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CHAPTER 1—GENERAL INFORMATION
Section One – Green Book
1. General. The purpose of the Green Book is to provide policies, guidelines and procedures that
apply to establishing, operating and suspending extracurricular activities at VMI that fall under
the supervision of the Deputy Commandant for Cadet Life and staff also known as the Office of
Cadet Life.
a. Extracurricular activities (EA) are defined as clubs, organizations, associations,
societies, teams, committees, social events and/or any group chartered by the Deputy
Commandant of Cadet Life to operate at VMI. These activities include competitive and
recreational club sports, social events and special interest clubs.
b. Extracurricular activities that do not fall under provisions in the Green Book are:
i. Honor Court;
ii. Cadet government organizations;
iii. Activities that fall under the Director of Music Programs; and
iv. Student chapters of academic and professional societies which are sponsored by
VMI's academic departments and are under the oversight of the Deputy
Superintendent for Academics and Dean of the Faculty.
2. Governing Directives. The information in the Green Book supports the provisions found in
several general orders and VMI regulations which include:
a. General Order 1, Cadet Daily Schedule;
b. General Order 2, Alcohol Policy;
c. General Order 23, VMI Driver Qualification and Vehicle Use Policy;
d. General Order 44, Solicitation Policy.
e. General Order 67, VMI Extracurricular Activities and Club Policy; and the
f. Blue Book
3. Applicability. The Green Book applies to cadets, EA directors/advisors/coaches (DACs) and
volunteers. All participants in Cadet Life sponsored extracurricular activities should be familiar
with these guidelines and procedures.
Section Two – Cadet Life Program
4. Goals and Objectives. The Office of Cadet Life provides extracurricular activities that are
physically challenging, socially rewarding and morally satisfying. Proposals for new activities,
clubs, organizations or sports must support the goals and objectives below as well as have
sufficient cadet interest to ensure viability.
a. The first goal of the Cadet Life Program is to provide activities that engage cadets in the
development of life skills and leadership attributes through experiential learning as
demonstrated by active participation in a variety of special interest activities and
positions of responsibility.
i. The first objective is to provide opportunities for experiential learning through
holding rank on the S2/S5/S6/S7 cadet staffs and participating in club sports,
extracurricular activities and special functions or duties.
ii. The second objective is to program adequate resources annually providing for
program growth, flexibility in offerings based on changing cadet interests, and
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other expenses such as sending cadets to compete in national and international
competitions and conferences.
b. The second goal of the Cadet Life Program is that participation in Cadet Life activities
will instill in each cadet such characteristics of leadership as integrity; discipline;
responsibility for his/her own actions and the welfare of others; physical and mental
vigor; critical thinking; effective communication; and an orientation toward service.
There are many opportunities for cadets to develop or enhance these characteristics
through participation in Cadet Life activities and/or holding a leadership position.
i. The third objective is to listen to the cadets and provide activities that support
their interests and needs. Feedback is essential and is sought after in a variety
of ways with the most relevant being face-to-face.
ii. The fourth objective is to work with cadets, DACs and coaches to determine if
participation in Cadet Life activities is resulting in the development of the
characteristics listed above.
iii. The fifth objective is to enhance the overall educational experience of cadets
through development of, exposure to, and participation in programs and activities
that improve cadet cooperation and leadership while preparing cadets to be
responsible advocates and citizens and complementing VMI's academic
programs. Opportunities include co-curricular activities that allow cadets to
advocate for their organizations and interests; develop leadership
abilities; develop healthy interpersonal relationships; use leisure time
purposefully; and develop ethical decision-making skills;
5. Responsible Officials.
a. Deputy Commandant for Cadet Life: The Deputy Commandant for Cadet Life is
responsible for the administration and oversight of extracurricular activities and clubs at
VMI except those that fall under the Associate Dean for Academic Affairs.
i. The Assistant Commandants for Cadet Life are responsible for the daily
operation of Cadet Life Program EAs.
ii. The Office of Cadet Life Office Manager is responsible for travel arrangements
and purchases.
b. Associate Dean for Academic Affairs: The Associate Dean for Academic Affairs is
responsible for the administration and oversight of academic clubs and societies at VMI
which do not fall under the provisions in the Green Book.
c. Cadet Extracurricular Activities Board (CEAB): The CEAB is the governing body that
reviews all organized cadet extracurricular activities that are considered clubs, teams or
societies. The CEAB has the authority to approve or disapprove new club formation
proposals as well as to suspend or terminate existing clubs. The CEAB may make
suggested modifications, changes, additions or deletions to a proposed club charter in
order to make it fully compliant. CEAB determinations will be by majority vote. The
CEAB meets as required and is composed of the following members:
i. Commandant of Cadets
ii. Deputy Commandant for Cadet Life
iii. Chief of Staff
iv. Executive Assistant to the Superintendent
v. Inspector General
vi. Associate Dean for Academic Affairs
d. Commandant of Cadets: The Commandant, or his designee, is responsible for
approving all permits for club activities. It is incumbent upon the individual club officers
to submit the requisite permit for their activities. Cadet club officers should work closely
with their director, advisor or coach as part of this process. Permits should be approved
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by them prior to being submitted to the Commandant’s Office through the Office of
Cadet Life for review.
e. Director/Advisor/Coach (DAC): EAs will have one or more DACs assigned to them and
competitive clubs will similarly have one or more coaches assigned to them. These
officials have the responsibility to ensure that cadet club activities and performance
meets all requirements to operate. Single gender EAs must have at least one DAC of
the same gender if the EA takes overnight trips.
Section Three – Extracurricular Activity Operations
6. Establishment. Clubs are established or continued in the following manner:
a. Must submit a petition to the Deputy Commandant for Cadet Life. This petition must
have, at a minimum, a proposed charter which outlines the purpose of the club and how
it supports the goals and objectives stated in paragraph 4. above; a list of names of
cadets committed to being active members of the club; a list and description of
proposed activities that the club will undertake; a proposed budget for the academic
year; and the name of the DAC(s).
b. Have a DAC approved by the Deputy Commandant for Cadet Life. Those officials can
provide assistance in securing qualified and interested faculty/staff members to serve in
these positions;
c. Have at least 12 members of the Corps (not including Rats) who want to actively
participate in such a club and its activities. “Active members” must attend meetings or
participate in club activities. Note: Cadet clubs are not open for membership to faculty,
staff and members of the community;
d. New clubs must submit their petitions to the Deputy Commandant for Cadet Life by April
1st of the academic year preceding the start of the club the next academic year.
e. The CEAB will review the petition. CEAB actions will be by majority vote.
f. Requirements to continue an existing club: Requests to continue existing clubs from
one academic year to the next should be made in writing to the Deputy Commandant for
Cadet Life by April 1st. The list of new cadet leaders/officers should be submitted with
the request, along with any changes or updates to the charter. The DCCL has the
authority to approve all previously existing clubs that meet requirements.
g. The CEAB also retains the authority to review the number of clubs as well as their
activities and can suspend or terminate a club as detailed below.
h. Club Approval for AY 12-13: For those new clubs and existing clubs, the following
procedures will be employed for their formation and operation for Academic Year
2012/13: Existing Clubs: The Deputy Commandant for Cadet Life can approve the
continued operation of existing clubs that meet membership requirements.
i. New Clubs: Any proposals to form new clubs should be submitted by 12 September
2012 to the Deputy Commandant for Cadet Life who will in turn forward them to the
CEAB for approval. These new clubs may use the Club Fair Day to develop and assess
the interest. New club petitions should contain the information listed above for the
formation of new clubs.
j. Suspension or Termination of Clubs: The continued operation of a club at VMI is
dependent upon such factors as sufficient cadet interest, adequate funding and support,
and adherence to both their approved charter as well as the rules of the Institute. A club
may have its charter either suspended for a specified period of time or terminated by a
majority vote of the CEAB. Any VMI official may propose such an action. Such
proposals and the reasons therefore must be submitted to the Deputy Commandant for
Cadet Life who will then transmit them to the CEAB. The individual members of the
CEAB can initiate these actions on their own. The club officers will be advised of the
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proposal and given the opportunity to respond in writing to the CEAB. Decisions of the
CEAB are final.
k. Operational Activities: Clubs meet in accordance with General Order Number 1, the Cadet
Daily Schedule. Adherence to the time constraints outlined in GO 1 must be followed. Any
request for exceptions must be made through the Office of Cadet Life to the senior VMI
official (Commandant, Dean, ROTC, etc.) who controls that time period.
l. Applicable Rules and Restrictions: It is the responsibility of club members and their
advisor/coaches to ensure that all club activities and operations meet all applicable federal,
state, and Institute rules and regulations. Included among those are the following Institute
regulations and rules:
7. Administration. Cadet Life activities are administered by cadets under the supervision of the
EA’s DACs and the Deputy Commandant for Cadet Life. Cadets participating in Cadet Life
activities individually and collectively must accept the regulating responsibility prescribed in this
document. Cadet administration of Cadet Life activities is conducted in, and facilitated by, the
rigorous system of military discipline unique to VMI. All Blue Book specifications apply to
cadets participating in Cadet Life EAs.
a. Every EA must have a DAC who is either an employee receiving a stipend or a
volunteer.
b. Every EA must have a cadet in charge (CIC), assistant cadet in charge (ACIC) and
treasurer if the club receives funding from VMI or other sources. In addition,
competitive clubs may have a team captain, equipment manager or other cadet
positions that facilitate club operation.
8. Guidelines for Web Pages. The Office of Cadet Life encourages all EAs to create and
maintain web sites. The Office of Cadet Life will connect your site to the Cadet Life homepage
so that visitors and prospective members can learn more about your organization via the web.
Information posted on websites must be up to date, accurate, and appropriate.
9. Privileges of Extracurricular Activities. EAs can:
a. Participate in the annual Club Fair.
b. Reserve Post facilities.
c. Use the Institute's name in the title of the organization.
d. Use the Institute’s name in the advertising of an event being sponsored by the
organization.
e. Request funds from the Office of Cadet Life if membership is open to all VMI cadets.
f. Have access to Institute-owned technical equipment (i.e. sound system) and assistance
in the operation of that equipment for activities of the organization. Arrangements for
the use of such equipment can be made through the Office of Cadet Life.
g. Use Institute leased vehicles. Procedures and guidelines for the use of vehicles is in
General Order 23. A cadet or DAC must be a certified Institute driver to drive a VMI or
leased vehicle.
10. Responsibilities of Extracurricular Activities.
a. Conduct all activities in compliance with Institute policies and procedures, the
constitution and laws of the United States, the Commonwealth of Virginia, and the City
of Lexington. Any policies or laws applying to individuals also apply to recognized
organizations.
b. Annually participate in the Club Fair and submit an academic year registration form to
the Office of Cadet Life by April 1st of the preceding AY.
c. EAs that do not submit a completed registration form by the deadline will be issued a
notice of suspension which will be sent to the organization's last listed cadet officer and
DAC. One week from the date the notice is mailed will be allowed for a response before
the EA is placed on inactive status.
d. Inactive status is defined as an organization which has failed to meet its obligations of
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submitting the registration form requirements, or which has not maintained regular
activities during any given year (fall through spring). Examples include not meeting
