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Dear Student Leaders, 

On behalf of the Associated Students of Saint Martin’s University, I wish to welcome you to the world of 
clubs here at Saint Martin’s University.  Our goal is to provide you, our students, with a variety of clubs, 
activities, and events on campus to supplement your classroom experiences.  While we realize that our 
student population has a wide variety of interests, we hope that somewhere in our offerings you can find 
something that appeals to you and engages you while you are a student at Saint Martin’s University.  At 
the end of this handbook, you will find a listing of our current clubs and organizations. The most up-to-
date contact information for each of these clubs is also listed.    

The clubs at Saint Martin’s play an essential role in bettering our community.  They bring activities and 
events to the community that allows you to broaden your horizons and expand your experiences.  In the 
following pages, we hope to provide you with a wide range of tools that will help you navigate the 
University’s policies and procedures regarding clubs.  It is our hope that this handbook will be useful to 
you in the days, months, and years ahead.   

As always, if you have any questions, please do not hesitate to stop by the Trautman Union Building. 

Best wishes for a successful year, 

Brendan Brunner 

Brendan Brunner 

ASSMU Senator of Clubs 
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INTRODUCTION 

The clubs, which have been established through properly authorized procedures, operate on the campus 
at the pleasure of the University and under the jurisdiction of ASSMU and Student Services. 

Members of clubs, as well as all other members of the student body, must adhere to all rules, regulations, 
policies and procedures as outlined in the Saint Martin’s University Student Handbook, as well as this 
Club Handbook. 

This handbook is designed to help registered clubs plan and operate efficiently. The various sections of 
this handbook provide information on official recognition by ASSMU, finances, publicity and posting, 
facilities, and much more.  Use this handbook, circulate it among members of the group so that all 
members are familiar with the policies, and let us know how we can improve it to better serve you.   

All information in this book is intended for information only and is subject to change. New information or 
changes to this handbook will be disseminated through Student Government, club mailboxes, and/or via 
email to club officers.  For additional information or assistance, contact the ASSMU Senator of Clubs or 
Office of Campus Life, located in the Trautman Union Building or at 360-438-4299. 

 

 

ADMINISTRATIVE INFORMATION 

1. Each club must have an advisor as a condition for the continuation of its operation privileges.  He/she 
must be an active full time faculty, a staff member of the University community, or a member of the 
monastic community regardless whether he is a student or not and shall be called the "Advisor." 

2. The Office of Student Services shall establish such rules and regulations necessary to maintain 
satisfactory policies and procedures for clubs. 

3. The club advisor shall be responsible for maintaining high standards of conduct and operation, 
including administrative relationships, social practices and relationships with other groups of students. 

4. All clubs and organizations provide a contact email and have a mailbox in the Trautman Union 
Building.  That email and mailbox are important communication tools and must be checked at least 
once a week.   

5. Clubs and organizations must maintain contact with ASSMU and the Office of Campus Life to keep 
records updated, be informed of policy changes, etc.   

 

 

 

PAPERWORK 

Clubs and organizations will be expected to complete all necessary paperwork in a timely fashion.  
Sample forms for any paperwork to be completed can be found in the appendix of this handbook.  If you 
have questions pertaining to the completion of the paperwork and their corresponding deadlines, please 
contact the ASSMU Senator of Clubs or the Office of Campus Life.   
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HOW TO START A CLUB 

All student clubs and organizations must be recognized by ASSMU in order to function as a registered 
club on campus. In order to be recognized by ASSMU, potential clubs must: 

 Have at least three registered undergraduate students interested in participating. 

 Find a club Advisor. *Advisor signature is required prior to club approval. 

 Submit the following documents: 
o New Student Club Registration Form 
o Club Constitution and Bylaws 
o ASSMU Senate Proposal Form. *Will be submitted to the Senate for vote upon approval of 

constitution by the Vice President and/or Judicial Committee. 

 Upon ASSMU club approval, attend a new club orientation session. Sessions are offered 
throughout the year. Specific dates and times will be announced at the beginning of each 
semester.  
 

EXISTING CLUBS 

If you are a member of an existing club or organization, you must renew each semester to remain 
an active club or organization on campus.  Please submit the following forms to allow continued 
recognition: 

 Club Renewal Form – Due at the end of each semester. 

 End of Semester Report – Due at the end of each semester. 

Paperwork must be returned to the Senator of Clubs mailbox prior to the end of the semester. Clubs that 
have not completed their paperwork will not be allowed to access their club funds or have a table at the 
Student Involvement Fair. 

It is important to renew at the end of each semester in order to review information regarding policies and 
procedures, get updated information regarding clubs, discuss plans for the upcoming semester, and 
answer any questions you may have.   

All clubs are encouraged to participate in all University events. 

Each club must attend the ASSMU meeting every Thursday.  Having two unexcused absence will result 
to freezing the club’s account until after attending three ASSMU meetings consecutively. 

 

CLUB PRIVILEGES 

As a recognized student club, you are entitled to the following advantages and privileges: 

1. Use of Saint Martin’s University name and logo to identify institutional affiliation 
2. Recruitment of members on campus 
3. Use of University meeting rooms and facilities for  meetings/events on campus 
4. Participation in the Student Involvement Fair at the beginning of Fall semester 
5. Publicizing activities and events on campus through fliers, emails, screensavers and sandwich 

boards 
6. Use of Club resources and supplies located in the Trautman Union Building including: club 

mailbox, copy machine, butcher paper, and blue tape. 
7. Ability to apply for student activity funding 
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ADVISORS 

Advisors are an important piece of every club and organization. In general, the advisor should serve to 
represent the club to the university and the university to the club.  It is the role of the advisor to ensure 
that the affairs of the club are conducted in a businesslike fashion within contexts of the existing 
university policies and procedures, rather than dictate what members of the club should and should not 
do.  Members of the club should be able to count upon the advisor for assistance and guidance in 
planning and conducting the program and activities of the organization. Students should be open to 
suggestions and feedback since their advisor’s knowledge and experience will be helpful when it comes 
to problem-solving and organizational procedures.   

Advisor Responsibilities 

1. Attend the organization’s meetings & programs whenever possible. 
2. Have knowledge of all plans and activities of the club/organization including the group’s own 

governing documents and assist where able. 
3. Attend all trips and events off campus or make arrangements for a non-student employee to attend if 

unable to participate.  (Inform the Director of Campus Life if you are unable to attend.) 
4. Keep the Director of Campus Life and Senator of Clubs fully informed about the programs and 

activities of the club. 
5. Assist in the general development and operation of the organization. 
6. Discourage domination of the club/organization by an individual or small group. 
7. Foster a sense of teamwork within the club/organization.  Encourage participation of the 

club’s/organization’s membership in activities and services. 
8. Assist in the orientation of new officers. 
9. Be familiar with the Club Handbook. 
10. Veto a decision when it violates the club/organization’s objectives, by-laws, codes and standing rules 

or University policy. 
 
A Club/Organization Student Officer should expect their Advisor to: 

1. Assist the club/organization in formulating long-term goals and in planning and initiating short-term 
projects. 

2. Assist with the University’s procedural and policy matters.  The advisor is responsible to make sure 
students are aware of the potential consequences if they violate the Student Conduct Code. 

3. Assist in evaluating club projects, performance, and progress. 
4. Encourage active interest of the club/organization within the entire campus so that it will identify itself 

as a part of the University community. 
5. Encourage good record keeping; and encourage and monitor sound financial and business practices 

based on the University’s policies and procedures. 
 

 
What an Advisor should expect from a Student Club/Organization Officer: 

1. Inform advisor of club/organization publicity activities, meeting times, locations and agendas. 
2. If your advisor cannot attend a meeting, be sure to meet with them after the meeting to review 

what happened and update them on issues, events and upcoming activities.   
3. Meet regularly with the Advisor for discussing plans and problems. 
4. Courtesy of being asked well in advance of an activity at which the advisor is expected to 

participate. 
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TRAVEL POLICIES 

Requirements for Club and Organization Travel 
 All students traveling as representatives of a University club/organization must be registered as a full 

time student in credit bearing courses at Saint Martin’s University during the semester they are 
traveling.   
 

