNmYGQDw&usg=AFQjCNGHwupmv5hc5XaJXV861rllsRNYKQ&sig2=tmfYZI3PCzdlyxebqjeQIg&bvm=bv.50952593,d.aWc
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=4&ved=0CEwQFjAD&url=http%3A%2F%2Fwww.miami.edu%2Faccounts-payable%2FDisbursement%2FeBERF_Policy_100109.doc&ei=ipoTUpeEGoOqyAGNmYGQDw&usg=AFQjCNGHwupmv5hc5XaJXV861rllsRNYKQ&sig2=tmfYZI3PCzdlyxebqjeQIg&bvm=bv.50952593,d.aWc
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=4&ved=0CEwQFjAD&url=http%3A%2F%2Fwww.miami.edu%2Faccounts-payable%2FDisbursement%2FeBERF_Policy_100109.doc&ei=ipoTUpeEGoOqyAGNmYGQDw&usg=AFQjCNGHwupmv5hc5XaJXV861rllsRNYKQ&sig2=tmfYZI3PCzdlyxebqjeQIg&bvm=bv.50952593,d.aWc
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=4&ved=0CEwQFjAD&url=http%3A%2F%2Fwww.miami.edu%2Faccounts-payable%2FDisbursement%2FeBERF_Policy_100109.doc&ei=ipoTUpeEGoOqyAGNmYGQDw&usg=AFQjCNGHwupmv5hc5XaJXV861rllsRNYKQ&sig2=tmfYZI3PCzdlyxebqjeQIg&bvm=bv.50952593,d.aWc
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=4&ved=0CEwQFjAD&url=http%3A%2F%2Fwww.miami.edu%2Faccounts-payable%2FDisbursement%2FeBERF_Policy_100109.doc&ei=ipoTUpeEGoOqyAGNmYGQDw&usg=AFQjCNGHwupmv5hc5XaJXV861rllsRNYKQ&sig2=tmfYZI3PCzdlyxebqjeQIg&bvm=bv.50952593,d.aWc
http://www.miami.edu/finance/index.php/accounts_payable/disbursements_office/berf/
mailto:student-activities@miami.edu
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Once the information is entered into the Ariba system, the Advisor will receive an e-mail to log into Ariba 
to approve the purchase. Once items are fully approved, it will take up to 3 days to process a check. 
Original documentation and a copy of the E-Check transmittal must be forwarded to the Disbursements 
office within five business days of the submission within UMeNet. Checks are cut daily and are available 
for mailing or pick up at the Ashe Building (depending on the selection chosen on the E-Check form), 
after 12pm the day they are cut. Checks are held at the Ashe Building for pick up for the full semester. 
Checks that are not picked up are returned to the Advisor asking if a stop payment or check re-issue 
should be ordered. 
 
To have a check re-issued or to stop payment, Advisors must fill out a stop payment form found at 
www.miami.edu/controller/Forms.xls. 
 
Advisors are given a tutorial once they are given access to the E-Check system. Workshops are offered by 
the Accounts Payable office on how to use Ariba and create E-Checks. Questions on how to fill out an E-
Check can be directed to: Accounts Payable, 750 Gables One Tower, or (305) 284-3570. 
 
DEPARTMENTAL TRANSMITTAL DEPOSITS/PAYMENT FORM 
The Departmental Transmittal Deposits/Payments Form is used when you receive dues or funds that need 
to be deposited in your university account.  Take your funds to the Ashe Building for deposit once you 
have confirmed the account number with the Budget Office. They will have the form at the Ashe 
Building. 
 
INTERDEPARTMENTAL REQUISITION FORMS (IDR) 
Interdepartmental Requisition Forms (commonly known as “IDR’s”) are used for transferring funds 
between University Accounts. They may be used to pay for banners purchased in the Undergraduate 
University Center, copies in the University Center Copy Center, or for events held at the Rathskeller 
where purchases are made. The form can be found at 
http://www.miami.edu/finance/index.php/treasurer/areas/controllers_office/controllers_forms/. 
 
PURCHASE ORDERS 
Purchase Requisitions are used to generate University checks for companies who are University of Miami 
approved vendors. Purchase Orders (P.O.’s) are requested with the Purchase Requisition form, completed 
online by your advisor using the Ariba system. By placing the money into a hold account until services 
are completed, purchase orders allow for completion of service without payment. 
 
It is important to create the Purchase Order BEFORE services are rendered. A Purchase Order is an 
agreement between the University and a vendor stating that when the merchandise is received, the 
University will issue payment. If the completed service exceeds the amount of the Purchase Order, the 
original amount of the P.O. must be adjusted and raised. This process removes the organization from 
dealing directly with money. 
 
Advisors or their designee must complete the form electronically using the Ariba system, after being 
given access to the organization’s accounts through approval of an UMeNet access form. To check if your 
Advisor has access to the UMeNet system, please check with the Department of Student Activities. 
Access can be granted using the eNet approval form, typically given 48 hours after an executed form is 
received. 
 

http://www.miami.edu/controller/Forms.xls
http://www.miami.edu/finance/index.php/treasurer/areas/controllers_office/controllers_forms/
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After filling out the electronic form with appropriate backup/documentation, a Purchase Order number 
will be issued and a copy will be sent to the vendor via fax, email, or mail. The Purchase Order number 
acts as an electronic approval from the University. A P.O. number allows the vendor to provide the 
required product or service before payment is given to said vendor. This will instruct the vendor to render 
services that were agreed upon according to the quote or contract attained. All original paperwork 
(purchase requisition, quotes, agreements etc.) must be sent to the Purchasing Department for processing. 
 
To process a P.O.: 
1. Get an estimate in writing from the vendor. An “Invoice” or “Bill” is not acceptable. The document 

should say “Estimate,” “Proposal,” or “Quote” 
2. Have your Advisor create a P.O. from the estimate using the Ariba system 
3. Within 48 hours, a P.O. number will be created, and the advisor will be able to view it in DMAS 
4. Student or Advisor share the P.O. number with the vendor 
5. Vendor provides service - product is in hand 
6. Receive invoice from vendor 
7. Give invoice to Advisor to send to Accounts Payable to close out PO and provide vendor with 

payment 
8. Most vendors are in the system as Net 60 - meaning within 60 days of receiving the invoice, vendor 

will be mailed payment 
9. Have vendor negotiate net payment date with Purchasing if necessary 
 
For more information on Purchasing, please contact the Purchasing Department at Gables One Tower, 
1320 South Dixie Highway, Suite 1235, Coral Gables, FL, 33146; by phone at (305)284-5751; or by web 
at www.miami.edu/purchasing. 
 
PURCHASING, CONTRACTS, TRAVEL, AND OUTSIDE VENDORS 
In most instances, either the GSA Treasurer or GSA Parliamentarian will work with you to determine 
whether you will be purchasing items from vendors outside of the University of Miami. For example, the 
University has contracts for reduced price office supplies, paper goods, and catering.  Students should not 
be signing any contracts, for example with hotels or restaurants. If your event requires this type of 
support, you will want to communicate with the GSA Treasurer first. 
 
For information on hotels and airlines that offer UM discounts, please see http://www.miami.edu/travel. 
In most cases you can arrange to have the University billed directly for authorized use and thereby 
minimize the need to process reimbursements. 
 
For more information on the University of Miami’s purchasing policy, please see their webpage at 
http://www.miami.edu/purchasing/. 
 
DUES 
It is at the discretion of the student organization to charge dues for membership. It is strongly 
recommended that student organization leaders consult with their Advisor as well as the GSA Treasurer 
about the benefits and drawbacks of collecting dues, the appropriate amount to charge, and sustainability. 
If dues are charged, there will need to be clear guidelines about which events are open to all students, 
which are open only to dues-paying members, and how guests are allowed to attend events for dues-
paying members. This will additionally need to be noted in applications to GAFAC and COGSO. 
 

http://www.miami.edu/purchasing
http://www.miami.edu/travel
http://www.miami.edu/purchasing/
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SPONSORSHIP 
Students may request donations from individuals and corporations as long as the requests are specific to 
the activities of their organization and the sponsorship requests are first approved by the Director of 
Student Activities. Fundraising by soliciting donations, whether cash or merchandise, is a powerful way 
to raise large amounts of money for important projects or events. 
 