regularly, sponsoring events, etc. Organizations on inactive status shall not be included
in the official list of registered organizations and shall forfeit all privileges granted to
registered organizations.
e. Obtain approval from the appropriate agents (including the DAC and, when appropriate,
the Assistant Commandant for Cadet Life or Deputy Commandant for Cadet Life) for all
organization-sponsored events and fund-raising activities held on Post with the
exception of regular and business meetings.
f. Submit for review or approval any changes or amendments to the EAs charter or other
documents to the Office of Cadet Life.
g. EA DACs. The director/advisor/coach (DAC) is responsible for carrying out the
provisions set forth in the Green Book, especially with regard to financial management,
and for supervising the activities of the organization in a safe and responsible manner.
i. To provide familiarity with the Green Book, DACs will attend a briefing at the
beginning of the academic year concerning their responsibilities. Additionally,
they will also monitor the organization’s compliance with all Institute regulations.
The term of the DAC is for one academic year or as stated in their contract.
DACs are covered by VMI liability insurance if they are acting in a manner that is
within the scope of the defined responsibilities of their position.
ii. Directors and advisors are not expected to assume EA leadership, but to work
with the cadets to ensure sound leadership and decision making is taking place.
The duties of directors and advisors include: guidance regarding EA
management and adherence to policy, eligibility, status of members and
monitoring the conduct of members, assisting the club officers in creating and
maintaining sound fiscal management procedures and providing continuity and
smooth transition of club officers. It is the responsibility of the cadet officers to
maintain clear communication lines with director or advisor. In order for the EA
to run smoothly it is essential that directors and advisors have a clear
understanding of Blue Book and Green Book policies and procedures.
iii. The role of a competitive club coach is different than a director/advisor. Part of
Cadet Life’s core mission is to provide cadet-athletes with a competitive
environment that is safe and ensures fair play. Coaches provide leadership by
establishing safety guidelines, playing rules, equipment standards, and research
into the cause of injuries to assist decision making. By taking proactive steps to
cadet-athletes’ health and safety, coaches can help them enjoy a competitive
club experience. Coaches are required to lead their club while also encouraging
cadet leadership development. A coach must know the sport; have an in-depth
understanding of the sport, from the fundamental skills to advanced tactics and
strategies; understand the rules of the game; have experience as a former
player; continue to learn about new training techniques, attend coaching clinics,
know about the latest in rehab for injuries and seek out tips from other coaches
and cadets; be a motivator--someone who is able to lay out a plan to help
athletes achieve goals. This includes keeping practices fun and challenging. It
includes helping the athletes believe in themselves, providing a supportive
environment for cadets and never putting cadets down in public; instill discipline
in cadets; have rules of conduct for cadets to follow both on and off the playing
field. When violations occur, appropriate, immediate and consistent discipline
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follows; lead by example, follow the rules set out for cadets; be a model of
integrity, dignity and honesty; maintain a positive attitude for cadets to emulate;
be able to communicate effectively with players; be able to provide clear
instructions and feedback, is able to reframe instructions if cadets don't
understand them, and use language that is respectful to the cadets; be a good
listener--someone who hears cadets’ concerns, listens to cadets' ideas and is
able to summarize and "mirror back" what cadets have said for maximum clarity
and understanding; be committed to the club team, look out for the best
interests of every cadet on the team and provide structure for practice and
contests. Coaches should possess knowledge of the technical and risk
management aspects of the sport, provide quality instruction related to skill
acquisition and strategies and be knowledgeable about safety issues related to
the sport. They should also design structured learning experiences for the club
members. The coach should be certified if certification if available to instruct in
the sport/activity by a governing body, preferably national or regional. In
addition, coaches should conduct activities in a manner that ensures the safety
of the participants to avoid injury and liability, and comply with the policies and
procedures of VMI, local, state, federal and governing board rules and
regulations. Coaches will accomplish the duties as stated in their contract. No
club should retain a coach without the approval of the Deputy Commandant for
Cadet Life. All competitive club coaches are required to be First Aid/CPR
certified.
11. Moe Management. Cadets may audition to be Moe the VMI mascot at a time/place
announced at the Club Fair. Minimum requirements are: 2.0 GPA or higher; physically fit with
no medical issues; outgoing personality; and no other obligations that will conflict with athletic
events.
CHAPTER 2—DAILY OPERATIONS
12. General. This chapter outlines the procedures that must be followed in scheduling meetings,
events and trips (See logistics check list).
13. Release of Liability for Competitive Clubs. All participants (including tryout candidates) are
required to complete the Release of Liability form before participating in any activity. It is the
responsibility of the club officers to submit all releases to the Cadet Life Office before any
individual begins activity.
14. Medical/Legal Responsibilities. Baseline test for concussion is recommended for all cadet
athletes participating in a sport involving physical contact. The responsibility to determine who
is able to safely participate remains with that of the individual participant.
a. VMI does not assume responsibility for the cost of medical care given to participants in
connection with injuries sustained in club sports activities. In addition, VMI does not
accept legal responsibility for injuries to third parties by the activities of any sport club or
its participants while traveling by private or public transportation.
b. Other health and safety issues (if applicable) that should be reviewed by DACs and
cadets include: emergency care; lightning safety; catastrophic incidents; alcohol,
tobacco and other drug use guidelines;. preseason preparation; medical disqualification
; cold stress and cold exposure; prevention of heat illness; dehydration; nutrition and
athletic performance; dietary supplements; “burners” (brachial plexus injuries).;
7