 Student transportation, lodging, and meal subsidy may be provided from club funds, as per the 
established ASSMU Finance Code and University guidelines.  

o Travel advances for lodging may be available depending on the nature, location, and 
length of trip/event/activity.  You must check with the ASSMU Treasurer to determine 
which, if any, expenses justify a travel advance.   

o Travel reimbursements are obtained after the travel by completing an ASSMU Financial 
Transaction Form within two weeks after the travel.  You must keep your receipts and 
have prior approval in order to be reimbursed.  The ASSMU Treasurer can inform you 
what expenses are eligible for reimbursement (e.g. admission fees, parking, etc), and 
answer any questions about completing the form.  However, you must complete and turn 
in the form within the required time frame. 
 

 When traveling as representatives of Saint Martin’s University, students are expected to 
exhibit behaviors that reflect the standards set forth in the Saint Martin’s Student Handbook 
Code of Conduct.  Potential repercussions for violations of the code are listed within this 
document. 
 

 A “SMU Waiver and Emergency Contact” form is required to be completed by each individual 
participating in certain events that could constitute a risk, such as:  paintball, skiing, etc… The Office 
of Campus Life will inform you if the form is required for your event. All forms must be completed 
at least two weeks prior to your event. 

 

 In the case of off-campus events/activities that do not use university vehicles or provide mileage 
reimbursement, then the activity will begin at the location and the university is not responsible for 
transportation to/from the event/activity.  In such cases, the club/organization members and advisor 
must complete the “Off Campus Events Waiver” form.   

 

 An advisor must be present at all club/organization activities, on or off campus.  When an overnight 
is part of the conference/activity the advisor must stay in the same facility as the club/organization 
members.  The advisor should provide guidance, make decisions in emergencies, and monitor 
activities as a representative of the university.  The advisors and students may not invite their spouse, 
friends or children to attend without written permission from the Office of Campus Life, unless they 
too are students at the university. The advisor should check-in with students during the day and 
evening, and provide contact information so that the students can reach the advisor at all times 
during the event.  
 

o Student: Advisor Ratio: The University recommends at least a 10:1 student to advisor ratio 
for travel, but the advisor reserves the right to request additional advisors as deemed 
necessary for the specific event or activity.  

o Group Travel: If Club members are traveling together as a club, they must be 
accompanied by an advisor.  
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EVENT POLICIES 

Contracts 

Only University approved officials have the right to confirm and sign documents legally binding the 
university and its subordinate entities. Students are not allowed to sign contracts or performer riders. All 
student sponsored activity contracts must be signed by the Director or Assistant Director of Campus Life.  
 

Staffing and Purchased Services 
The Office of Campus Life will make the decision regarding staffing and security for student sponsored 
events and activities. Payment of security and police personnel is the responsibility of the sponsoring 
group. Factors affecting the staffing decision include, but are not limited to: 

1. The number of people expected and the location of the event 
2. Whether the event is to be held during non-business hours 
3. How widely the event was advertised 
4. Whether tickets were sold in advance 
5. Whether money will be collected at the door 
6. The make-up of the group expected (e.g. SMU students, SMU faculty and staff, other college 

students, family and friends of SMU students, people in the local community, adults, children, etc.) 
 
If it is determined that security is required for an event, the sponsoring group must fill out the Request to 
Hire Security or Police Personnel Form and submit it to the Office of Campus Life at least 2 weeks 
prior to the event.  
 

Educational Requirements 
Although the university grants students and student organizations specific privileges and benefits as 
outlined above, the Office of Campus Life, Dean of Students and Vice President of Academic Affairs 
reserve the right to require an additional educational component at student events, including, but not 
limited to discussion, guest speaker, and panel. Sponsoring group will be required for all subsequent 
fees associated.  
 

Event Advisors (This may be your Club Advisor) 
The Office of Campus Life requires a minimum of one Saint Martin’s University staff or faculty member to 
serve as the Event Advisor at all student sponsored events.  The responsibility of obtaining an Event 
Advisor is that of the sponsoring group.   

Event Advisors are expected to provide supervision, ensuring that student sponsors and event workers 
understand their responsibilities and tend to their duties.  Student sponsors and Event Advisors should 
work closely and communicate regularly throughout the evening with security personnel (if needed). 

Event Advisors are authorized to intervene in any situation that warrants intervention and may, in 
consultation with security personnel, decide to terminate an event if necessary.   

Event Advisors are expected to: 

1. Be in attendance for the duration of the student sponsored event. 
2. Ensure that University policies and event procedures are followed.  Advise students, security and 

police as necessary. 
3. Assist with any problems or emergencies that might arise. 
 

IMPORTANT! 
Advisors are required for all University-sponsored events (i.e. – club events, conferences, etc.) on and off-campus. 

All clubs providing demonstrations or doing experiments must have their advisor present. 

 If an event does not have an advisor, the event shall not be approved and will be cancelled.  
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Bonfires 
Outdoor fires are prohibited on Saint Martin’s campus unless specific permission has been granted by 
the Office of Public Safety, Dean of Students and appropriate permits acquired.   

Smoking, Alcohol, Drugs 

 Students and visitors may not smoke indoors at a Saint Martin’s event. All smoking must take 
place at least 25 feet from the building. Residence Life policy states that smoking must take place 
at least 50 feet from Residence halls. 

 No one may consume alcohol before entering an event or bring or consume alcohol or other 
drugs in the event. 

 The use of smoke machines is not permitted because they activate the smoke detectors and fire 
alarms. 

Loitering  

 ABSOLUTELY no loitering is permitted outside of the building before, during, or after a Saint 
Martin’s event.  All exits are FINAL. 

 No one who has been asked to leave the event by the Event Advisor or the security personnel is 
to be allowed back in under any circumstances. 

Movies and Copyright Law 
Showing a movie as a student organization activity may be a fun and relatively easy event to plan.  
 
The Federal Copyright Act (Title 17 of the United States Code) governs how copyrighted materials, such 
as movies, may be used. Neither the rental nor purchase of a videocassette carries with it the right to 
show the tape outside of the home. The "home use" versions of videocassettes and DVD titles are not 
cleared for public performance by colleges—except in certain narrowly defined face-to-face teaching 
activities (Federal Copyright Act, Title 17, section 110)—because proper licensing fees to the copyright 
owners have not been paid for such use. This legal requirement applies regardless of whether an 
admission fee is charged, whether the institution or organization is commercial or non-profit, or whether a 
federal or state agency is involved. 
 
Non-classroom use of a film at the college requires obtaining a public performance license. 
Please work with the Office of Campus Life to clarify this legal requirement and obtain necessary 
licenses. 
 
"Willful" infringement done for purposes of commercial or financial gain is a federal crime and is punishable as a 
felony, carrying a maximum sentence of up to five years in jail and/or a $250,000 fine. Even inadvertent infringers 
are subject to substantial civil damages, ranging from $500 to $20,000 for each illegal showing. 
 

Saint Martin’s University will seek to hold students and officers of an organization personally responsible 
for any action resulting from an infringement of copyright laws. 

 

Showing a Movie 
If your club wishes to show a movie they must go through the following steps:  

1. Select the movie you would like to show. (See SWANK at www.swank.com/college) 
2. Take your selection to the Office of Campus Life to see if there is availability through appropriate 

vendors on your selected date. Please allow at least one (1) week for shipping. 
3. Ensure your club has sufficient funds to cover the copyright costs or plan to request the funds from 

ASSMU.  
4. Place order through Campus Life – upon receipt of movie, Campus Life will call the club contact. 

http://www.law.cornell.edu/usc/17/110.html
http://www.swank.com/college
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PROCEDURE FOR RESERVING SPACE 

Requests for space in all facilities can be made at the Office of Campus Life. Requests must be made 
well in advance of the date and time needed so that you may be given the room(s) that will best suit the 
needs of your program.  Space reservation requests will be confirmed via telephone or email within one 
week of submission. Please fill out a general Event Request Form and submit it to the Office of Campus 
Life, located in the Trautman Union Building.  

General Information Regarding All Reservations  

1. Club advisors must be present for an event and sign off on the space reservation form. If an 
event does not have an advisor, the event will not be approved or will be cancelled. 