Donations can be solicited from organizations and departments, but please be aware that administration at 
and above the Vice President (of the University) level should not be addressed for funding. All on-
campus solicitations for donations should be done in person, and the listing of who you would like to 
receive funding from should be approved first by the Director of Student Activities at least one week in 
advance of when you want to start your sponsorship campaign. 
 
Donated funds should be payable to the student organization. All donated funds should be placed in the 
organization’s Donation Account. 
 
There are different ways to solicit donations from off-campus vendors: 
• Person-to-person requests 
• Phone calls 
• Mail solicitation 
 
Remember that providing sponsorship packets is important. Be prepared to answer all kinds of questions 
about your project, including how the money will be used and who else is participating. 
 
Once a donation has been secured, a sponsorship agreement should be created and signed by UM 
Business Services. The agreement states in detail what the two parties are agreeing to on behalf of the 
donation. Sponsorship cannot include a “call to action”. A sample co-sponsorship agreement can be found 
at the Department of Student Activities located in SAC 206. 
 
DONATIONS 
Donations are not eligible to be considered tax deductible for those who donate to the University. Only 
donations made through the Advancement Office qualify for tax deductible status (in compliance with the 
tax-exempt status of the University). 
 
Each donation request should not exceed $5,000 without the permission of the Executive Director of 
Advancement Services. Student requests to foundations, regardless of the amount, require prior approval 
from the Director of Foundations. Sales of advertising and other goods are not donations. 
 
Non-cash gifts (gifts-in-kind) should not be accepted by the student organization unless the apparent 
value of the gift is under $5,000, and the gift can be used by the organization. To process these donations, 
complete form A-1 “Gift In-Kind Review,” available online at 
http://advancement.miami.edu/netcommunity/page.aspx?pid=525 , and send with supporting 
documentation to the Executive Director of Advancement Services. 
 
Non-cash donations in excess of $5,000 cannot be accepted by a student organization, and should be 
directed to the Executive Director of Advancement Services. No values for non-cash donations should 
appear in acknowledgment letters. 
 

http://advancement.miami.edu/netcommunity/page.aspx?pid=525
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For more detailed processing information see University of Miami Policies and Procedures Manual, 
sections F30, F35, and F40 found at http://www6.miami.edu/UMH/CDA/UMH_Main/0,1770,2509-
1;4921-2;4920-3,00.html. 
 
FUNDRAISING 
Fundraising events or activities are designed to increase visibility of your group and encourage 
individuals to make financial contributions. They can also be a fun opportunity for organization members 
to take the lead on a project. Consider holding a car wash, used book sale, rummage sale, bake sale, small 
reception, or dinner. The Department of Student Activities and the GSA Events Committee can help you 
coordinate your event. In addition to the monetary support you receive, these events are great publicity for 
your organization. Fundraisers can build awareness for your programs and forge strong community 
contacts.   
 
Other types of fundraisers include: 
• Coffee and doughnut/bagel sale 
• Alumni donations 
• Auction 
• Fundraising Luncheons 
• Candy or bake sale 
• Merchant donations/pledges 
• Care package delivery 
• Merchandise with organization logo 
 
RAFFLES 
More and more student organizations use raffles as a way to raise money. If an organization is going to 
sponsor a raffle, there are certain requirements which must be met as required by Florida Statutes. The 
following is a summary of the relevant Florida statutory provisions, University policy and IRS 
requirement: 
• All literature pertaining to the raffle, including the ticket, must clearly state that the amount paid is 

not a deductible contribution. 
• All literature to the raffles, including the ticket, must conspicuously disclose: 

o The rules of the drawing; 
o The name and address of the operator of the raffle (i.e., the Department’s/ Organization’s name 

and address); 
o The source of the funds used for cash prizes or purchase prizes (i.e. if the prizes are donations, 

state that all prizes were funded by the donation of [sponsoring organization]) 
o The date, hour, and place where the winner will be chosen; and 
o That no purchase or contribution is necessary or required, though organizations can suggest a 

minimum donation on any printed material utilized in connection with the fundraising count or 
drawing. 

 
Additionally, the statutes make it unlawful to require an entry fee, payment, proof of purchase, or 
contribution as a condition of entering the drawing or being selected to win a prize. Thus, an organization 
considering a drawing would need some type of procedure where people could obtain an entry form and 
participate in a drawing without payment of a fee or donation, and this procedure would need to be set 
forth in the rules governing the drawing. 

http://www6.miami.edu/UMH/CDA/UMH_Main/0,1770,2509-1;4921-2;4920-3,00.html
http://www6.miami.edu/UMH/CDA/UMH_Main/0,1770,2509-1;4921-2;4920-3,00.html
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Any person or organization affiliated with the University considering a raffle, lottery or similar drawing 
or contest for prizes of value, must consult with the Director of Development Services before any 
decision is reached, agreements entered into, or materials printed. 
 
TAXES / SALES TAX EXEMPTION 
As a 501(c)(3) organization, the University of Miami is exempt from paying state sales tax. Student 
organizations utilizing UM funds, such as the funds from GAFAC, may use the University’s tax-exempt 
certificate. The purchases must be made through the University system, such as through Purchasing.  If 
the funds come from other sources, please check with the Budget office at 305-284-5994 in advance to 
determine if your organization is eligible to use the sales tax exemption. If you pay personally and then 
submit for reimbursements, or pay with other third party funds, you will not be eligible to apply the sales 
tax exemption.  For access to our sales tax exemption certificate, please see the Comptroller’s webpage at 
http://www.miami.edu/finance/index.php/treasurer/areas/controllers_office/tax_services/tax_guidance/. 
 
The University of Miami is exempt from paying state sales and use taxes for purchases of items and 
services used during the normal course of University business. Since the exemption is for University 
business, the goods and services must be paid for with University funds in order to be granted the 
exemption by the vendor. According to the State of Florida, “Purchases by the exempt Organization are 
only exempt when the Consumer’s Certificate of Exemption is presented to the vendor and the payment is 
made directly by the organization. Purchases made by individuals on behalf of the Organization are 
taxable, even if the individual is reimbursed by the Organization.” Therefore, in order to be exempt from 
tax, payment must be made with a University sponsored PCard, a University of Miami issued check, or a 
purchase order. If a personal credit card or cash is used, the vendor is entitled to charge tax. For more 
information, please see http://www.miami.edu/finance/index.php/purchasing/other_forms/tax_exempt/. 
 
Student organizations who are selling items must include sales tax in the cost of the item to be sold. This 
also applies to t-shirts that are purchased by the organization and then sold. That organization and the 
University are required to pay sales tax on those items sold. 
 

 
  

http://www.miami.edu/finance/index.php/treasurer/areas/controllers_office/tax_services/tax_guidance/
http://www.miami.edu/finance/index.php/purchasing/other_forms/tax_exempt/
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RESOURCES 
MAIL 
Specific mailboxes for each student organization were removed several years ago from the Department of 
Student Activities. The Smith-Tucker Involvement Center (STIC) can still be used as your location for 
mail drop off; it is located in the DESSC 210N. Primary contacts of the organization will be notified via 
email when mail arrives for your student organization for pickup. Packages can also be delivered to the 
STIC from outside shipping companies. Packages will be held for three days and mail will be held for two 
weeks after the organizations has been notified of pickup. 
 
If you are mailing an official student organization mail item that you wish to have charged to your student 
organization account, you can write the 6 digit account number to be charged in the top right of the 
mailing envelope (where the stamp would go). Metered mail should be delivered to the Post Office 
adjacent to the University Center and placed in the Department Meter Mail space in the Post Office 
counter for charges to your account. 
 
