Center for Inclusion and Campus Involvement
Student Organization Events
Contracts How -To Guide
1)

Why use a Rollins Contract:
a. The contract solidifies any vendor services including price as well as protects the host (institution,
student, faculty, staff member, student organization).
b. Rollins Contract is needed for a Rollins issued payment.
2)
When to use a Rollins Contract:
a. Anytime a member of the Rollins Community (student, faculty or staff) is bringing someone to campus
that will provide any service. (Example: face painter, bounce house, comedian, singer, speaker, etc.)
b. If the vendor is providing food, please complete the First Right of Refusal form through Rollins
Dining Services at least two weeks prior to the event.
c. If the vendor is also a member of the Rollins community, they should still fill out a contract outlining the
expectations of what they are providing and the agreed upon price.
3)
How:
a. Contract documents can be found on the CICI website.
b. Once you have decided upon a vendor, services provided, and price, you can:
• Send the vendor the blank contract and ask them to fill it out and sign pages 3 and 4.
OR
• Complete what you can on page 1 and 4. (DO NOT SIGN) Send the vendor the incomplete contract
and ask them to complete and sign pages 3 and 4.
4) Do not sign for Rollins!
5) Please return to CICI staff member to be routed for signature.
a. Payment higher than $3000 requires an additional signature so allow for extra time.
b. Send the completed and signed contract back to vendor for their records.
6) Payment for any vendor:
- If Rollins will be paying a vendor, the vendor must complete a W9 form. This is needed along with the
completed contract (See Contracts How To) in order for a check to be requested from the Finance Office.
- Contact Vicki Hurd in the CICI for a check request. Checks from Rollins take approximately 2 weeks. Please
plan accordingly.

*The images are for your reference. Please request an electronic version from a CICI staff member.

Payment for any vendor:
d. If Rollins will be paying a vendor, the vendor must complete a W9 form. This
is needed along with the completed contract (See Contracts How To) in order
for a check to be requested from the Finance Office.
*The images are for your reference. Please request an electronic version from an OSIL staff member.