2. Reservations must be made at least two (2) weeks in advance. 
3. Reservations should be made for the actual time that you will need the room, including 

preparation and clean up time. 
4. Cancellations of reservations should be reported immediately to the Office of Campus Life. 
5. All requests for microphones and Audio/Visual equipment must be made with your space 

reservation request. Please note that microphones and other Audio/Visual equipment are not 
automatically included in your room reservation.   

6. All reservations are tentative and subject to change or cancellation prior to the date of the 
program. You will be notified if there is a change concerning your reservation. 

7. Misuse of rooms will result in denial of future use. Rooms must be left neat, clean and in order. 
8. Groups will be held financially responsible for any damage to the room or furniture.   

 

Regulations to be Followed When Using Rooms  

1. You must leave the room in the same arrangement and the condition that you found it. 
2. Do not remove furniture from one room to another.   
3. No materials are allowed on the painted surfaces of the rooms. 
4. Do not hang items from the light fixtures or sprinklers in the rooms. 
5. No confetti or glitter is permitted in the following spaces: Harned Hall, Marcus Pavilion or the 

Norman Worthington Conference Center. 
6. Materials may not be sold on campus (books, CDs, etc.) without proper authority. 
7. No open flames such as candles or chemical experiments are allowed in the rooms (unless prior 

consent has been granted).  
8. ALL MATERIALS LEFT IN A ROOM AFTER THE PROGRAM IS OVER WILL BE DISCARDED. 
9. The University is not responsible for damages to personal property, stolen property, or injury 

sustained on university grounds.   
10. The use of illegal substances and disorderly conduct on university property is prohibited, and may 

result in immediate termination of the event and further disciplinary action of the student: see 
Student Conduct Code. 

11. Tampering or misuse of fire alarms or firefighting equipment is prohibited by Washington State 
Law.   

12. Unauthorized possession and/or use of firearms or firecrackers are not permitted.   
13. No pets will be allowed in any building unless special permission has been obtained. These 

regulations do not apply to those animals specifically trained to aid the blind or the deaf.   
14. No person shall set a fire upon university property unless permission is obtained through the 

Office of Safety and Security and the Dean of Students. 

Please have consideration and a professional manner by leaving the rooms neat and clean for others 
who use them. 
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PUBLICITY AND UNIVERSITY POSTING POLICTY 
 

All publicity must adhere to the University Posting Policy. Students must fill out the 
general Event Request Form and attach all publicity materials to be approved by the 
Director or Assistant Director of Campus Life before it is duplicated and distributed.   

Television, radio and non-Saint Martin’s site internet advertisements must be approved by the University 
Communications Director.  No flyers are to be placed in bars or clubs.  No student group is permitted to 
engage the services of an outside agent to advertise or promote an event unless prior approval is 
granted.  In order for a flyer to be approved for posting and distribution it must have: 

 Name of the sponsoring department(s) or group(s) 

 Date of program 

 Phone number or e-mail for further information 

 Beginning and ending time 

 Location (Notices about on-campus events will not be approved unless the room reservation has 
been submitted and confirmed.) 

 Cost for admission (student and non-students – if applicable) 

 Entrance Requirements (including ID, age, free/required coat check) 

General Posting 
The following types of postings are given a priority: 

 Postings that promote a student or campus organization event, activity or program 

 Postings that contain information relevant to students and/or other members of the SMU 
community 

 Postings that promote off-campus educational, social, or cultural events 
 

Entrepreneurial/Classified Postings 
These kinds of postings are permitted, but do not take priority over those outlined above. If the posting is 
for personal or entrepreneurial purposes, it must not exceed a maximum size of 8 ½” x 11” and not 
exceed a maximum of three per building. 
 

Postings NOT permitted 
 Postings promoting night clubs 

 Postings containing spelling, grammatical or typographical errors 

 Postings containing copyrighted materials and/or images 

 Postings promoting the sale or use of alcohol as the primary purpose of the event 

 Postings that include profanity, pornographic material, solicitation, and/or harassment 

 Postings that include discrimination based on race, sex, age, religion, education, ability or sexual 
orientation 

 Postings that include slander, libel and defamation of character 

 Postings that do not represent the mission of the Saint Martin’s University 
 

Posting Locations 
Although Campus Life encourages creativity regarding posting locations, the following are prohibited: 

 Placing notices on windows, glass or front doors of residence halls, trees, or over other notices. 

 Placing notices on bulletin boards that are officially designated for department or organization use 
without permission from the department or organization. 
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 All signs posted in all locations need to be attached with PAINTERS tape, no other tape is 
allowed. Tacks may be used on cork bulletin boards. You can check out blue painters tape from 
campus life in the TUB. 

 Do not post anything on the Information Center’s Bulletin Board in Old Main (bulletin board is 
between rooms 247 & 254). If you wish to have your flyer posted on this board, drop a copy of the 
flyer by the Information Center office. 
 

Staff has been instructed to carefully remove any postings (posters, announcements, for sale, for rent, 

etc.) from any location not approved.  

Posting Guidelines 
 Subject matter must advertise a campus event or be a benefit to the campus community 

 Subject matter must be in keeping with the mission of Saint Martin's University 

 Do not make copies of your posting until Campus Life stamps its approval. 

 If the posting is faith-based it will need additional time to be approved, since it will need to be 
approved by the Office of Campus Ministry, in addition to the Office of Campus Life. 

 Use PAINTERS tape, not tacks or staples, on all doors. The use of other tape leaves residue. 

 Use only tacks or staples on all bulletin boards. The use of scotch tape damages boards. 

 Do not post on glass doors or windows, except in the Trautman Union Building. 

 Reference the Approved Flyer Locations sheet for information where items can be posted. 

 Remove all postings within one week of the event date. 
 

Bulletin Board Regulations 

1. Clubs/Organizations will be held responsible for all items placed on their board. 
2. Loss of assigned Bulletin Board may occur if the club/organization is found to have violated the 

Student Conduct Code or is determined inactive or frozen by ASSMU. 
3. Club/Organization boards must remain current. If a board has not been used or updated over a 

period of four (4) weeks, the club will be given a warning. If action is not taken by the 
club/organization to update the bulletin board within one (1) week of the warning, ASSMU 
reserves the right to reclaim and reassign the bulletin board.  

4. Inactive clubs/organizations have 1 week to remove all materials from their bulletin board. After 
this time, ASSMU will remove all items. ANY ITEMS REMAINING WILL BE DISCARDED. 

5. All Clubs/Organizations must adhere to all University Posting Policies. 
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SALES, SOLICITATION AND FUNDRAISING POLICY 
 

Saint Martin’s University prohibits in any form on-campus sales, solicitation or fundraising activities 
involving goods and/or services not contracted for or by the University, ASSMU (the University’s student 
government) or ASSMU’s officially recognized clubs and organizations. All authorized sales, solicitations 
and fundraising activities must be pre-approved by the Director of Campus Life (Trautman Union Building; 
438-4299) and registered in that office. 

 
All events seeking approval must fill out a general Event Request Form found in the 
Office of Campus Life. 
 

After approval, the vendor must conduct his or her business in the agreed-upon time and location. The 
vendor must post a sign at the point of sale indicating the sponsoring organization. If the sale, solicitation 
or fundraising activity is to take place off-campus, the organization’s activity may be subject to approval 
by the University’s Director of Institutional Advancement. More specific guidelines for approval are as 
follows: 
 

 Auctions. Auctions are acceptable when they are fundraisers for organizations or charities but 
not as individual entrepreneurial activities. 
 

 Charity tie-ins. Soliciting funds for campus groups by tying them to charity fundraising is not 
acceptable. For example, a club may not solicit funds giving half to charity and keeping half for 
their own purpose, even if so advertised. 
 

 Clinics. Clinics are acceptable. However, use of facilities must be cleared through appropriate 
channels. 
 

 Contracted sales. Clubs may contract with certain outside vendors for on-campus sales subject 
to approval. Each club is limited to one contracted sale per year. Sales of insurance, credit cards 
or telephone calling cards are not permitted. 
 