For UM campus mail and IDRs that require locator codes, they can be found at the end of the 5 digit zip 
codes - as the last 4 digits. Locator code (loc code) can also be found on the UM global address list for 
each office. 
 
ALUMNI RESOURCES 
ALUMNI OFFICE 
The Alumni Relations Office should be used for alumni contact lists, for seeking sponsorships (from 
alumni, corporations or foundations), hosting alumni guest speakers, needs from the Alumni Association, 
Young Alumni Committee, and other networking needs. 
 
To request Alumni Lists, please submit a request (via email) and complete a confidentiality agreement.  
The agreement must contain the contact name, purpose for list, criteria for list, preferred format and date 
needed. Requests should be submitted at least ten business days in advance and must be cleared by the 
Graduate Student Association Parliamentarian or faculty advisor. 
 
Donor Clearance for Fundraising Purposes: to comply with University Advancement Policies and 
Procedures, before you approach an organization, corporation, or individual to obtain a contribution or a 
gift-in-kind, organizations must obtain clearance and approval from the Alumni Relations Office. Please 
share the following details (in advance): organization, contact information, purpose/request, any personal 
connections, etc. Reponses from the Alumni Relations Office will be required before proceeding in any 
manner with this effort. 
 
ALUMNI GUEST SPEAKERS 
Student organizations are asked to notify the Alumni Relations Office when you are inviting or hosting 
alumni on campus, during meetings or events. This office may provide tokens of appreciation, 
acknowledge them via email or letter from the Alumni Relations Office (and/or Dean), and document 
their participation in the alumni database and feature them on the Graduate website. Share the graduate’s 
name, grad year, firm/company, date and location of their visit/event. 
 
If student organizations request to invite alumni to their club activities or events, requests should be made 
at least ten business days prior to the event.  Requests should include the criteria for alumni to be invited, 
draft/sample invitation and contact information. 
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COPIES AND STORAGE 
All student organizations have access to the Graduate Student Lounge (Whitten University Center Rm. 
213). The Lounge has several computers for use to do small projects, including meeting agendas or flyers. 
 
Organizations with substantial printing needs may request UPrint allocations approved by the GSA 
Treasurer or may devote some of their organizational budget to a UPrint card using an IDR. For more 
information, contact the GSA Treasurer. Other organizations with sporadic printing needs should make 
use of the UPrint stations located throughout campus, including near the graduate student study area on 
the second floor of the Richter Library and inside the Graduate Student Lounge. 
 
The Student Activities Center has several lockers that are available for storage by student organizations, 
as well as cubicle space that may be awarded. The GSA Parliamentarian will oversee the allocation of 
these lockers to those organizations who have storage needs, and student organizations may apply in the 
Spring semester to receive a cubicle in the Student Organization Suite in the Student Activities Center. 
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ORGANIZATION MANAGEMENT 
CONSTITUTION AND BY-LAWS 
The constitution must contain (but is not limited to) the following information: 
1. Mission 
2. Listing of Officer Positions. Each organization must have at least four officers:  

a. A President who will serve as the liaison between the organization and the GSA. This person 
will be the primary contact for all things relating to the student organization;  

b. A Vice President who will serve as the liaison between the entire organization and the President, 
and will fill in as organization leader of the President is unwilling or unable to dutifully fulfill 
their organizational obligations;  

c. A Treasurer who will be the primary contact for the organization’s budget, expenses, and 
revenue flows. This person will be responsible for signing all reimbursements and tracking the 
budget progress of the organization; and  

d. A Secretary who will serve to document, disseminate, and archive the organization’s 
discussions, activities, communications, minutes, and membership activity. 

3. Method for electing officers 
4. Process for amending the constitution 
 
Sample constitutions are available from the GSA Parliamentarian. Those organizations with national 
affiliations can often obtain copies of constitutions and bylaws from their respective national 
headquarters.  However, these templates do not supersede or take priority over the University of Miami or 
GSA policies and procedures. 
 
All GSA-recognized student organization must participate in the constitutional review process every two 
(2) years. Student organizations should update their constitution according to the new sample constitution 
and will then meet with their COGSO liaisons to review the constitution. Liaisons can be found on the 
GSA website and on each organizations webpage. Organizations are grouped into various revision due 
dates for the two year cycle. 
 
EVALUATION 
All members of the organization should be open to listening to the membership and executive board in 
making the organization stronger and better. Opportunities for improvement can be identified at retreats, 
as well as during the constitutional review process to update your constitution, and can assist in creating 
an organization that relates to the current needs and interests of its members, as it relates to its guiding 
principles. 
 
INTERNAL AND EXTERNAL EVALUATION 
It is important to measure your progress throughout the academic year through internal and external 
evaluation. Soliciting feedback from your members can be done through group discussions and surveys at 
the middle of the year and end of the year. You can also distribute surveys and polls online and conduct 
meetings that will help your organization evaluate how it is impacting the campus community. To see 
your organization’s progress over time, keep records of survey results and student feedback. 
 
MEMBERSHIP DEVELOPMENT 
The GSA and Dean of the Graduate School would like to promote student membership in our varied 
organizations. It is important that your organization have current contact information available on the 
GSA’s web page. This is discussed in greater detail below. 
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MEMBER RECRUITMENT 
Recruitment is primarily based on proper marketing and relationship building. Promoting your 
organization online on social media platforms, such as Twitter and Facebook, can be a free and effective 
way of recruiting members for your organization. You are eligible to host one interest session before 
becoming registered in order to recruit interested members. Once you are already a registered student 
organization, you can participate in Canefest and the Spring Involvement Fair, as well as use marketing 
resources, including e-mail blasts and a customized webpage. Your organization can also host meetings 
and small events that bring students together and facilitate networking, as well as learning about the 
organization. 
 
START OF YEAR RETREAT 
Some registered organizations host retreats at the beginning of the year to create a stronger sense of 
teamwork among the organization’s members, set goals for the year, build skills among the members and 
bring all members of the organization on board to help complete the goals of the organization. 
 
MEETING MANAGEMENT 
Meetings are essential for proper communication between members of your organization. Creating a 
meeting agenda, prioritizing your tasks and managing your time are essential steps to successfully 
managing a meeting. Be sure to determine a time that accommodates as many members as possible, 
reserve a space to meet on campus, and give proper notice of your next meeting to all your members. Be 
sure that both you and the members of your organization are prepared with a report and a plan of action at 
each meeting, so that your organization can progress from meeting to meeting. 
 
MEMBER RETENTION 
Now that you have your members in place, you need to keep them engaged and motivated to contribute to 
the growth of your organization. Build a sense of community among your members by hosting social 
activities that allow them to connect with one another. Be transparent with your members, so that they are 
aware of the latest happenings and understand decision making in your organization. One of the most 
effective ways of keeping members engaged and motivated is by delegating tasks to them and rewarding 
them for their accomplishments. Be sure to recognize members at meetings and show gratitude for their 
contributions. 
 
DELEGATION 
Learning how to delegate as a student leader is integral to the success of your role as a leader and your 
organization. It is important to be able to envision goals for your organization and know how to work 
with your team members in taking steps towards accomplishing these goals. All members of your 
organization have their own unique talents and can contribute to the organization in different ways. 
Identify your members’ special abilities and delegate tasks that they can accomplish. By delegating the 
tasks of the organization, you are being efficient with your time and can focus your efforts on other 
important initiatives. Communication is key when delegating. Avoid being a task master, and find ways 
to motivate your team members to accomplish their short-term goals. 
 
OFFICER TRANSITION 
Leadership transition can be tricky, but if properly managed, your organization can have a seamless year-
to-year transition. It’s never too early to anticipate change in leadership. Keep binders and digital archives 
for each of your Executive Board members from the beginning of each term, so that they can serve as a 
resource for new leaders in the upcoming year. It is also important to use meetings, retreats and activities 
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to train your current members who may potentially assume leadership roles in the near future. Once you 
have your new leadership in place, use the summer to train each new e-board member for his/her new role 
and utilize preparation for the upcoming year as an opportunity for hands-on learning.  
 
