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Obtain 
Documentation 

Students reach out to 
venue to get necessary 
information. (ie. Quote, 
Insurance Information, 
Signed Rider)

Step 1

  

Send information to 
MBA Club Finances

Student Leader sends 
information to 
money@stern.nyu.edu. 
Helpful to loop in the 
vendor! 

Step 2

  

MBA Club Finances 
Opens Contract

This process can take up 
to 4-6 weeks. There are a 
number of NYU 
approvers that have to 
review this contract 
before it is executed. 

Step 3

  

PO is Opened.

Once the contract is 
signed by both parties, 
MBA Club Finances 
opens the PO. This can 
take up to 2 weeks. 

Step 4

  

Obtain Final Invoice 
for Payment

At this point, Student 
Leader should get final 
invoice from the venue. 
MBA Club Finances will 
help ensure this is paid 
out. 

Step 5

Is the vendor active in iBuy? (If not, this will take 
up to a week)

Does the vendor have the proper NYU insurance 
requirements? (We cannot proceed until they do)

Overall this entire process typically takes 6-9 weeks. OSE partners with Central NYU on this 
process and these timelines are set by the University.
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