 Donations/off-campus fundraising. Solicitation for direct donations to a club of amounts under 
$100 is permitted with approval from the Director of Campus Life. The University and its affiliated 
organizations (the Saint Martin’s Alumni Association) maintain extensive fundraising programs in 
the South Sound community to support a variety of needs. Therefore, solicitations of $100 or 
more to any area businesses must be approved by the Office of Institutional Advancement (5500 
Pacific Avenue SE, 360-438-4366). 
 

 Door prizes. Door prizes will be approved when attendance is free or fees to attend an event are 
at a fair price for all that attend. Organizers of the event are not eligible to win. 
 

 Gambling. All gambling-type fundraisers such as sports betting pools are unacceptable. Saint 
Martin’s operates in full compliance of the rules and recommendations of the Washington State 
Gambling Commission. Casino nights, which use play money and give door prizes, are 
acceptable. 
 

 Pledge-based fundraising. Basic bowl-a-thons, jog-a-thons, endurance tests and so forth will be 
considered. These events must be approved by the Director of Campus Life. 
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 Raffles. In accordance with the Washington State Gambling Commission’s policies on unlicensed 
raffles, organizations must follow certain guidelines. The club or organization must have been 
organized for at least one year, be able to prove that it has made significant progress toward 
accomplishing its stated purposes and have at least 15 voting members who elect the governing 
body. Each organization is allowed to hold one raffle per year on approval, as long as these 
guidelines are followed: 

1. Receipts do not exceed $5,000 and the maximum price per ticket is $5. 
2. All tickets must be sold for the same price and are consecutively numbered. 
3. It is announced at the point of sale whether or not winners must be present to win. 
4. No discounts or free tickets are allowed. 
5. Raffle tickets are sold only by members of the organization. 
6. Alcohol, tobacco, or firearms cannot be awarded as prizes. 
7. Winners are chosen from a standard drawing format and verified by a non-biased party. 
8. A license from the Washington State Gambling Commission is required under any of the 

following conditions: 
a. If the organization is having more than one raffle held per year. 
b. Winners are chosen by an alternative drawing format (for example a duck race or 

poker run). 
c. Raffle tickets are sold by someone other than a member of the organization. 
d. Tickets are sold at a discount to certain groups or individuals. 
e. The gross revenue will exceed $5000 in a calendar year. 
f. The organization wishes to run Bingo or other amusement games. 

 

 Sales. Sales of products by Saint Martin’s community members, in which no undue pressure to 
buy is present and in which products are sold at a reasonable price, are acceptable on approval. 
Candy sales, bake sales or tee-shirt sales are examples. Such sales are acceptable when they 
are fundraisers for organizations or charities but not as individual entrepreneurial activities. 
 

 Service projects. The most desirable fundraisers, and the likeliest to find approval, are service 
projects in which community members are paid for services rendered and for which the fee is 
normal for the service provided. Car washes are an example. 
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FINANCES 

Funding of ASSMU 

The primary source of Associated Students of Saint Martin’s University (ASSMU) funding is the Student 
Activity Fee. The amount of funds available to clubs and organizations varies according to the number of 
Activity Fee-paying students and the rate of the current fee.  

 

Organizations Eligible to Receive Funding 
Only clubs and organizations who have received formal recognition from ASSMU may request and 
receive a budget from ASSMU.  

The ASSMU Senate may grant a temporary waiver to an organization that wishes to request funds but 
has not yet been recognized. The waiver will only be valid during the budget month. Allocated funds 
cannot be released in the next fiscal year until the waived club/organization has been formally 
recognized.  

Only active recognized clubs can request money from ASSMU.  

Prior to fundraising, a club must open a 22-account through the ASSMU treasurer. 
 
All money raised by student organizations, whether from on or off campus, shall be deposited into these 
accounts. 

 

Club/Organization Budget: The account that is made up in its entirety of the funds provided by ASSMU 
(student activity fees). This account is zeroed out at the end of each fiscal year and any and all remaining 
funds are returned to the ASSMU contingency account.   

 
Club/Organization 22 Account: The account that is made up of fundraising money, dues, and 
donations to the organization. This account rolls over every year and cannot be zeroed out or transferred 
back to the ASSMU contingency account, with the exception of organization payment, repayment to 
ASSMU, or upon club disbandment. 

NOTE: Any activity fee paying student is eligible to request funds from ASSMU. 

 

Requesting a Club Budget  
ASSMU will approve a Budget Period timeline prior to Spring Break. The first five (5) academic days of 
Budget Period, the Finance Committee will be open to receive funding requests from Clubs. At the close 
of the five (5) academic day period when requests are received, the Finance Committee has an 
additional five (5) academic days to review and consider all budget requests.  

In order to obtain a Club Budget the Club must:  

1. Submit a Club Budget Request Form to the ASSMU Finance Committee during the first five 
academic days of the Budget Period. 

2. Go through the First Public Reading – the club will be approached with any questions and potential 
budgets will be presented to the general student and club population. 

3. Appeals Week – Any appeals for change must be submitted for consideration to the ASSMU 
Treasurer within two days of the First Reading of Finance Committee budget recommendations. 

The ASSMU Treasurer will work with the appellants to schedule formal meeting(s) with the Finance 
Committee. Failure of any club/organization to appear for their scheduled meeting without providing 
prior notice will be considered a withdrawal of their appeal. The budget will therefore be submitted 
without amendment. 
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4. Budget Approval – The final budgets for the next academic year will be approved at the ASSMU 
general meeting. Members from all clubs and organizations with proposals for funding will be 
contacted and encouraged to attend the final public vote. The ASSMU Senate may change the 
amounts recommended by the Finance Committee. Any funds not allocated by the Senate are to be 
deposited in the ASSMU Contingency Account (unless otherwise specified).  

 
Budget Period is considered complete upon the approval of the final budget. This 
may be the budget recommendation with or without amendment as the Senate sees 
fit, by a 2/3 vote of the Senate. 

 

Acceptable Expenditures 

Follow these general policies to help ensure you will not receive unnecessary cuts to your budget:  

1. Follow the Rules. No funds will be granted to organizations for an activity that violates the Saint 
Martin’s Student Conduct Code or Washington State law. 

2. No Funding of movies for club use. 

3. No Alcohol and Drugs. Funds may not be used towards the purchase of alcohol, tobacco, or drug 
paraphernalia, or any item prohibited by the current Saint Martin’s Student Handbook. 

4. No funds shall be granted to financially support a political party off campus. This does not 
prohibit the support of politically based student clubs or organizations formally recognized by ASSMU. 
Nor does it prohibit admission to political events.  

5. No funds shall be granted for club advertisement.  

6. Mileage Policy. ASSMU will not reimburse clubs for mileage accumulated in or around the great 
Thurston County area. Beyond that area, the cap for reimbursements is $0.40/mile. Reimbursements 
will be made only if the club has an applicable line item or the Senate approves the money from the 
Contingency or Conference & Workshop budget. Proper documentation is required.  

7. Bus Policy. ASSMU will reimburse bus rental at the rate equivalent to the current charge of the SMU 
Security Office van rental. Reimbursements will be made only if the club has an applicable line item 
or the Senate approves the money from the Contingency or Conference & Workshop budget. Proper 
documentation is required. 

8. Service Trip Policy. ASSMU will fund 10% of the total cost or up to $100/person whichever is less. 

 

Requests for Conference or Workshop Budgets 
Any organization wishing to attend a conference, convention, or workshop must submit in writing detailed 
cost of the conference. The form must be turned into the ASSMU Treasurer at least four (4) weeks prior 
to the date of the conference. This statement will include at least the following information:  

 Names of Participants 
*ASSMU will provide coverage of costs for up to six (6) students. 

 Name and Purpose of Conference 

 Name and Contact Information of Attending Advisor 

 Date and Location of Conference 

 Conference Fees 
*ASSMU will cover up to 80% per student 

 Estimated Reasonable Travel Expense  
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 Estimated Reasonable Lodging Expense  
*ASSMU will cover up to $100/room/night - calculated for the number of rooms needed for double 
rooms while still respecting our Benedictine values of separating genders. 

 Estimated Other Expense (i.e. – food, parking, etc.) 

 
Cash Boxes 
Cash boxes are available for club use at events and fundraisers. Cash boxes may be checked out and in 
through the Office of Campus Life. Each box contains $50 in change. Upon return, Campus Life will 
count your earnings and deposit your funds into the appropriate club account in the Saint Martin’s 
Finance Office. 