Elections 
It is important when planning your yearly calendar that you give some thought to the election of your 
organization’s leaders. This often occurs before the last few weeks in April, in order to have time to 
transition the leadership. Be aware of your election procedures in your constitution, as many have detailed 
schedules of when to alert your current membership on the election timeline process and a listing of who 
is eligible to vote and participate in an election. Be sure to have your advisor present during the 
proceedings, even if the election is being moderated by an alumni or outgoing e-board member. 
 
Becoming a New Leader 
These are some things that you should do when you become the leader of one of our student 
organizations: 
1. Update the Organization Registration Form with the name of each new officer of your organization, 

phone and email contact information. 
2. Meet your Advisor as soon as possible and arrange to meet with them to discuss your plans for the 

coming year. Please note that the Advisor’s signature is required on GAFAC funding requests, and 
that the GSA Treasurer, GSA Parliamentarian, or Deans of Student Activities or the Graduate School 
may consult with the Advisors on other activities and events. Be sure that they know what you are 
doing! 

3. Organize a retreat for your Executive Board to review roles and expectations and agree upon 
priorities for the year ahead. 

4. Meet with your outgoing leadership to ensure a smooth transition. Review any pending projects that 
were not completed in the last year and any pending invoices that were not paid. 

5. Complete the Strategic Plan for the GSA by May 15. This form helps us to understand your plans and 
goals for the coming academic year. Our goal is to support you, but we need to know of your plans 
and priorities. 

6. Consider your communications strategy with your membership and alumni.  Look at your 
organizational webpage or Facebook and ensure it is transparent and efficient. 

7. Become familiar with the resources available to your organization. 
8. Consider the budget: where do your funds come from? In some cases, you have separate budgets, in 

some cases they are large and in others small. In some cases you submit annual requests directly to 
GAFAC or other administrative units to support your work; in some cases you may have funds 
generated by alumni. Review your prior budget and your process for accessing funds, and work with 
your executive board to prepare a budget of expenses and revenues for the next academic year. 
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EVENTS AND ACTIVITIES 
EVENT PLANNING 
The planning of an event, be it an organizational meeting or an end-of-the-year banquet, is an important 
task requiring careful organization and execution. Collaboration and careful planning can result in a 
successful program, while missed details and communication problems can spell disaster. An essential 
component of successful programming is planning and budgeting proactively. The GSA Parliamentarian 
and COGSO are available to help an organization think about the tasks needed to plan events, and the 
Reservations Office at the Information Desk in the SAC, or at (305) 284 -4351, can provide additional 
support for programs in the University Center. The Student Center Complex (SCC) Policies and 
Procedures webpage is available at 
http://www.miami.edu/sa/index.php/student_center_complex/reservations/, and choose “Reservations 
Policy” from the menu on the left side of the page. 
 
There are many policies regarding things like decorations, alcohol at events, food donations, sound, and 
catering, Most can be found on the SCC webpage above. Additionally, there are many factors involved in 
deciding if a registered student organization can charge admission to an event, so groups wishing to do 
should contact with the GSA Parliamentarian at the beginning stages of planning. 
 
EVENT SUBMISSION DEADLINES 
Friday, September 25th, 2015: For all Events during the Fall 2015 Semester 
Friday, November 6th, 2015: For all Events in January and February, 2016 
Friday, February 5th, 2016: For all Events in the Spring Semester, 2016 
 
SMALL EVENTS 
Planning an event can be simple if you break it down into several simple steps. Ask yourself these 
questions when planning an event: 
1. Who does your program target? 
2. Who is performing at your event? 
3. Who is going to help staff your event? 
4. Is your event educational or entertainment-centered? 
5. How does this event help you fulfill your organization’s mission? 
6. When will your event take place? 
7. When will your event start and end? 
8. Where do you want to hold the event? 
9. Do you need a reservation to use the event space? 
10. Where will you go in case of rain? 
 
The Department of Student Activities has a programming checklist that you can use to start planning your 
event. It will keep you on track for planning ahead and the questions you should ask to have a successful 
program. It can be found at 
http://www.miami.edu/sa/index.php/student_life/student_organizations/student_activities_and_student_or
ganizations/resources/.  
 
MAJOR EVENTS 
Major Events (Graduate School-wide) will require approval by the GSA President and by Dean Blake, 
followed by notification to the University of Miami Student Activities Center Complex Reservations 
Office. To begin the process of planning your major event, email gsa@miami.edu. There may be other 

http://www.miami.edu/sa/index.php/student_center_complex/reservations/
http://www.miami.edu/sa/index.php/student_life/student_organizations/student_activities_and_student_organizations/resources/
http://www.miami.edu/sa/index.php/student_life/student_organizations/student_activities_and_student_organizations/resources/
mailto:gsa@miami.edu
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events that will also fall into this category that require advance approval as determined case by case. Once 
approved, these events should seek all appropriate funding from GAFAC. The Dean and/or the GSA 
President and Treasurer will determine how much supplemental funding will be provided by the Graduate 
School and/or the GSA or to what extent Alumni Relations will seek sponsorships. 
 
Many of our student organizations organize parties or dances to support charitable causes in our 
community.  While the GSA and the Graduate School encourages our student leaders to contribute to the 
community wherever possible, our Events Office is not able to support these events. They must be 
organized and financed independently. 
 
Large event planning can include events on the UC Rock, UC Patio, Foote Green, the BankUnited Center, 
conferences, or any high profile performer coming to campus. High profile performers include speakers, 
musicians, and celebrities—anyone known in the news. 
 
COLLABORATIVE PROGRAMMING 
Student organizations are encouraged to work together to create services, programs, and activities for the 
University community. Collaborative or co-programming involves two or more organizations sharing 
ideas, workload, and financial responsibility for an event. 
 
In order to make sure that every task is assigned, student organizations that co-program are encouraged to 
create a co-programming agreement in which all event planning responsibilities are distributed and put 
into writing. A co-program is based on the mutual collaboration of a program, where co-sponsorship is 
based more on the funding of a program. 
 
Working together to plan and execute programs is a great way to learn about other organizations and 
share resources. Some helpful tips on program collaboration can help you through this process: 
1. Clearly set all expectations in order to plan and execute the actual event. Write in a document what 

both sides agree to. 
2. Discuss the strengths and weaknesses of each organization; use the strengths and build upon the 

weaknesses. 
3. Be considerate of each other in advertising—consider placing logos of each organization on the 

advertisements for the program. 
4. Have a frank discussion of funds. No one wants to feel like a bank—use the resources and knowledge 

of each organization to plan your programs. 
5. Planning ahead if you are working with new organizations for the first time can help make the event a 

success. 
 
ALUMNI NETWORKING EVENTS / CHARITABLE EVENTS 
Networking or charitable events that are held at venues other than UM should be organized on a cash only 
basis. Students/alumni can pay for their own food and beverage. The GSA and/or the Graduate School 
will be not funding or reimbursing for these events. Similarly, charitable events at outside venues should 
be organized so that contributions are made directly to the outside charity; the Graduate School cannot 
serve as a conduit for the funds for these events. 
 
CATERING 
In most cases, the student organization will be coordinating with caterers directly. If you have dietary 
preferences, you should communicate those to the caterers at the time that you schedule your event. 
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FOOD TRUCKS 
The University of Miami is pleased to welcome food trucks from across South Florida to campus for 
scheduled events throughout the year. Food Trucks or vendors of any other kind may only come to 
campus when invited, and when all necessary paperwork has been completed and approved by 
appropriate University of Miami administrators. Each individual vendor is required to sign a University of 
Miami Facility Use Agreement, and is required to carry a certain level of liability insurance. Information 
of the Food Truck approval process can be found at www.miami.edu/foodtrucks.  
 