concussion or mild traumatic brain injury; skin infections ; blood-borne pathogens; sun
protection; protective equipment; eye safety; and mouth guards;
15. Events. Events include any significant extracurricular function, held at VMI, other than routine
meetings, practices, or rehearsals. Such events include competitions with an outside
opponent, demonstrations, displays, lectures, concerts, social events and other functions
involving public attendance, extracurricular interest, or the presence of a visiting group to VMI.
a. Commitments to persons outside of VMI will be made only after permit approval has
been granted to hold such an event. Events must be approved by the VMI Calendar
Committee before any final arrangements are made.
b. Approval by the Deputy Superintendent for Academics and Dean of the Faculty is
required for any organized extracurricular activity to conduct an event during academic
time. See General Order #1.
c. CICs, in consultation with the DAC, will plan each semester’s activities before or at the
beginning of the semester. All competitive clubs and EAs must provide their schedules
to Cadet Life at the beginning of each semester so transportation, lodging, and meal
stipends can be planned ahead of time.
d. In order to fulfill this requirement, particular attention must be directed to the following:
i. The semester examination schedule and all other events on the official Institute
calendar. No events should be scheduled during FTX or closed weekends.
ii. Events should be scheduled on a home-and-away basis, with at least half of the
events at home, if possible.
iii. Travel should be limited to Virginia and adjacent states. Travel over three hours
requires special transportation consideration.
iv. National and international competition travel should be arranged as soon as the
information is available.
v. To the maximum extent possible, events should be scheduled at times when
absence from duties will be minimal.
vi. DACS/club officers are responsible for submitting facility requests at least two
weeks prior to the event to the Cadet Life Office.
e. The scheduling of additional events (those not approved at the beginning of the
semester) will follow the same guidelines; however, the permit/travel authorization for
such an event must be submitted at least ten (10) business days before the planned
date of the event to the Deputy Commandant for Cadet Life.
f. No cadet may require attendance (check formation) at a meeting or an event unless he
has obtained the proper authorization from the Dean of the Faculty or the Commandant
(if during military duty). Club officers are not authorized to call check formations.
16. Sportsmanship/Professionalism. Sportsmanship is vital to the conduct of every competitive
club competition. The following is considered to be unsportsmanlike conduct: profanity;
unnecessary delay of the game; striking or shoving an opponent; arguing with officials
concerning decisions (discussion is allowed as long as it is done in a mature manner by the
team captain) derogatory and abusive remarks toward an opponent or official; touching an
official; any action with the intent of which is to physically injure an opponent or official; any
action which may potentially cause equipment or facility damage, or any action which shows
disregard for the rules or policies of the intramural program.
a. Unsportsmanlike Conduct & Ejection Policy:
i. If any cadet is ejected from any activity, s/he is immediately ineligible for further
competition in any activity until s/he is cleared by the coach and Deputy
Commandant for Cadet Life. When ejected from an activity, the cadet must
immediately leave the area and return to Barracks or team vehicles if at an away
game. It is the cadet's responsibility to schedule an appointment with the coach
and Deputy Commandant for Cadet Life to review his/her behavior and
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subsequent eligibility in any club activity. Ejection from a contest for verbal abuse
or harassment, threatening an opponent or official, touching an official or shoving
or striking an opponent will result in a conduct unbecoming a cadet penalty
against the cadet(s) involved. Team involvement in unsportsmanlike conduct
may result in a minimum of probation for that team and appropriate special
reports.
ii. The coach can bench a player for un conduct Final disciplinary action rests with
the Deputy CMP
b. The number one priority in is good conduct and sportsmanship. Taunting and baiting
are not allowed. Examples include, but are not limited to, harassing, heckling,
badgering, or teasing to engender ill will, or mocking or challenging in an insulting
manner. Any demonstration of taunting or baiting will be penalized.
17. Alcohol Use Policy. The use of alcohol can impair one’s ability to make good judgments and
can result in unbecoming or inappropriate behaviors. If witnessed by others, it can reflect
negatively not only on yourself, but on your team and VMI. Therefore, it is the policy of the
Office of Cadet Life that during the period of time that cadets are representing VMI in
acompetition, the use of alcohol is prohibited by all team/club members. This includes home
contests, away contests and the travel time to and from away competitions. Further, underage
drinking is illegal and is prohibited at all times. Violations of this policy could result in
suspension from the team, being withheld from participation for a period of time or suspension
of the entire team. Other penalties may be assessed IAW the Blue Book.
a. No alcohol is permitted at events hosted by EAs unless a permit has been approved by
the Superintendent IAW General Order #2.
a. DACs may adopt stricter alcohol use policies for their individual programs.
18. Off-Post Events and Activities. Organizations that are funded by cadet activity fees must
receive approval from the Office of Cadet Life prior to sponsoring an off-post event. The EA,
its officers, and its membership are solely responsible for the quality, success, and any
attached liability of its off-post programs. EAs choosing to sponsor such events should
observe all applicable local, state, and federal laws. Rules, policies, and principles of an
organization’s governing body should also be followed. Additionally, all local and state law
related to advertising of events must be observed. Violation of law at an off-post event may
result in Institute judicial action being taken against the organization and may jeopardize the
organization’s status with the Institute.
b. Blue Book rules are in effect for all EA events regardless of location.
c. If your EA is sponsoring an event at an off post location, be sure to have any contracts
reviewed and approved by the Office of Cadet Life prior to committing to host an off post
activity. Cadets and DACs cannot sign agreements/contracts.
d. To maintain quiet and peaceful neighborhoods in the City of Lexington and Rockbridge
County, an ordinance has been adopted to minimize any unnecessary, unusual, or loud
noises that may disturb others. One specific provision states that residents are not
permitted to operate radio, TV, stereo, musical instrument, or a similar device if the
sound is plainly audible at the property line. Penalties for violations of the noise
ordinance include up to 10 days imprisonment and a fine of $500.
e. The organization sponsoring the event, and its members, are responsible for the safety
and security of all members and guests during the event. (See Annex 4 Emergency
Checklist )
CHAPTER 3 - LOGISTICAL SUPPORT
19. General. EAs are responsible for conducting all of their own logistical planning, procurement,
and accountability. In cooperation with Office of Cadet Life.
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20. Dining Hall. If requested, ARAMARK will provide food service. Contact the Office of Cadet
Life for assistance at least two weeks in advance. Boxed meals are available in lieu of missed
meals, but must be ordered one week in advance.
21. Facilities for Meetings and Events. EA meetings or events may be held in academic