Prior approval for fundraising is required. Pick up a general Event Request Form at the Trautman Union 
Building and return completed forms to the Office of Campus Life.  

 
Financial Transactions 

Plan your needs in advance. Once your request has been approved, you may obtain a Financial 
Transaction Form from the Trautman Union Building. Complete the Financial Transaction Form including: 

 Your club name 

 The budget from which you would like to withdraw funds (Club Budget or Club 22-Account) 

 The amount you wish to withdraw and a description of what the funds will be used for 

 The type of financial request (reimbursement, payment, cash advance, purchase order) 

 The name of the vendor/student to receive payment  

 Receipts (if applicable – i.e. making a deposit, returning a cash advance, seeking reimbursement) 

 
Return the completed form to the ASSMU Treasurer’s inbox in the Trautman Union 
Building.  

A check could take two (2) weeks for processing.  Check requests are processed 
every Wednesday – so keep this in mind when making requests. Your cooperation in 
planning ahead and working with the Finance Office is most appreciated!   

 

BE SURE TO MAKE A COPY OF ALL FINANCIAL TRANSACTION FORMS AND SUPPORTING 
DOCUMENTS FOR YOUR CLUB/ORGANIZATION RECORDS 

Check Requests 
Checks may be requested for the following:  

 Payment to a Vendor – Submit an invoice with your Financial Transaction Form and payment 
will be mailed to the vendor.  

 Reimbursement – Submit receipts for the funds spent out of pocket and a check will be given to 
the individual who spent the funds. 

 Cash Advance – Funds can be issued to a person to cover the cost. Receipts must be turned in 
to verify funds were spent on the approved purpose. If the receipts do not add up to the total 
amount of the cash advance, the individual who received the advance is responsible for paying – 
out of pocket – the difference. 

 
Cash Advances 
Although cash advances are not the preferred method of payment, sometimes a club will need a cash 
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advance to purchase decorations, food, or general supplies for events or activities. Cash advances 
should only be used when an alternate form of payment cannot be.  
 
NOTE: Cash advances should not be used for vendor or performer payment and conference travel 
expenses (i.e. – airfare).  

 $500 is the maximum limit for a cash advance. 
 

 A student MUST turn in all receipts and remaining cash from their cash advance or the 
individual/club will not be granted further cash advances until all previous monies have been 
reconciled. 

 
All cash advances required returned receipts, accounting for how all money was 
spent. Any unused funds must be returned with your receipts to the University 
Finance Office.  
 

 

Credit Card 
Students may request that items be purchased via a University credit card. Such transactions must be 
arranged and made through Campus Life or the Finance Office.  

If the expense cannot be covered by the club/organization budget, prior approval for the use of funds 
must be granted from the ASSMU Senate through the funds proposal process. The club/organization 
must have proof of this approval when making requests to Campus Life or the Finance Office.  

TIP: Payment of conference travel expenses or items to be purchased and shipped on the internet is an 
excellent time to submit the Financial Transaction Form requesting payment via credit card.   
 

Transfers 

 Funds may be transferred from any ASSMU Club Account or 22 Account to any other Club 
Account within the ASSMU or Saint Martin’s University accounting system  

 No funds can be transferred from an ASSMU Club Account to a 22 Account. 

Deposits  

 All deposits must be delivered to the ASSMU Treasurer within five (5) business days of receiving 
funds. Cash deposits will be counted (in the presence of the depositor) and recorded.  
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  Date      

 

New Student Club/Organization Registration Form 

GENERAL INFORMATION  
Please print neatly and legibly.  Forms will be returned if they are not legible.   

Organization Name ___________________________________________________________________                                                                      

                                                              Do not use initials    

Acronym (if applicable)        _____________   

 
President ___________________________________________________________________________ 
                      Name                                               Phone                             e-mail 

___________________________________________________________________________________                                                                               
                        Address 

 
ORGANIZATION PURPOSE  

Indicate the primary purpose of the organization: 

____ Activism/Awareness   ____ Political   ____ Military 

____ Communication/Public Relations ____ Sports/Recreation  ____ Musical Arts 

____ Creative/Performing Arts  ____ Technology   ____ Science 

____ Health    ____ Business    ____ Social Sciences 

____ Journalism/Media/Writing  ____ Community Service  ____ Sports Club 

____ Multicultural/Language  ____ Education   ____ Other  ________  

____ Religious/Spiritual   ____ Honorary    

 

Briefly describe the purpose of your organization. The mission statement of your club would be 
appropriate.  A complete mission statement should be attached to this form.  
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NATIONAL SUPPORT  

Is your organization affiliated with a National organization?    Yes No 

If yes, name the National Organization          

Does your organization pay dues to a National Organization? Yes No 

If yes, how much per quarter?           

Describe the types of support your organization receives from its National organization. 

           

           

           

           

 

MEMBERSHIP CRITERIA  
 
Briefly list the criteria for membership in your organization: 

              

              

              

           

 

RECRUITMENT 

How does your organization plan to recruit new members (choose all that apply)? 

____ Organizational Fair  ____ Welcome Week 

____ Invitation to participation ____ Social events 

____ Special recruitment activities* ____ Membership campaign* 

____ Members invite prospective members ____ Through academic department 

____ Announcements made in classes ____ Fliers on bulletin boards 

____ Other*          

*Please attach a sheet of paper describing the activities you are planning 
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ORGANIZATION ROSTER (All officers must have a minimum of 2.0 GPA) 

Please attach a copy of your officer list (Please include e-mail address of the officers). 

This information will be used to verify GPA eligibility and to notify members of special invitations for 
campus events. 

Vice President          
                                  Name Address   email 

Secretary          
                      Name Address   email 

Treasurer          
                    Name Address              email 

Members:          
                     Name Address              email 

            

            

            

            

            

            

            

            

            

            

            

   Contact information for club presidents is published on the ASSMU and Saint Martin’s University Campus Life 
web page.  If you do not wish to have your personal information posted, please check this box.  If you check this 
box, the default contact information will be your Saint Martin’s student email address.  You will be responsible for 
checking that account. 

 
MEETINGS & EVENTS 
This information must be provided within two (2) weeks after becoming a club. If meetings are not weekly 
or change often – updates must be made at the general ASSMU meetings.  
 

 Meetings:  Day  ___  Time  Location  __________________ 

 Club Event Calendar:      Fall        Spring 

CONSTITUTION AND BY-LAWS 
You must submit a copy of your constitution and purpose along with this application. For help creating a 
constitution and purpose, please refer to the format for drafting a constitution found in this packet. 
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ADVISORY SUPPORT  
All student clubs are required to have an advisor who is a full-time faculty or staff member at Saint 
Martin’s University. Please provide advisor contact information. 

     _____      
                    Name   Campus Address 

            
                     Campus Phone            E-mail  

 

ADVISOR STATEMENT 

As advisor to _________________________________________ I am familiar with the Student Handbook                                                                            
                                      (Name of club/organization) 

and Standards of Conduct and will assist in making the membership of this organization aware of the 
policies and procedures established at Saint Martin’s University as well as encouraging the membership 
to comply with these guidelines. I am also aware of the specific responsibilities of the advisor as outlined 
in the Student Handbook and this Club Handbook. 

Advisor Signature      _______    
                                                                                                                                                                     Date 

 

 

 

 

 

 

 

 

 

FOR OFFICE USE ONLY: 

Date Received        Initials    ______ 

Approved      Denied     Initials     

Date club/organization notified of approval  ______            Initials     
 



 

_____ HAZING COMPLIANCE AGREEMENT  
INITIAL  

Please refer to the Student Handbook for more information. 
 

_____ ALCOHOL AND ILLEGAL SUBSTANCES COMPLIANCE AGREEMENT 
INITIAL                            

Please refer to the Student Handbook for more information. 
 

_____ HARASSMENT COMPLIANCE AGREEMENT 
INITIAL 

Please refer to the Student Handbook for more information.  

 
_____ CAMPUS POSTING POLICY AGREEMENT  
INITIAL 

The Saint Martin’s University Club Handbook has established guidelines regarding the posting of informational material 
in campus facilities.  Address any questions about the campus posting policy to the Office of Campus Life.  
 