CONTRACT PROCEDURES 
All organizations that sponsor a performer (DJ, band, speaker, or other entertainer) on campus must 
execute a formal contract agreement before the program can take place. The Department of Student 
Activities and Student Organizations has been charged by the University to manage this contract process 
for all registered student organizations. The only entities on the UM campus who can bind the University 
to an agreement are the Vice President of Financial Operations and his designees. 
 
Student organizations cannot sign contracts on behalf of UM or in any way represent that they are agents 
of the University. Such action may constitute civil or criminal fraud. Please note that a verbal agreement 
is binding, so student organizations should check with their Advisors before making offers for performers 
to come to campus. 
 
SIMPLE CONTRACTS 
The University created a Simple Contract Agreement for performers on campus. Student organizations 
who participate in on-campus entertainment programs need to fill out the simple contract agreement - one 
for each organization (not one for each person). 
 
The following are easy steps in getting your Simple University of Miami Contract approved by University 
officials: 
1. Complete the top section of the contract, including fee amount and details of the program. 
2. Send the document with instructions to the agent or artist to complete the performers section (Email, 

Fax, or FedEx is can be used for tracking and security measures). Instruct the artist to email, fax, or 
mail the completed, signed contract back to the organization representative or advisor. 

3. Have the sponsoring organization advisor sign the simple agreement. 
4. Submit the signed contract to the Department of Student Activities and Student Organizations 

(Assistant Director) at least three to four weeks prior to the date of the function. Contracts must be 
turned in with artist and advisor signature at least two weeks prior to the day of the event or 
cancellation will be enforced. 

5. After the contracts are received and processed, they are forwarded Financial Operations for review 
and approval (a week’s review time). 

6. Once approved, the student organization will be notified by the Department of Student Activities and 
Student Organizations (SASO) that the contract is ready for pickup. 

7. The organization should send a copy of the fully executed agreement to the agent or artist. 
8. A copy of the fully executed contract and W9 will need to be sent with the online check requisition if 

payment is to be made. The Department of Student Activities and Student Organizations DOES NOT 
handle the payment process for student organizations. 

 
Simple Contract Agreements can be found online at www.miami.edu/business-
services/forms/Perfshort.pdf.  
 

http://www.miami.edu/foodtrucks
http://www.miami.edu/business-services/forms/Perfshort.pdf
http://www.miami.edu/business-services/forms/Perfshort.pdf


 

 
Page 26 | Revised 5/23/18 

 

AGENCY CONTRACTS 
For a larger contract issued by a talent agency or hotel, please contact the Department of Student 
Activities and Student Organizations (SASO) to help with completing the contract. 
 
The following are easy steps in getting your Agency contract approved by University officials: 
1. Make a copy of the original contract provided by the agent or performer to serve as your working 

document. Keep the original contract in a safe and clean environment until needed. 
2. Review the contract and verify details of the program (time, date, venue, length of performance, 

payment, etc.) with your Advisor. 
3. Send the reviewed contract – with any necessary markups - to the Associate Director of Student 

Activities. In addition to submitting the marked up version, please send a digital copy of the original 
contract received from the agent or artist. 

4. The Associate Director of Student Activities will review the legal components of the contract and edit 
the contract as required per UM policy. 

5. Once the contract has been reviewed and edited, the contract will be returned to you. 
6. Send the edited contract back to the agent or artist for signature. The agent or artist should also initial 

any changes that were made to the contract. 
7. Once signed, the contract should be returned to the organization representative or advisor. The 

organization advisor should sign the University of Miami Rider, and submit the signed contracts to 
the Department of Student Activities and Student Organizations. 

8. Contracts must be received in Student Activities with the artist and advisor signatures at least two 
weeks prior to the day of the event or event cancellation will be enforced. 

9. After the contracts are received and processed, they are forwarded Financial Operations for review 
and approval (a week’s review time). 

10. Once approved, the student organization will be notified by the Department of Student Activities and 
Student Organizations that the contract is ready for pickup. 

11. The organization should send a copy of the fully executed agreement to the agent or artist. 
12. A copy of the fully executed contract and W9 will need to be sent with the online check requisition if 

payment is to be made. The Department of Student Activities and Student Organizations DOES NOT 
handle the payment process for student organizations. 

 
The contract process can take time. Please plan ahead! When in doubt about a contract, please contact the 
Department of Student Activities and Student Organizations at (305) 284-6399. 
 
ROOM AND FACILITY RESERVATIONS 
STUDENT CENTER COMPLEX POLICIES 
The Student Center Complex consists of the University Center and the Student Activities Center. The 
University Center (UC) has meeting rooms, outdoor Patio and “Rock” spaces, the Flamingo Ballroom, 
and the lower and International Lounge areas, which are available for reservation. The Foote Green is also 
now available to be reserved through the Reservations Office. The Student Activities Center (SAC) also 
has rooms available for reservation on the third floor. 
 
Recognized student organizations and University departments may reserve space for meetings and special 
events. The Reservations Office is also your contact for making a breezeway table reservation, as well as 
reservations for the Foote Green for events and for posting signs along the walkway. It is important to 
note that if an organization would like to reserve classroom space, such as a room in the Dooly Memorial 
building, you should contact the Registrar’s Office at (305) 284-2294. 
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Student organization officers may stop by the Reservations Office in person to make arrangements for 
their events; the office is located behind the Information Desk on the first floor of the Student Activities 
Center (SAC). Standard hours for reservations are 9am-8pm Monday-Friday. Appointments, Series 
Reservations and Events with food or amplified sound are available from 8:30am-3pm Monday-Friday. 
Or, they may view the Reservation Calendar and fill out the online form to reserve at 
http://www.miami.edu/sa/index.php/student_center_complex/reservations/. Commonly requested 
audio/visual equipment is available, and rooms can be setup in a variety of styles that will best suit your 
event. These aspects should be indicated on the form. 
 
Student organizations and their officers may not make reservations on behalf of any other formal or 
informal group, club, or company; nor may reservations be made for purposes not consistent with the 
purposes of the reserving organization. Reservations may not be transferred to another organization. If an 
event is co-sponsored by two or more organizations, one primary organization will hold the reservation, 
and all other co-sponsoring organizations must be listed on the original reservation (no “hidden” co-
sponsorship). 
 
All reservations are deemed tentative until a paper reservations contract is signed by the officer from the 
Student organization. A complete copy of the Student Center Complex Reservation policy as well as a list 
of rooms and room capacities can be found at 
http://www.miami.edu/sa/index.php/student_center_complex/reservations/.  
 
BREEZEWAY TABLES 
Organizations soliciting at a Breezeway Table must remain behind the table and not rove about the area 
contacting passersby, except for momentary contact while distributing a flyer or handbill. Breezeway 
tables are available on a first- come, first-choice basis, unless there is a specific facility reason (such as 
access to an electrical outlet) requiring a certain table location. 
 
Handbills and/or flyers may be distributed by student organization members in the Breezeway and 
“Rock” areas, provided these conditions are met: 
1. Distribution must be in the Breezeway or Rock only, not on the Patio or other parts of the UC. 
2. An advance Breezeway or Rock table reservation is required. 
3. Handbill distribution by student organizations is approved ONLY for student organizations purposes; 

no non-UM or off-campus facility, event, company, person, or service may be mentioned in any way. 
4. Groups are responsible for policing the area to reduce handbill litter. 
 
OTHER CAMPUS FACILITIES 
The University has several locations on campus that are available for use for meetings, events, and 
programs as a perk for being a GSA registered student organization, including the Storer Auditorium, the 
Gusman Theater, the Cosford Theater, and other locations. In many instances your organization will be 
responsible for a charge for the use of these spaces. For information on the different venues, please visit 
http://www.miami.edu/index.php/university_communications/events_management_and_special_projects/ 
For reservations and bookings, please contact the particular venue’s contact person. 
 