buildings providing the department head concerned has given his approval. For meetings or
events to be held, reservations should be made at least one week before the scheduled
function. Before reservations can be made, there must be an approved permit for such an
event.
22. Cancellation/Changes. Please notify Office of Cadet Life of any cancellations as soon as
possible. A minimum of 48 hours is required for cancellation notices.
23. Inclement Weather Cancellation Policy. The Office of Cadet Life will consider all
reservations cancelled when the Institute is closed due to inclement weather unless notified
otherwise.
24. Field Lining Requests. All field lining request are to be made through the Cadet Life Office
when game schedules are requested
CHAPTER 4 - FINANCIAL MANAGEMENT
25. General. The Institute requires all cadet organizations at VMI to adhere to the highest
standards of stewardship and accountability in the control and disbursement of all funds in
their custody regardless of the source. The DACS and officers of all cadet organizations have
a fiduciary obligation that shall not be delegated or ignored. Accordingly, these regulations
prescribe policies and procedures, which apply to the financial management of all cadet
organizations at VMI regardless of the source of funding. This chapter outlines procurement
procedures for the following purpose:
a. To provide guidance to EAs which initiate purchase request for goods or services.
b. To guarantee protection to individual cadets and DACs who initiate purchase requests
on behalf of cadet organizations.
26. Institute Funds. “Institute Funds” derive from VMI’s Budget; they include funds from private
donors, both restricted and unrestricted under the control of VMI. The Deputy Commandant
for Cadet Life allocates Institute funds to cadet organizations in accordance with established
criteria governing eligibility.
a. Allocation. The Deputy Commandant for Cadet Life shall notify the CIC and the
Institute DAC of the amount of Institute Funds allocated to the organization. The
allocations are normally made in September of each year.
b. Budget Categories. Institute funds allocated shall be budgeted in accordance with
expense categories approved by the Deputy Commandant for Cadet Life. The Deputy
Commandant for Cadet Life shall approve any transfer of funds from one category to
another.
c. Use of Funds. Institute funds shall be expended for purposes related to the fulfillment
of the objectives of the organization. Any restrictions placed on these funds by private
donors shall be explicitly followed.
27. Responsibilities.
a. Deputy Commandant for Cadet Life. The Deputy Commandant for Cadet Life shall
supervise the financial affairs and activities of the cadet organizations on a day-to-day
basis to ensure their compliance with these policies and procedures.
b. Organizations. The DAC of each cadet organization shall collect receipts following a
trip for reimbursement, and provide the Office of Cadet Life with a purchasing invoice.
The following applies to the Ring Figure Committee/Third Class Finance Committee
(TCFC) only: collect cash, issue receipts, deposit cash in bank, prepare bills for
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payment, issue checks, reconcile bank statements, and maintain complete and accurate
financial records of all receipts and disbursements.
28. Financial Records. Every financial transaction of the cadet organization shall be recorded in
the financial records of the organization through the Office of Cadet Life, i.e., deposits,
disbursements, procurement, invoices, credit card purchases, etc.
29. Purchase Request. Under no circumstances is an EA authorized to make any commitment to
purchase or commitment to contract. Anyone doing so will be held personally liable for
payment of same.
a. Cash purchases with allocated funds are not authorized.
b. Request for the purchase of goods, services, or printing must be submitted to the Office
of Cadet Life.
c. If you have any questions, please check with a member of the Cadet Life staff before
proceeding.
d. In case of an emergency purchase, it is imperative that you check with the Office of
Cadet Life for instructions.
30. Tax. Cadet Organizations making purchases through the VMI Purchasing Office are taxexempt. Vendors should be notified at the time of price quote that the purchases will be tax
exempt.
31. Invoices. Vendors should send invoices to the Office of Cadet Life. Should an officer of an
organization receive an invoice, it should be turned-in to the office of Cadet Life for payment.
32. eVa. When possible, purchases should be made through Electronic Virginia (eVa). A request
for purchases should be given to the Office of Cadet Life Manager for processing.
33. Purchases and Procurement Procedure.
a. Procurement Authorization. All procurement will be handled through the Office of
Cadet Life.
b. Financial Limitations. At no time shall the organization incur obligations beyond its
financial means. This is an extremely important point. Cadet organizations shall not
incur obligations beyond the amount of their budget. The individual members of the
cadet organization shall be personally liable for any debt or debts incurred beyond the
financial capability of the cadet organization to satisfy those debts.
34. Collection of Other Funds (RFC/TCFC ONLY)
a. Control and Receipt. The RFC/TCFC treasurer shall establish control over all incoming
cash receipts to the organization to ensure that all cash receipts are properly accounted
for in the organization’s financial records. The RFC/TCFC treasurer shall record all
cash receipts in the Receipt Book or Ledger. The treasurer shall immediately
restrictively endorse all checks he receives for deposit in the cadet organization’s
account.
b. Bank Deposits. The RFC/TCFC treasurer shall make timely deposits to ensure the
safe custody of funds (i.e. petty cash). Deposits shall be made as frequently as
necessary to avoid holding large amounts of cash on hand. Cash not yet deposited
shall be under lock and key at all times.
c. Special Events. All proceeds from admissions to events supported from Institute funds
shall be deposited with the VMI Comptroller within forty-eight (48) hours of the event.
35. Disbursements of Funds.
a. Approval. The Office of Cadet Life shall initiate payment for all invoices owed by the
organization on a timely basis to ensure payment by the vendor due date. Invoices to
be paid from Institute funds shall be forwarded to the Deputy Commandant for Cadet
Life for approval. The invoices shall be accompanied by the appropriate Institute
receiving form.
b. Check Issuance. Payment of expenditures from Institute funds will be processed by the
VMI Comptroller.
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c. Unallowable disbursements. The following disbursements are PROHIBITED:
i. Checks payable to “cash”
ii. Checks made out to blank –that is signed but no payee indicated on the check
iii. Loans to any cadet members or to any other persons
36. Travel Advances. Travel advances to cover anticipated travel costs by cadets (transportation,
meals, lodging, incidentals, etc.) payable from Institute funds shall be made upon approval by
the Deputy Commandant for Cadet Life. The appropriate Institute travel authorization form
shall be completed by the club DAC; in addition, the club DAC shall complete the prescribed
travel expense reimbursement voucher within forty-eight (48) hours of his/her return.
a. DACs are not authorized to get a cash advance.
37. Fund Raising.
a. General. An EA can conduct fund-raising efforts, planned well in advance, following the
required process as stated in GO 44, Solicitation Policy.
b. Solicitation/Fund Raising. No EA may solicit funds, services, or property from
individuals, the Alumni Association, the VMI Foundation, Inc., the Keydet Club or any
other agency, on or off Post, or engage in fund-raising projects without the prior written
approval of the Deputy Superintendent for Finance, Administration and Support with the
exception of the TCFC/Ring Figure Committee.
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Annex 1
VMI CLUB SPORTS REGISTRATION FORM