_____ MEMBERSHIP ELIGIBILITY AGREEMENT 
INITIAL 

All members of a Saint Martin’s recognized student club/organization must be current Saint Martin’s students. 
 

_____ NON-DISCRIMINATION AGREEMENT 
INITIAL 

Clubs and organizations are required to abide by the Saint Martin’s University affirmative action policy.  The student 
club or organization will not discriminate on the basis of race, sex, sexual orientation, age, religion, creed, color, 
handicap, disability, veteran status, national origin or ancestry.   
 

For further information regarding Saint Martin’s Standards of Conduct, please refer to the Student Handbook 

or go on our website at www.stmartin.edu/StudentServices.    

 

 

 

The membership of           has been informed of the                                                
                                                                           (Name of Organization) 
University Hazing, Alcohol, Harassment, Posting, Non-discrimination, and Membership Eligibility requirements as 
contained in the Student Handbook.  I understand that each new member or prospective members must be informed 
to the policy as part of my responsibility as the president/chairperson of the organization. 

 

             
Signature of President       Date  

             
Signature of Advisor       Date  

http://www.stmartin.edu/StudentServices


 

 

      
Date:    ___ 

 

Student Club Renewal Form 

I.  Name of Club      ___________ 
       

II.   Officers Name Phone#   Semester   E-mail 

 President      ______  

 Vice President      ______  

 Secretary      ______  

 Treasurer      ______  

ASSMU and Saint Martin’s University Campus Life web 
page. If you do not wish to have your personal information posted, please check this box.  If you check this box, the 
default contact information will be your Saint Martin’s student email address.  You will be responsible for checking 
that account. 

 
III.   Advisor:   /     

                                Print                                                               Signature 

 
IV.   Organizational Information 

 
A. Approximate Membership    ______   

B. Will you be applying for funds from ASSMU?    YES  NO 
 

C. Dues:  No______  Yes______ If yes, how much/often   ______   
 

D. Please list any local, state, or national affiliations and the costs associated with membership: 
    __________________     

E. Meetings:  Day     Time     Location  _______   
 

F. Constitution – Do we have yours on file?   YES  NO 
 

G. When will elections take place for your group?       
 
 
V.   Club Organization Agreement 

The officer information listed above will be used by the Office of Campus Life as the official points of 
contact for the Club or Organization.  The individuals signing this document certify that they have 
read and understood all sections of the Club Handbook and agree to carry out their responsibilities 
in accordance with those policies as well as all other policies of Saint Martin’s University.  If your 
leadership changes at any time during the semester, it is your responsibility to inform ASSMU and 
the Office of Campus Life so that our files can be updated.   



 

VI. Membership Roster 
Please attach a roster of your current, active members.  It should include their name, valid email 
address and semester.  This list should be type-written.   

 
VII. Calendar of Events 
            This should be a short list of the events/meetings/activities that your group hosted during the past  
            semester. It must be submitted within two (2) weeks after the beginning of the semester.   

 

Approved:     Date:       

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Date:    ___ 

 

End of Semester Club Report 

I.  Name of Club      ___________ 
       

II.   Officers Name Phone#   Semester   E-mail 

 President      ______  

 Vice President      ______  

 Secretary      ______  

 Treasurer      ______  

 
III.   Advisor:   /     

                                Print                                                               Signature 

IV. Club Events: Please list all events from the past semester. List club meetings as one event. 

Date Event Location Other Sponsoring Groups 

  
 

  

  
 

  

  
 

  

  
 

  

  
 

  

  
 

  

  
 

  

  
 

  

 

Which of these events was the most/least successful and why? 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

For Office Use Only 

Status:  Active      Frozen Meetings Missed: _____ Dates: __________________________ 

Total Money Allocated for Semester: $_______________ 

Executive Secretary Initials: ______  Senator of Clubs Initials: ______  



 

 

 
 

 

EVENT REQUEST FORM 
Attach any event publicity to this form for Campus Life approval. 

Name of Event:_________________________________________________________________________________________  
 
Sponsoring Group(s)/Representative:________________________________________________________________________ 

Phone: _________________________________ Email: ________________________________________________________ 

Group Advisor(s)________________________________________________________________________________________ 

Day/Date/Time ______________________________     # of Attendees Anticipated____________  Price: _________________ 

 

 This event will be used as a club/organization fundraiser. If the fundraiser is to be held off-campus or will be working with off-campus donors,  

     permission from the Vice President of Institutional Advancement must be acquired prior to the fundraiser. I have read and understand the published policy on  
     fundraising (See Fundraising in the Student Handbook) and accept responsibility to follow the rules and regulations therein. _______ 

 
 

 A cash box will be needed for this event. See checkout information on back of form. 

 
Room Reservation.  Please select the location you would like to hold your event. All events require a confirmed room reservation. This 
is only a request. You must receive confirmation of your reservation prior to planning your event. 

 Baran Great Room   Trautman Union Building (TUB)-Entire  Harned Hall Classroom: _______________   

 Burton Addition    TUB Conference Room    Old Main Classroom: __________________ 

 Spangler Conference Room  TUB Activity Room    Marcus Pavilion (circle one): Entire  2/3   1/3 

 Baran-Spangler Courtyard  TUB Game Room    Worthington Conference Center (circle one):     

 Parsons Hall Meeting Room  TUB Lawn             Entire    ½          ¼ 

 Other: ________________ 

Set-up Time: ____________ Event Start Time:___________ Event End Time: ____________ Facility Exit Time:____________ 

Set-up Request: Please attach a diagram. 

Equipment Request: Please note that all requests for audio/visual equipment must be made by the club/organization.  

_________________________________________________________________________________________________________ 

_________________________________________________________________________________________________________ 
 
 

     I would like the event to be placed on the University Master Calendar (Event details required). 
 
Event Description: ________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 

_________________________________________________________________________________________________________ 

Office Use Only  

Room Reservation Confirmed    ______ 

    Publicity Approved: ON / OFF    ______ 

    Club/Org Fundraiser Approved  ______ 

    Cashbox Arrangements Made   ______ 
 

 

University Advancement Approval   

      Initials 



 

Describe how the event will be advertised: All postings must be approved by Campus Life prior to distribution.  

___Regular Flyer  ___Oddly Shaped Flyer  ___Email   ___Door Hangers in Res Halls  

___Sidewalk Chalk ___Ad in Campus Newspaper ___Table Tents  ___Sandwich Board Ads 

___Labels on Candy  ___Floating Balloons w/Flyers ___Other____________________________________________ 

Advertisements, Invitations and Ticket Sales: This will help determine if off-campus advertisements will be approved. 

Who will be invited to your event? And what, if any, is their admission fee? 

 SMU students only      Admission fee:_________ 

 SMU students, faculty and staff     Admission fee:_________ 

 SMU students and their guests     Admission fee:_________ 

 SMU students and other college students     Admission fee:_________ 

 SMU students and the general public     Admission fee:_________ 
 

Will you sell tickets in advance?  No_______  Yes_______ If yes, when? ____________________ 

Will you sell tickets at the door?  No_______ Yes_______  

NOTE: The Office of Campus Life will make decisions regarding staffing and security for student sponsored events and activities.  Payment of 

security and police personnel is the responsibility of the sponsoring group. Additionally, the Office of Campus Life, Dean of Students and Vice 

President of Academic Affairs reserve the right to require an additional educational component at student events, including, but not limited to 
discussion, guest speaker, and panel. See the Event Policies section of the Student Handbook for specifics. 
 

I have read the University Posting Policy and understand how and where I may post my event information and that all items must be 
approved prior to distribution.  I understand that if I fail to abide by these rules, or other members of the club/organization fail to abide 
by these rules, disciplinary action may be taken. 

___________________________________________________________________________________________________________  
                                    Signature        Date 

 
 

Cash Box Information 

Expected Revenue: $    Expected Total Expenses: $     Actual Revenue: $     
 
The appointment for pick up of Change box is on:       at        
        Day                Time       Staff Initials 
       
The appointment for verification/deposit is on:       at        
          Day                Time       Staff Initials 

Organization Approval 

                                          ________  
Organization President Signature                                           Date 

                                  ________ 
Organization Advisor Signature                                          Date 



 

                               

ASSMU Club Constitution Template 

 Preamble - This part of your Constitution should include the name and purpose of your club. 
 