The University Rathskeller is available for use by all student organizations that are registered with the 
GSA. The Hours for the Rathskeller are M-F 11am to Midnight, Saturdays 12pm to 4pm, and closed 
Sundays (except for NFL game days, when open 12pm to7pm). 
 

http://www.miami.edu/sa/index.php/student_center_complex/reservations/
http://www.miami.edu/sa/index.php/student_center_complex/reservations/
http://www.miami.edu/index.php/university_communications/events_management_and_special_projects/
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There is no charge for student organizations to use the Rathskeller, just call (305) 284-6310. The 
exceptions to this are if the facility needs to remain open past regular operating hours or is opened 
especially for an event ($400 fee for student organizations), called a “Special Event.” In order to schedule 
such an event, an organization member must submit a Special Event Request Form, along with a $275 
refundable deposit, to the Rathskeller Advisory Board (RAB) at least three weeks prior to the date of the 
program. (See 
http://www.miami.edu/sa/index.php/university_center/retail_services/rathskeller/advisory_board/) After 
submission, the RAB Vice-Chair will contact the organization to review the proposal before presenting it 
to the committee. The organization may be asked to present the proposal if the proposed event occurs 
outside of normal operating hours. Organizations will be notified of RAB’s decision in two weeks. All 
fees must be paid at least 72 hours in advance of the event or the event will be canceled. The Rathskeller 
only accepts cash, checks, MC/VISA/AMEX or IDRs. 
 
Below is a listing of the most frequented locations on campus and their contact information (extensions, 
so each begins with 305-284) regarding reservations and usage. Each facility will have their own policies 
and guidelines for usage that the student organization is expected to follow and adhere to. Please note that 
some of the following locations may charge fees for usage. 
 
Reservation Locations Outside of the UC with Extensions 
 
Newman Alumni Center (Chalece Erixon) ...............................................6583 
Athletic Dept..............................................................................................2678 
Bank United Center ..................................................................................6456 
Casa Bacardi .............................................................................................2822 
Communication Courtyard (Julia Proby) .................................................9838 
Communication Lecture Hall and Classrooms (Julia Proby) ...................2198 
Cosford Cinema (Trae DeLellis) ..............................................................9838 
Clark Rehearsal (William Dillon) ............................................................2438 
Faculty Club (must be a catered event) ....................................................2717 
Fieldhouse ........................................................................uspace@miami.edu  
Foote Green………………………………………………………………4351 
Fraternity Houses ......................................................................................5353 
Gusman Concert Hall (William Dillon) ....................................................2438 
Hillel Jewish Student Center......................................................................1920 
Hurricane100..............................................................................................2444 
Law School ................................................................................................2339 
Learning Center (LC) .................................................... Miami.edu/scheduling 
Lowe Art Museum…………………………………………………3535 ext:8 
Memorial ...................................................................... Miami.edu/scheduling 
Motion Picture Faculty Office ..................................................................6902 
Rathskeller……………………………………………………………..... 6310 
Residence Halls – Individual Halls (Jonathan)..........................................4846 
Ring Theatre .............................................................................................3355 
Storer Auditorium (Jennifer Colon) j.colon@bus.miami.edu ..................4643 
Wilder Auditorium (Physics Dept.)..........................................................7120 
Wellness Center (Elena Fajardo) ..............................................................1763 
Wesley Foundation ....................................................................................1920 
 

http://www.miami.edu/sa/index.php/university_center/retail_services/rathskeller/advisory_board/
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CLEAN UP 
Organizations are responsible for clean up after each event. Organizations that fail to leave a room in the 
proper condition may lose their campus programming benefits and be assessed a cleaning fee. Leftover 
food may be dropped off in the Graduate Student Lounge to be offered to other students. Do not leave 
food unattended in the classrooms. 
 
GIFTS AND RECOGNITION 
If you have invited an outside speaker to campus and wish to have a small token of appreciation, please 
consult with the GSA Parliamentarian or President. They may stock some UM gifts for these purposes. 
 
Many organizations will want to have plaques or other gifts for organization members to recognize 
special efforts. To order plaques, gavels, or graduation medals, here is a suggested location: 
L&M Engraving & Trophy, Inc., 9465 Miller Drive, Miami, FL 33165, 305-273-7607 (phone), 305-273-
0912 (Fax),  lmengrav@aol.com   http://www.lmengraving.com/shop/  
 
PARKING 
Parking is a challenge on the Coral Gables campus for all of us. If you are you planning an event, you 
need to think about the best way to direct your guests to park. Often events on Friday afternoons or 
weekends are better from this perspective.  You should inquire with the Parking & Transportation Office 
to determine the availability of the best parking options for your event/activity: 
http://www.miami.edu/ref/index.php/parking_and_transportation/  

 
 
  

mailto:lmengrav@aol.com
http://www.lmengraving.com/shop/
http://www.miami.edu/ref/index.php/parking_and_transportation/
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PUBLICITY AND PROMOTION 
COMMUNICATIONS 
We all benefit from good publicity of our graduate student events. The GSA wants to ensure 
communication to your organization’s members, other members of the graduate school community, 
prospective students, and the larger community of alumni and students. It is best to develop an 
appropriate strategy that will allow the GSA to highlight large events and symposia as well as traditional 
UM Graduate activities. We also want to ensure that you have open lines of communication with your 
members. 
 
We have all observed that the emails from UM have been overused to the point where they are frequently 
ignored. To that end, we want to encourage the Graduate School community to move away from global 
emails wherever feasible. Instead, we would encourage you to create distribution lists for your members’ 
organizations, either through UM or through Gmail or Facebook. These communications can target your 
core group with regular updates; students can choose to opt in or out of your distribution lists as 
appropriate. 
 
The GSA Parliamentarian works with the GSA Webmaster to ensure that each active organization has a 
listing on the GSA website and that your officers are current. If corrections or updates are needed, contact 
the GSA Webmaster. 
 
MEDIA RELATIONS 
The Media Relations Office consults with organizations on campus regarding press releases and 
connecting with the media. If any organization is approached by either an off-campus or on-campus 
publication, including IBIS Yearbook, the Miami Hurricane newspaper, WVUM, or UMTV, please direct 
them to the Media Relations office at (305) 284-5500, as they manage all press inquiries at the institution. 
 
If you are hosting a large event, especially if it includes the community outside UM, it is important to 
bring in Media Relations into the discussion in case there are inquiries from the media regarding your 
event. 
 
POSTER DISTRIBUTION AND ADVERTISING POLICY 
All approved advertising must be displayed, distributed or placed in the specific bulletin board, 
receptacle, or other appropriate designated area for such advertising. Advertising placed in inappropriate 
areas (sidewalks, trees, doors, bathroom stalls, windows) may be removed immediately. 
 
Advertising by posters, distribution of leaflets or in any other manner on any area of campus is a 
privilege, not a right. The Vice President of Business Services or his/her designee has complete discretion 
to permit or disallow any type of advertising. Approval may be withdrawn at any time. 
 
Prior approval for posting in all areas of campus and University facilities must be obtained from the Vice 
President for Business Services or his/her designee before any off-campus restaurant, bar, lounge, or 
similar establishment places on campus any advertisements in the form of posters, handbills, and 
distribution of leaflets or in any other manner. Such advertising is prohibited without prior approval. 
Details of which circumstances will be approved can be found online at the Student Rights and 
Responsibilities website at www.miami.edu/dean-students/srr.pdf. 
 