Information :
1. Club Name __________________________________________________________________
2. Competitive or Recreational Club_________________________________________________
3. Minimum Number of Cadets Required to Compete____________________________________
4. League______________________________________________________________________



Cadet Officers and DACs :
1. Cadet in Charge (Last, First, MI) ________________________ GC ________ RM # ____________
E-mail: _______________________________________________________________________
2. ACIC (Last, First, MI) ________________________________ GC ________ RM # ____________
E-mail: _______________________________________________________________________
3. Head Coach (Last, First, MI) _________________________________________________________
Cell # (

)

-

Home # (

)

-

Home Address: _________________________________________________________________
E-mail: _______________________________________________________________________
4. Assistant Coach (Last, First, MI) _____________________________________________________
Cell # (

)

-

Home # (

)

-

Home Address: ________________________________________________________________
E-mail:_______________________________________________________________________



Practice Information :
1. Approved Practice times : _____See General Order 1___________________________________
2. Practice Location (See Cadet Life): ________________________________________________
3. Competitive Season(s) : _________________________________________________________
4. Practice Season(s): ____________________________________________________________

Notes:
1) Practice times are subject to change if the military duty is changed to a mandatory formation as per the
weekly schedule.
2) Penalty tours will be marched on Wednesday, Saturday and Sunday unless there is a game.
3) During the competitive season, PTs may be missed on Wednesday to attend a game/practice if there is
a game within the next five days and PTs will only be missed on Saturday and Sunday if there is a
game that day.
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4) Travel uniform is VMI issued travel dyke. Team uniform is authorized for travel if traveling less than 2
hours.
5) Travel arrangements must be made at least 2 weeks in advance.
6) Transportation must be made through Cadet Life with an approved travel permit prior to the trip.