 Articles - The following should be included as separate articles in your constitution: 
 

o Officers - This article of your constitution should include the titles of club officers.  It may also 
include voting privileges of officers (if that is something the club decided to do) and may also 
include the rank of officers (again, if applicable). 
 

o Membership - This article of your constitution should include the requirements for membership.  
To be a member of an ASSMU recognized club, you must be an activity-fee-paying student. 
 

o Amendments - This article of your constitution is necessary if you wish to ever make any 
amendments to the club constitution.  Allowing for constitutional amendments enables a club to 
evolve year after year. 
 

 Update Label - It is a good idea to indicate when your club bylaws were last updated, so that your club 
members in the future can easily identify its age. 

  

 

ASSMU Club Bylaws Template 

 Articles  - The following should be included as separate articles in your Bylaws: 
 
o Requirements for Holding Office - This article should discuss the requirements for holding an officer 

position in your club.  Though ASSMU does not allow recognized clubs to discriminate in regard to 
membership, it does allow clubs to set guidelines for holding office within the club.  For example, the 
Education Club may not turn away non-Education majors from their club, but they man stipulate that 
one must be an Education major in order to run for a club officer position. 
 

o Duties of Officers - This article should include the responsibilities of each office. 
 

o Officer Elections - This article should relate the procedure for electing new officers. 
 

o Vacancies or Impeachment of Office - It is a good idea to include something about impeachment of 
an office in your bylaws if you hope to have some sort of established process to follow in the removal of 
an officer from his or her position.  If such a situation ever arises, having this process available may 
save your club time, help maintain a certain level of professionalism during such a circumstance, 
provide validity to the officer's removal, and help to keep the officers accountable to their duties. 
Vacancies should also be addressed in your bylaws, as vacancies area a common dilemma that most 
clubs regularly face. 
 

o Meeting Management - It may also be a good idea to include an article on meeting management, even 
if the only stipulation is that (for example) the Club President is to maintain order in the meeting. 
 



 

o Amendments - This article in your bylaws is necessary if you ever wish to amend the club bylaws.  
Since the bylaws are separate from the constitution, there should be a separate article regarding 
amendments to the bylaws. 
 

o Committees - If your club decides to create committees, or thinks it will in the future, it would be a good 
idea to include an article on committees.  This article should address the function of standing 
committees that have already been established ( for instance, your club may have an activities 
committee, or a recruiting committee), and also may include how to form a club committee in the future. 
 

 Update Label - It is a good idea to indicate when your club bylaws were last updated, so that your club 
members in the future can easily identify its age. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Memorandum   
   

To: ASSMU Senate  

CC: Ahmadou Seck, ASSMU President 

Ginny-Beth Joiner, ASSMU Advisor   

From: INSERT NAME HERE, INSERT CLUB/ORGANIZATION & TITLE  

Date: INSERT DATE HERE 

Topic: INSERT PROPOSAL TITLE HERE 

1. Background: Information to help senate understand the reason this proposal has been submitted. 
 

2. Purpose: What you hope to accomplish with this proposal. 
 

3. Cost: Provide a breakdown of costs, especially if you are requesting multiple items. The more specific you can 
be the better. All club requests may state “$100 seed money.” Until a club is formed, it is not provided a budget. 

 
4.   Requested Action: I therefore propose that… 
 

    Respectfully submitted, 
 

 Sign Here     

NAME 

TITLE, ORGANIZATION 

 

 

  

 

 

 

 

 

 

 

 

 

 



 

SAMPLE Memorandum 
 

To: ASSMU Senate  

CC: Ahmadou Seck, ASSMU President 

  Ginny-Beth Joiner, ASSMU Advisor   

From: SMU Student, Elementary Education Major 

Date: February 11, 2009 

Topic: Teacher Workshop 

 

1. Background:  The future Teachers Conference is a day-long symposium designed to give high 
school and college students, of all backgrounds, a look at education today and the inspiration 
to pursue teaching as a profession. Though past conferences were focused solely on future 
teachers, this year’s conference will also have something to motivate and enlighten current 
teachers as well.  

Students, teachers, administrators, and other educational professionals from local community 
colleges, four-year universities, and K-12 schools will attend this event. It includes a 
continental breakfast, lunch, and a chance to meet and network with many current and future 
educators.  
 

2.  Purpose:  The purpose of this event is to allow future teachers to learn more about their career 
field. The students wanting to go are currently student teaching in classrooms around the area, 
and this conference would help them learn new skills they could use in the classroom.  

 
3.  Cost: $30.00 per person / 6 students attending = Total: $ 180.00 

 
4.  Requested Action:  I request that ASSMU help fund 6 students to attend the Future Teachers 

Conference on March 7, 2009.  
 
Respectfully submitted, 
 

SMU Student 

Education Major 

 

 

 

 



 

 
 
Please fill out the form completely and return to the ASSMU Treasurer’s inbox in the Trautman Union Building. 

REMINDER: A check could take two (2) weeks to process. Check requests are processed every Wednesday – 
so keep this in mind when making requests. Your cooperation in planning ahead and working with the Finance 
Office is most appreciated!   

***BE SURE TO MAKE A COPY OF ALL FINANCIAL TRANSACTION FORMS AND SUPPORTING DOCUMENTS 
FOR YOUR CLUB/ORGANIZATION RECORDS.*** 

 
Today’s Date: ____________________________ Date Check Needed: ___________________________________ 

Person Completing Form: _____________________________________________________________________________ 

Club or Organization Affiliation: ________________________________________________________________________ 

Contact Information: _________________________________________________________________________________ 
                                                    Phone Number     Email Address 

TRANSACTION REQUEST: Please indicate the type of transaction you would like to make. 

 Cash Advance: $________ 
NOTE: Cash Advances may not exceed $500. All receipts and unused funds must be returned to the Finance Office 
within five (5) days of receipt. Return receipts attached to a copy of this form. 
 
 

Make check payable to: _______________________________________________________________________ 
 

     Credit Card Payment : $________ 
       NOTE: Documentation or detailed list of items and costs will be required prior to payment. Make appointment   
       with Campus Life for transaction. 

 

 

Payment to: _________________________________________________________________________________ 

Reason for charge: ___________________________________________________________________________ 

 

 Performer/Vendor Payment Request: $________ 
NOTE: All contracts must be signed by Campus Life. Performers must supply a copy of their W-9 to the Finance 
Office prior to payment.  
 
 

Make check payable to: _______________________________________________________________________ 

 Call when ready and I will pick it up  

 Mail check to: _______________________________________________________________________ 
 

 Reimbursement: $_________ 
NOTE: All receipts must be provided for reimbursement to be issued.  
 

 

Make check payable to: _______________________________________________________________________ 

Reason for personal expense: __________________________________________________________________ 

 Call when ready and I will pick it up  

 Mail check to: _______________________________________________________________________ 

Financial Transaction Form 



 

TRANSACTION REQUEST CONTINUED: Please indicate the type of transaction you would like to make. 

 Deposit:  $ __________    To Account: ___________________    Funds Acquired From: ____________________ 
 
 

 Purchase Order:  $___________ to  PO #:______________  
 

 

 Transfer:   $ __________    From Account #: _____________________    To Account #: _____________________ 

 

ACCOUNT INFORMATION: Please indicate the account from which you wish to receive funds.  

 ASSMU Budget: _______________________________________________ (i.e. General, Activities, President etc.) 