All advertisements should follow these guidelines: 

http://www.miami.edu/dean-students/srr.pdf
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• The posters, handbills, leaflets or other advertising are neat, legible, typeset, and in acceptable taste 
• The advertising material is not larger than 11” x 17” 
• All paper advertising should be advertised only one week prior to the event, and all posters or 

advertisement should be removed within 48 hours after the event has taken place 
• All approved advertisements are subject to the policies of the particular facility or building where the 

advertising is to, or does, take place 
 
PUBLICIZING ON CAMPUS 
FLYERS 
Be sure to only post on approved bulletin board locations. Do not post flyers on top of another 
Organization’s flyer. Each facility on campus is managed independently and how frequently bulletin 
boards are cleaned off is determined by that specific facility. The UC Info Desk approves all flyers to be 
posted in the UC. For academic classrooms, the smaller posting strips outside of classes are for professors 
to post notes to their students. The larger bulletin boards on campus that are not specified for departments 
are typically the correct ones to use. Be sure to include the what, where, and why on the flyer. It can be a 
great branding opportunity to post who is sponsoring the event on the flier. If you are marketing a 
fundraiser and are charging admission, the charity or location the funds are being allocated must be 
clearly marked on the flyer. Typically, 150 flyers will cover the entire campus. 
 
Please note that you may not post flyers or posters on office windows, the library stairwell, classroom 
doors, or other locations that are not approved for posting. When in doubt, consult with the GSA 
Parliamentarian at gsa@miami.edu. 
 
BANNERS 
Reservations must be made to hang banners in any of the 36 locations in the University Center and across 
campus. All reservations must be made by a current officer through the University Center Information 
Desk. Specific banner locations may be reserved. Each reservation is for a period of one week, with a 
maximum of 2 consecutive weeks. Student Organizations wishing to make their own banners may 
purchase blank ones at the University Center’s Information Desk for a fee of $10 each, payable by IDR or 
cash. Banners must be delivered to the University Center Information Desk by Sunday before the Tuesday 
of posting. All banners will be hung and removed by University Center staff.  If an organization would 
like to keep their banner, it must be picked up within 48 hours after the end of the reservation from the 
University Center Room 105. 
 
TABLING 
Student organizations may reserve tables in the University Center Breezeway. Reservations may be made 
by a current officer of a student organization through the Student Center Complex Reservations Office by 
calling (305) 284-4351. Tables are also available in the lobbies of certain Residential Colleges. For more 
information, contact the front desk of each college. 
 
NEWSPAPER: THE MIAMI HURRICANE 
Student organizations may advertise in The Miami Hurricane at discounted rates. Student organizations 
may also submit calendar events and news briefs for FREE to The Miami Hurricane. Deadlines for ads 
are Thursday for the following Monday paper and Monday for the following Thursday paper. Student 
organizations wishing to publicize in The Miami Hurricane should contact the newspaper at the Student 
Activities Center, Suite 200, or at (305) 284-4401. 
 
IBIS NEWS 



 

 
Page 32 | Revised 5/23/18 

 

IBIS News is the electronic newsletter that is sent to every undergraduate, graduate, law, and RSMAS 
student every Wednesday. Items are submitted online using the online submission form found at 
www.miami.edu/ibisnews. Submissions are due by Friday at 5pm for the following Wednesday edition. 
At least two editions are live at any time so please use the drop down box to ensure you are adding entries 
to the correct edition. More information on what IBIS News can and can’t include in their newsletter can 
be found on the website listed above. 
 
GSA WEEKLY 
The GSA Weekly is the electronic newsletter that is sent to every graduate student on the UM campus 
every Monday. Items are submitted via email to gsa@miami.edu, with the headline “GSA Weekly 
Submission.” Submissions are due Friday by 5pm for the following Monday. For any questions regarding 
this publication, contact the GSA Media Relations Officer at the same email. 
 
MAIL 
The Registrar’s Office has the ability to print mailing labels (home or local address) for all students or a 
selected group of students who have agreed to the disclosure of their address. There is a fee for this 
service and all mailings must be approved by the registrar. 
 
RADIO: WVUM 
Student organizations may publicize FREE on WVUM, 90.5 FM, by submitting Public Service 
Announcements. Student organizations should contact WVUM at (305) 284-3131 for more information. 
 
SOCIAL MEDIA 
Organizations may have Facebook pages and Twitter accounts for their organization. Media Relations has 
a website that lists all organizational and departmental pages at UM 
http://www.miami.edu/index.php/university_news_resources/social_networks_and_other_web_resources/
. 
Remember to use common sense when posting information to a page; use appropriate language and 
material. Student organizations need to be aware of the images they may portray to the general public and 
UM community. In addition to representing themselves, student organizations represent the entire 
involvement community, the Graduate School, the Division of Student Affairs, and the University of 
Miami. Common sense and good taste should be employed when an organization or its members divulge 
information about the organization via websites, Facebook, message boards, chat rooms, or other media—
electronic or otherwise. Student organization members who are discovered to be engaging in 
inappropriate behavior or presenting themselves in poor taste, will be sanctioned from COGSO and/or 
Dean of Students. Examples of this type of behavior include lewd acts, alcohol consumption, hazing, 
sexually explicit images, or a general disregard for a standard of decency. 
 
CHALKING 
Chalking on the UM campus is prohibited. Organizations are NOT authorized to chalk on any surface at 
the University to advertise programs or their organization for any reason. 
 
STAKES ON THE FOOTE GREEN 
Stakes on the Foote Green can be a great way to advertise your event along the sidewalks near the UC and 
Ashe building. To reserve space for your organization, contact the Student Center Complex Reservations 
desk in the SAC. Reservations need to be made at least two weeks in advance. 
 
 

http://www.miami.edu/ibisnews
mailto:gsa@miami.edu
http://www.miami.edu/index.php/university_news_resources/social_networks_and_other_web_resources/
http://www.miami.edu/index.php/university_news_resources/social_networks_and_other_web_resources/
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UNIVERSITY TRADEMARKS / LOGOS 
If authorized, the use of the University of Miami logo and seal must conform to the Division of 
Communications’ Visual Identity Program. The University’s seal is restricted to official, formal, or 
commemorative use. Details of the Visual Identity Program are online at www.miami.edu/styleguide. Use 
of the University of Miami Athletic logos is managed by the Athletics department. All use of Athletic 
logos must be approved by Athletics. The visual identity guidelines for the University of Miami can be 
found at: http://www6.miami.edu/umidentity/manual.html. 
 
To have your event or organization logo approved, please provide a color printed copy of your logo to the 
Auxiliary Services offices, next to the Registrar in UC Room 125 one week before you need the logo for 
use. If you have any questions, email auxiliaryservices@miami.edu. 
 
WEBPAGE 
Registered student organizations are encouraged to create organizational webpages to help promote their 
organization. Organizations can receive a free domain name and webpage by filling out a Website 
Account Request Form, found in the Office of Student Activities and Student Organizations (SASO), 
Student Activities Center, Room 206. The completed request form can be submitted to the Office of 
Student Activities and Student Organizations. 
 
If you have a current webpage but need to change webmasters, you can use the same form to update your 
webpage contact and password. Please note that there are restrictions on domain names and web 
addresses, as well as webpage content (see “University Trademarks and Logos” above). 
 
 
  

mailto:auxiliaryservices@miami.edu
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TRAVEL 
STATE TO STATE TRAVEL 
AIRFARE 
Student organizations can either have their Advisor purchase the items on a University of Miami 
approved credit card or use a BERF to be reimbursed for expenses. Boarding passes are no longer 
attached to the BERF for reimbursement. See the Travel Management website at 
http://www.miami.edu/finance/index.php/travel_management/ for a listing of commonly used airlines and 
their contact information. 
 
RENTAL CAR 
Rental Car reservations must be made with a credit card. All available auto collision (CDW/ SL) and 
liability insurance must be purchased on rented vehicles. For information concerning UM Corporate 
Rates, contact the University Travel Department at (305) 284-1087. Many companies have discounted 
rates for individuals traveling on UM business. Rates for AVIS, Dollar, and Enterprise are all located on 
the UM travel website at http://www.miami.edu/finance/index.php/travel_management/car_rentals/. 
 
Any student involved in an accident while using a rental vehicle for University business must 
immediately report the incident to the rental agreement agency as well as UM Risk Management at (305) 
284-3163. 
 
The current mileage rate for reimbursements is $0.55 cents a mile. Rates may change so please check the 
Accounts Payable Disbursements webpage at 
http://www.miami.edu/finance/index.php/accounts_payable/disbursements_office/.  
 