SIGNATURES:
_________________________________
Cadet –in-Charge
Date

_____________________________________
Head Coach
Date

_________________________________
Assistant Cadet –in-Charge
Date

_____________________________________
Assistant Coach
Date

Mandatory Attachments:
1. Roster
2. Rat Roster
3. Budget Requested by Line Item
4. Competition Schedule (In-season and scrimmages)
5. List of CIC/ACIC and other club positions’ duties
6. Permit (Required only if exception to GO1)

Approved/ Disapproved/ Pending: (Comments) __________________________________________________
__________________________________________________________________________________________
Deputy Commandant for Cadet Life ______________________________________________________________
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Annex 2
VMI EXTRACURRIUCLAR ACTIVITY (EA) REGISTRATION FORM


EA Information :
1. Club Name ___________________________________________________________________
2. Number of Cadets on the Roster___________________________________________________
3. Charter, Goals, Objectives (Attachment Required) _____________________________________
4. Loca/State/National Affiliation_____________________________________________________



Cadet Officers and Directors/Advisors :
3. Cadet in Charge (Last, First, MI) ___________________________ GC ________ RM # _________
E-mail: ________________________________________________________________________
4. ACIC (Last, First, MI) ___________________________________ GC ________ RM # _________
E- mail : ________________________________________________________________________
5. Director/Advisor (Last, First, MI) _____________________________________________________
Cell # (

)

-

Home # (

)

-

Home Address: _________________________________________________________________
E-mail: _______________________________________________________________________



Meeting Information :
Meeting Location: ________________________________________
6. Meeting Time: Monday Evenings 2000-2100 (Not to miss any training); ______________________

Notes:
1) Club charters should have at least two measurable goals
2) A monthly report of events and pictures must be submitted to the Office of Cadet Life.
3) An end of semester report of activities should include progress toward meeting goals.
SIGNATURES:
_________________________________
Cadet –in-Charge
Date

_____________________________________
Advisor
Date

_________________________________
Assistant Cadet –in-Charge
Date

_____________________________________
Assistant Advisor
Date

Mandatory Attachments:
1. Club Roster
2. Club Roster - Rats
3. Club Charter
4. Budget Requested by Line Item
5. List of CIC/ACIC and other club positions’ duties
6. Permit (Required only if exception to GO1)

Approved/ Disapproved/ Pending: (Comments) __________________________________________________
__________________________________________________________________________________________
Deputy Commandant for Cadet Life ______________________________________________________________
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Annex 3
Roster - ____________________________Club
Last, First, MI

Class
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Room #

E-mail

Annex 4
Emergency Check list
Vehicular accidents
o The Virginia State Police must be called to investigate the accident. If out-of-state, call the nearest State Police
Office for instructions (in addition to local authorities having jurisdiction). If involved in an accident and able to
do so, accomplish the following:
o Call emergency aid in the event of an injury.
o Render all possible aid to those injured.
o Do not move vehicle unless it is in a hazardous position or to release an injured person.
o Take photographs of the accident.
o Safely direct traffic to prevent other accidents.
o Obtain the license number, name, and operator’s license number of any other drivers involved in the accident; the
names and addresses of any eyewitnesses as well as photographs of the scene and other vehicles involved.
o Do not give any statement other than name and license number, or data required for the police report.
o Render all possible assistance to police investigators. Leave the scene of the accident only after State Police
permission has been given.
o Ascertain from the State Police the location of your vehicle if it is towed away. Determine the extent of damage
and include this information in your report of the accident to the VMI Post Police and Office of Cadet Life.
o Report immediately to the VMI Post Police upon your return to VMI for assistance in completing proper Division of
Motor Vehicle forms.
Injuries to Cadets
In the event that cadets are involved in the accident and have been evacuated to a hospital:
o The CIC will proceed to the hospital and ascertain the extent of their injuries.
o Call the VMI Guard Room collect (540-464-7294).
o Inform the cadet who answers that this is an emergency and to inform the Office-In-Charge or the
Commandant’s Office immediately as well as the institute physician.
o Give all available details of the accident—names of persons involved, extent of known injuries, name and
location of the hospital and telephone numbers where you can be reached.
o Remain at the hospital until it has been determined that all possible assistance has been rendered to the
injured cadets, the hospital staff, and the police authorities.
o Inform the guardroom when you leave the hospital.
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Annex 5
Logistics check list
o
o
o

o
o
o
o
o

Approved permit for the event; travel authorization if required
Reservations made one week prior to event
To host or organize an on post activity, coordinate with the Office of Cadet Life
 Specific date, starting and ending times
 Type of activity
 Expected attendance
 Room set –up (row of chairs, lecture style, dinner style, etc)
 Equipment (multimedia, podium, sound system, extra tables, etc.)
 Catering if required/necessary
 Provide CIC’s name and number
Have an inclement weather plan
Field lining requests are made through the Office of Cadet Life
Vehicles may only be driven by cadets who are certified Institute driver.
POV’s are not authorized unless absolutely necessary
When using state owned vehicles :





Operate the vehicle in compliance with applicable Motor Vehicle Laws and in a manner that will not
bring discredit upon the Institute.
Use the vehicle only for the time requested or, notify the dispatcher of any changes.
Operate the vehicle in a safe manner and secure the vehicle until it is returned to the motor pool.
Damage to the vehicle from negligence or abuse is the responsibility of the operator and costs for the
repairs will be assigned to the operator.
Limit passengers to those authorized to be transported in motor pool vehicles. In general, authorized
passengers are those affiliated with the Institute or are involved with the purpose for which the vehicle
has been requested.
Do not pick up hitchhikers, nor permit anyone but authorized drivers to operate the vehicles.
Report any difficulties or vehicle defects to the motor pool on the trip ticket.
Return the vehicle to the motor pool or rental agency immediately following the completion of the trip.