 ASSMU Contingency (Granted from specific proposal) 

 Club ‘22’ Account 

 Club Budget 

 Conferences Budget 

 Other: ______________________________________ 

 

ADDITIONAL NOTES:  Please list any additional information you think is necessary to process your request. 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

***SEE CLUB HANDBOOK FOR ADDITIONAL FINANCIAL TRANSACTIONS POLICIES*** 

 

FOR OFFICE USE ONLY 

Date Reviewed: _____________________________   Date Sent to Finance Office: ______________________ 

Request (Circle One):   APPROVED   DENIED 
 

NOTES: 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

ASSMU Treasurer: __________________________________________________________________________________ 

   Signature           Date 

ASSMU Advisor : ____________________________________________________________________________________ 
                                            Signature          Date 



 

 

           Annual Budgeting Information Worksheet 

 

Organization: _______________________________________________________________________________________ 

Primary Contact Person: ______________________________________________________________________________ 

Email: _________________________________________________________ Phone: _____________________________ 

The key to budget month is reading the criteria carefully.  Please make sure you are very through in your descriptions or 
you may be cut simply because the finance committee misunderstands what you are requesting.  In addition, for the 
sake of the finance committee members please don’t pad your budgets but only request what you actually need.  You 
will have a better chance of keeping line items if they are reasonable.  Help us and we will do our best to help you! 

-ASSMU Budget Committee 

TIMELINE: 
Date  Description  
___________ Annual Budgeting Forms Due by 5pm to ASSMU Treasurer  
___________ Annual Budget Recommendation Released to the Senate 
___________ Annual Budget Recommendations Released to Senate and Students 
___________ Appeals Due by Noon 
___________ Present Second Reading to Senate and Students 
___________ Final Budget Recommendation Voted at General ASSMU Meeting 

ITEMS TO CONSIDER: 

 Guest speakers cap at $500 / club 

 Transportation will only be considered when you are traveling beyond the greater Thurston County area 

WE JUDGE REQUESTS BASED ON THESE STANDARDS: 

3.1a  Degree of positive promotion and reflection of the ideals, interest, and goals of the SMU community. 
3.1b  Appeal to the student body through its activities and programs. 
3.1c  Degree of student participation in the programs per dollar spent for the program; including the number of students  
          participating and the number of students served by the event. 
3.1d  Attempts to secure funding from sources other than ASSMU.  
3.1e  Disclosure of non-ASSMU funding to the Finance Committee 
3.1f   Appropriate historical budget expenditures and uses. 
3.1g  Benefits offered to the students involved. 
3.1h  Past record of revenues and expense to evaluate the history of spending. 

 

 

 



 

 

Item Description (Type as much as you want, the more the better!) Cost 

 $ 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 
Grand Total: $___________________ 



 

 

(Are you sure you don’t want to cut anything else out?) 

CAMPUS LIFE 

REQUEST TO HIRE SECURITY OR POLICE PERSONNEL  
 

This form MUST be submitted to the Office of Campus Life at least TWO WEEKS PRIOR to the event. 

 
Today’s date:_______/_______/_______              Date of event:_______/_______/_______           Time of event: ________ to_______ 

Location of event:_____________________  Sponsoring organization:_______________________  Advisor: ____________________ 

Number of security guards @ $____.____ per hour: _________________________ 

Number of police officers @ $____.____ per hour: __________________________ 

 
Student sponsors. At least ONE student sponsors must be on duty for the duration of the event. 

Name Phone Signature 

 
 

 

  

 

 

  

 

 

  

 

 

  

 
Event Advisors.  At least ONE Saint Martin’s University faculty/staff advisor must be on duty for the duration of the event. 

Name Phone Signature 

 
 

 

  

 

 

  

 

 

  

 

 

  

 
Campus Life Representative ______________________________ Phone_______________ 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

Security Response: 

Security guards hired:_________________________________________ Time:__________to___________ 

       __________________________________________Time:__________to___________ 

Police officers hired:___________________________________________Time:__________to___________ 

      ___________________________________________ Time:_________to___________ 



 

 

Director of Security____________________________________________  Date:______/_______/_______ 

  



 

 

Participant’s Name _________________________________    Telephone (         ) ____-______    Date of Birth ____/____/____      

 

Permanent Address _______________________________________________________________________________________    

City _____________________________________        State _______________________                  Zip __________________ 

 

I, ________________________________________, have been granted permission to attend and participate in the 

____________________ Event sponsored by Saint Martin’s University. 

I understand that the very nature of the activities for this program involves a certain amount of risk.  I recognize that Saint Martin’s 

University has taken careful measures to minimize the risks involved to the participants.  Thus, it is my responsibility to abide by these 

measures for not only my safety, but the safety and enjoyment of everyone involved.  I understand that failure to abide by these 

measures is at my own risk, and could result in physical injury or even death.  

In exchange for the privilege of participating in these activities, I hereby waive any legal claim against those associated with 

________________________________ activity in the event that I am injured while participating in this activity, and travel to and 

from the same. 

I hereby give my consent, in the case of injury, to have a medical doctor, nurse, hospital, or clinic, or other authorized medical 

practitioner to provide me with medical assistance and/ or treatment, and agree to be financially responsible for the reasonable cost of 

such assistance and/ or treatment.  

 

Informed Consent for Release of Information:  By signing below, I grant permission for Campus Life to use my name; any photos, 

film, or videos of me or my likeness.  

__________________________________________________        ____________________________ 

 Signature of Student       Date 

__________________________________________________   ____________________________ 

 Signature of Parent/Guardian (if student is under the age of 18) Date 

 

Emergency Contact: 

Parent/Guardian:  _____________________________________________________________________   

Daytime Phone:  (             ) ___________________ Evening Phone:  (            ) __________________ 

In an emergency when family/guardian cannot be reached, please contact: 

Name:  ____________________________________   Relationship:  ____________________________ 

Daytime Phone:  (             ) ___________________ Evening Phone:  (            ) ___________________ 

 

Health 

Allergies:  ___________________________                    Medical Conditions:  ______________________ 

Current Medications:  ____________________________________________________________________ 

Event: __________________________ 
Program Agreement & Emergency Contact Information 

Form 
 



 

SAINT MARTIN’S UNIVERSITY and ST. MARTIN’S ABBEY 

Activity Waiver and Hold Harmless Agreement 

Office of Campus Life * 5300 Pacific Ave. SE * Lacey, WA 98503-1297 

Event: _____________________________________________________________________________ 

I declare, under penalty of perjury under the laws of the State of Washington, that I voluntarily agree to participate in 
this activity: 

Event: _____________________________________________________________________________ 

Date: _____________________________________________________________________________ 

Time(s): ___________________________________________________________________________ 

Location: __________________________________________________________________________ 

and understand the risks involved.  I specifically assume the risk and acknowledge that these risks include, but are not 
limited to, injury and potentially death.  I accept full responsibility for my voluntarily participation in this activity and 
waive any and all claims I, my family, heirs, agents or legal representatives may have against Saint Martin’s University 
and St. Martin’s Abbey, its employees and agents.  I further acknowledge that I have been given the opportunity to 
decline from participating in this activity and to seek independent legal advice. 

___________________________ __________________________________ ____________ 
     Print Name      Signature            Date 

___________________________ __________________________________ ____________ 
     Print Name      Signature            Date 

___________________________ __________________________________ ____________ 
     Print Name      Signature            Date 

___________________________ __________________________________ ____________ 
     Print Name      Signature            Date 

___________________________ __________________________________ ____________ 
     Print Name      Signature            Date 

___________________________ __________________________________ ____________ 
     Print Name      Signature            Date 

___________________________ __________________________________ ____________ 
     Print Name      Signature            Date 

___________________________ __________________________________ ____________ 
     Print Name      Signature            Date 

___________________________ __________________________________ ____________ 
     Print Name      Signature            Date 

 



 

Clubs 2013-2014 

Club Name President 

ASCE Jennifer Hatfield 

ASME Darren Popkins 

Biology Nicole Phillips 

Black Student Union Jeneva Burton 

Chemistry Alyssa Aguilar 

Chinese Dragon Siyuan Zhau 

Circle K Maddison Lotz 

College Republicans Albert Davis 

Engineers w/out Borders Kyle Marlantes 

Filipino Heritage Christina Calumpit 

Gaming David Lawrence 

HANDS Kierstyn Clubb 

Hawaii Club Maluani Antonio 

International Serena Ding 

LSA Gardenia Duran 

Magic Club David Lawrence 

Non-traditional Timothy Templin 

Outdoors Kataira Jesernig 

Psychology Omar Santana 

Society of Women Engineers Anne Petrich 

SMUFE (Education) Chad Dillman 

Dance Ensemble Marinella Chvatal 

SMU Spirit Melissa Barfoot 

Theatre Workshop Michael Kollen 

 