Recommended companies are:  
AVIS……........................….....1-800-338-8211 
Dollar…................................….1-800-800-4000 
Enterprise…...............................1-800-736-8227 
Discounted rates for these carriers are listed on the UM travel website found at 
http://www.miami.edu/finance/index.php/travel_management/car_rentals/. 
Airport shuttles are also listed on the Travel Management webpage and offer a discount if booked online. 
 
LOCAL TRAVEL 
Local Travel is considered any travel less than 50 miles of the University. 
 
Local travel will NOT be reimbursed by SAFAC for student organizations. If through a University 
Department, receipts can be kept and used for reimbursement on a BERF from a non-SAFAC account. 
 
If taking a taxi or bus, ask for a receipt. If a receipt cannot be provided, you can write the item on an 
index card with the date, time, cost, etc. Remember to include the tip on the taxi receipt. 
 
BUS 
For UM Shuttles and American Coach, fill out the online “Service Request Form” on the Parking and 
Transportation webpage at www.miami.edu/parking or contact Parking Services and Transportation at 
(305) 284-3096. 
 
For more information on other bus rental companies, contact the Purchasing Department at (305) 284-
5751. 

http://www.miami.edu/finance/index.php/travel_management/
http://www.miami.edu/finance/index.php/accounts_payable/disbursements_office/
http://www.miami.edu/finance/index.php/travel_management/car_rentals/
http://www.miami.edu/parking
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TRAVEL ADVANCE REQUEST FORM 
This form, found at https://www6.miami.edu/travel/forms/TARF-ONLINE-VERSION.pdf, can be used 
by student organizations as a form of cash or direct payment to hotels. It is made available only in cases 
of: extended trips of more than fourteen (14) consecutive days; travel to locations where the American 
Express Travel card is not accepted; foreign travel; student travel; nonexempt staff travel; travel by those 
who have applied for but have not yet received their corporate charge card; and unusual or special 
circumstances as approved by the appropriate fiscal officer or authorized account signer. Airline tickets 
must be covered using the Corporate Travel Card. 
 
INTERNATIONAL TRAVEL 
Any student or student organization traveling outside of the United States on behalf of the University 
must contact the Assistant Provost for International Affairs in conjunction with Risk Management to 
provide pertinent trip information and forms BEFORE the trip is to take place. Detailed travel schedules 
and contact information are needed for Risk Management to make a determination if it is safe for the 
student to travel. Prior approval will be required to travel to any country, located on the US State 
Department travel advisory warning page. Contact the UM Risk Management Department at (305) 284-
3163 if you have any questions. All policies and appropriate forms found at 
http://www.miami.edu/finance/index.php/travel_management/international_travel/.  
 
Before you travel with students please review and abide by the following guidelines: 
• Complete the Travel Form (above link), including the appropriate signature of the Advisor or Dean of 

the Graduate School if deemed appropriate, and send in to the Department of Risk Management 
• Contact the Student Health Center at least 6 weeks prior to travel. Information about Travel Medicine 

Services is available at the Student Health Service website. Group visits or information sessions for 
class groups can be arranged by contacting studenthealth@miami.edu  

• If you are providing any written materials or advice about travel medicine, contact the Student Health 
Service prior to sharing this information 

• Print two copies of the AIG Assist document (above link) to take along with you on the trip 
 
GAFAC funding will not be reviewed or allocated for student organizations for international travel until 
the trip is approved in writing by the Assistant Provost’s office. 
 
FIELD TRIPS 
All students who participate in any student organization field trip must download the “Field Trip 
Release/Consent to Medical Treatment” form on the Risk Management webpage at 
http://com.miami.edu/aaa/forms/Field%20Trip%20Release%20Form.pdf. These must be submitted to the 
Risk Management Department once completed and signed before the deadline specified by the student 
organization. The student organization’s Advisor should keep a copy of the forms for the student 
organization’s records. Students who are under the age of 18 must have each form signed by their 
parent/guardian. Any trip, including off-campus retreats or outings, requires this form. 
 
In the event of an accident, the student organization should immediately report the incident to Risk 
Management and the Department of Student Activities (after obtaining emergency assistance, if needed). 
 
INSURANCE  
RENTAL VEHICLES 

https://www6.miami.edu/travel/forms/TARF-ONLINE-VERSION.pdf
http://www.miami.edu/finance/index.php/travel_management/international_travel/
mailto:studenthealth@miami.edu
http://com.miami.edu/aaa/forms/Field%20Trip%20Release%20Form.pdf
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Any student organization that needs to rent a vehicle for a University activity must contact Risk 
Management to get approval for such rental. The authorized renter must select both collision and liability 
insurance coverage for the entire duration of the rental period. Any student/employee/faculty member that 
will be driving the vehicle must get written approval from the Risk Management office prior to the rental 
of the vehicle. For more information regarding field trips and off-campus events, please contact Mr. 
Robin Rees in Risk Management via phone at (305) 284-3163 or visit www.miami.edu/riskmanagement. 
 
CONTRACTS 
All performance contracts are required to have an insurance policy. Once the contracts are returned, the 
insurance policy from the visiting artist or vendor should be attached to the file. Only the Director of Risk 
Management has the authority to override the risk insurance requirement. 
 
All vendors that contract with a University student organization must meet the minimum insurance 
requirements set forth in the University’s Vendor Application. This application can be obtained from the 
Purchasing Department at www.miami.edu/purchasing. In some instances the insurance requirement may 
be waived or additional insurance may be required. 
 

 
  

http://www.miami.edu/purchasing
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IMPORTANT CONTACT INFO 
(All numbers are preceded by 305-284- unless otherwise noted) 
 
Academic Services.......................................... 4990 
Accounts Payable ........................................... 5158 
Alumni Relations............................................. 2872 
Association of Greek Letter Organizations..... 5353 
Bookstore ........................................................ 3582 
Butler Center for Service & Leadership ......... 4483 
Check Distribution ......................................... 2284 
Committee on Student Organizations.............. 6399 
Commuter Student Involvement .................... 5646 
Controller’s Office ......................................... 4877 
Counseling Center........................................... 5511 
Council of International Students 
and Organizations ........................................... 3548 
Chartwells (Dining Services) ......................... 3584 
Dean of Students Office 
(IFC, PHC, MGC, NPHC) .............................. 5353 
Disability Services .......................................... 6434 
Duplicating Services ....................................... 5408 
Financial Assistance Services ........................ 5212 
Graduate Student Association ........................ 6750 
Health Center................................................... 5927 
Honor Council................................................. 5353 
Hurricane Productions ................................... 4606 
Ibis Yearbook ................................................. 6385 
International Student & Scholar Services…... 2928 
Jerry Herman Ring Theatre ............................ 3355 
LaunchPad....................................................... 2789 

Miami Hurricane Newspaper ......................... 4401 
Multicultural Student Affairs ......................... 2855 
Orientation Programs ..................................... 5646 
Parking and Transportation Services ............. 3096 
Payroll/Disbursements.................................... 2625 
Public Safety .................................................. 6666 
Purchasing....................................................... 5751 
Rathskeller....................................................... 6310 
Registrar.......................................................... 5455 
Residence Halls .............................................. 4505 
Risk Management ........................................... 3930 
Sandler Center for Alcohol 
& Other Drug Education ................................ 5353 
Sexual Assault Response Team ....... 305-798-6666 
Smith-Tucker Involvement Center.................. 6399 
Student Account Services................................ 6390 
Student Activities & Student Organizations .. 6399 
Student Activity Fee Allocation Committee .. 6399 
Student Affairs ............................................... 4922 
Student Government ....................................... 3082 
Student Life .................................................... 2805 
Toppel Career Center ..................................... 5451 
University Center Information........................ 2318 
UC Pool........................................................... 3622 
UC Reservations ............................................. 4351 
Wellness and Recreation................................. 3253 
WVUM ........................................................... 3131 

 