Vehicle Procedures:
 Reservations shall be made through the VMI motor pool first and as far in advance as possible (at
least 2 weeks prior).
 If no motor pool vehicles are available, then a rental agency can be contacted. The official request for
vehicle use shall be part of the Authorization for Institute Travel.
 Vehicles, keys, and courtesy cards are obtained from the motor pool during normal working hours.
Vehicles needed for early morning departure will be dispatched or keys given to the operator prior to
1600 hours (4:00 p.m.) on the preceding workday. Trip tickets will be given to the operator.


If a club sport / club is required to use a rental vehicle from Enterprise or any other rental vendor. The
person/persons, who will be operating the vehicle, must inspect the entire vehicle for damage and
have it documented by the sales rep at the time of pick up.
Procedures for Returning a Vehicle:
 Operators must return the vehicle, keys, courtesy cards, trip ticket, and gas slips to the motor pool
immediately upon returning to Lexington. If the vehicle is returned after normal working hours, it
should be parked and secured at the motor pool. The above-mentioned items shall be deposited in
the night box located outside the motor pool door.
 When a club sport / club returns a rental vehicle, the person operating the vehicle must report any
damage to a sale rep and cadet life immediately upon return.
Vehicle Maintenance:
 If serious mechanical problems exist with the vehicle, contact the VMI Motor Pool for instructions
(540/464-7125).
 Check Tires while fueling
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ANNEX 6
Competitive Clubs Check List
Club start up checklist:
______Club sport registration is due April1st for following AY
______Twelve cadets (not rats) required
______Designated CIC and ACIC
______Approved permit before first practice
______Coaches must have signed contracts and liability forms before first practice
______Athlete liability forms must be signed and turned in before first practice
______Competition schedule and transportation requirements must be turned into the Office
of Cadet Life as soon as possible at the beginning of the Academic year
_____ All practice/game facilities and schedules must be coordinated through the Office of
Cadet Life at least 1-2 months in advance
_____ All coaches must meet with the Office of Cadet Life to ensure all procedures and
requirements are met
_____ All coaches must have completed the institute driver’s training course in order to
operate a state vehicle to include rental vehicles
_____ All teams must have at least four certified institute driver’s on the team
_____ All teams must arrange EMT support through the Office of Cadet Life
_____ All coaches are highly encouraged to apply for a team travel card
_____ Make sure competitions do not conflict with mandatory military duty
_____ Make sure all practice and game uniforms and equipment are accounted for and
issued to athletes
_____ Make sure all league fees and dues are paid and are up to date
Competition preparation:
2 weeks prior:
_____Have the travel permit turned into Cadet Life for approval
_____Have the travel permit turned into the Commandant’s office for approval
_____ Have the travel authorization turned into Cadet Life
_____ Make sure all lodging has been reserved and paid for
_____ Make sure all travel advances have been submitted
_____ Confirm with opponent that the competition is still scheduled for original day and
time
_____ Make sure officials are scheduled and payment paperwork is processed
1 week prior:
_____ Have CIC or ACIC confirm that permit is approved for competition
_____ Confirm to see if travel authorization has been approved
_____ Confirm to see if any players have restricted status and whether or not they can
compete
_____ Check with CIC to ensure all game uniforms are clean and accounted for
1 day prior:
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_____ Confirm with the Office of Cadet Life that reservations and accommodations have
been completed
_____ Pick up cash advance from Smith Hall if requested
_____ Make sure the money sign off sheet is printed off if receiving a travel advance
_____ Make sure all competition addresses and hotel addresses have been confirmed
_____ Make sure all athletes understand the guidelines of the approved permit for that
competition
_____ Make sure all vehicles are picked up from the physical plant or rental car place before
1600 on Friday
____ Make sure coaches know to keep all receipts and paper work to fill out reimbursements
upon return
____ Make sure all athletes know departure time and location
Game Day:
____ Make sure all athletes are accounted for
____ Make sure all equipment is accounted for
____ Hand out money and get cadets to sign off on cash received if travel advance is
requested.
____ Make sure all cadets are signed out on the computer, and have marked their door card
if traveling
____ Make sure that all cadets are wearing the proper uniform before departure
____ Re-iterate permit stipulations
After Competition
____ Return all vehicles refueled to their designated locations
____ Report any damage or incidents to the Office of Cadet Life and/or post police
____ Bring all travel paperwork, reimbursements, cash advance that was not used and
receipts to the Office of Cadet Life
____ Bring all referee information to the Office of Cadet Life
____ Turn in after action report of competition to the Office of Cadet Life
____ Turn in time sheet to be signed by the Office of Cadet Life
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