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Student Organization Leaders and Advisors, 

The Office of Student Involvement and Leadership Development extends a warm welcome as you 
embark on a new academic year filled with meaningful activity for your student organization. 
Student organizations are an important part of the educational experience at Washington State 
University and are vital to student life.  
This resource manual is intended to aid you in successfully leading your student organization, to 
familiarize you with the available resources, and to provide you with the guidelines for student 
organizations. We hope that this manual will also serve as a reference in planning and implementing 
your organization’s activities. We wish you the best of luck in programming successful activities. 
On behalf of the Student Involvement Office, thank you for the time and energy you commit. Good 
luck as you plan another exciting year of events and activities. 
 
 
Sincerely, 

          

Connan Campbell          

Director of Student Involvement and Leadership Development         
 
The ―Student Organizations Manual‖ is published annually by Student Involvement and Leadership 
Development. Subsequent editions supersede the policies and procedures contained herein. 
The policies, procedures, statements and guidelines contained herein are subject to continued review and 
evaluation by relevant University officials. A copy of this publication is posted online at 
http://studentinvolvement.wsu.edu/  
Student Involvement and Leadership Development strives to maintain the highest standards of accuracy in all 
its disseminated information. For questions or comments regarding this publication, contact the following: 
 
Washington State University 
Student Involvement and Leadership Development  
CUB 320 
Pullman, WA 99164-7204 
getinvolved@wsu.edu  | studentinvolvement.wsu.edu  
509-335-9667 | Fax: 509-335-2493        Revised 3/3/09 

http://studentinvolvement.wsu.edu/
mailto:getinvolved@wsu.edu
http://www.campusinvolvement.wsu.edu/
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REGISTERED STUDENT ORGANIZATION POLICIES  
REGISTRATION STATUS 
Student Involvement and Leadership Development acknowledges eight levels of recognition status 
for registered student organizations. 

 Expired – Each year, every RSO status is expired on July 31st, at that point each organization 
must re-register with their new membership for the academic year. (RSOçs do not have 
access to resources on this status)  

 Expired with history – On July 31st of every year any RSO that is on Probation or Suspension 
will be changed to this status. (RSOçs do not have access to resources on this status) 

 Incomplete Registration – Indicates incompletion of all requirements for active status. 
 Awaiting Verify – Once an expired RSO registers, they immediately shift to this status until all 

requirements are met for active status. 
 Active – An RSO maintaining an active status is fully registered with the University, this status is 

contingent upon meeting all registration requirements. 
 Probationary – An RSO on probationary status is fully registered with the University, however 

this status is placed when an RSO fails to meet registration requirements or follow procedures 
and guidelines. An RSO can only maintain probationary status for one semester. If 
requirements have not been met after one semester, the RSO will be suspended for no less 
than one semester. 

 Suspended – When an RSO fails to meet or maintain registration requirements or follow 
procedures and guidelines.  Suspended RSOs effectively lose all rights granted through Active 
status.  (RSOçs do not have access to resources on this status) 

 Inactive – Any RSO that voluntarily chooses to not maintain ―active‖ status. 
 
RIGHTS OF REGISTERED STUDENT ORGANIZATIONS 
Upon completion of the registration process, all RSOs will be granted the following rights: 

 To attend an Orientation session to start the year out right. 
 To participate with Student Involvement and Leadership Development Involvement Fairs to 

assist in RSO recruitment. 
 To apply or nominate RSO for Student Involvement and Leadership Development Award 

Ceremony. 
 To receive free leadership workshops and consultations through Student Involvement and 

Leadership Development. 
 To utilize and check out materials and equipment from the Leadership Resource Center. 
 To receive email correspondence of opportunities and upcoming events pertinent to RSOs. 
 To receive reduced fees with CUB Audio Visual Services, the Image Shop and campus facility 

usage. 
 To receive free tabling, campus meeting rooms, RSO account, and grant opportunities. 

 
RESPONSIBILITIES OF REGISTERED STUDENT ORGANIZATIONS 
Student organizations at WSU shall complement the academic mission of the University and enhance 
the educational experience for students. Organizations will be held responsible for actions of the 
group membership, guests, and individuals.  
An organization is responsible for its own actions. The organization will be held responsible: 
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 When the organization fails to comply with a duty imposed by a written University policy, 
including, but not limited to, improper membership education and initiation, improper 
organizational registration of activities for which registration and or permission is required; 
failure to comply with applicable health and safety regulations; misuse of University property, 
facilities and equipment; violations of University regulations on the use of alcohol; 
misrepresentation of the organization or group; abuse of student election procedures and 
regulations; misappropriation of funds; and violations of any rule or policy applicable to 
organizations. 

 When the organizational purposes are not compatible with the educational purposes of the 
University; engage in financial mismanagement; or conduct activities that are in violation of 
University regulations, local, and state laws. 

 When a student organization or an affiliated University group is charged with a violation of the 
Code of Student Conduct, the presiding officer or individuals affiliated with the group shall be 
required to participate in proceedings conducted under this Code as representatives of the 
group. 

 When one or more officers refuse or neglect to perform duties outlined in the Code of Student 
Conduct. 

 
Shared Responsibility for Infractions  
Students and organizations may be held responsible for the conduct of their guests while on 
University premises, at University-sponsored or supervised activities, and at functions sponsored by 
any registered student organization. 
 
Organizational Responsibility 
A complaint may be filed against an organization under the Code. An organization and its members 
may be held collectively and individually responsible for violations of the Code by those associated 
with the organization, including guests and alumni of the organization. When a complaint is filed 
naming an organization as Respondent, the presiding officer and/or students affiliated with the 
group shall be required to participate in meetings and hearings as representatives of the group. 
 
Responsibilities 

 To renew your organization’s registration with WSU every Fall and to provide updated 
information on new officers and or staff/faculty advisor. 

 To comply with all university rules and regulations as found in the Student Handbook, this 
manual and other information provided by WSU. 

 To adhere to the purpose of your organization as stated in the constitution. 
 To provide programs to the university which contribute to the educational, recreational, 

cultural, and social environment of the campus community.  
 To maintain close communication with your advisor, keeping him/her informed of 

organization progress towards its goals and objectives as well as reporting any dangerous or 
prohibited activities engaged in by anyone associated with the organization. 

 To maintain communication with WSU to keep the Student Involvement and Leadership 
Development Office informed of planned activities and any potential problems or violations. 

 To attend workshops and seminars sponsored by WSU in which fiscal, safety, university or 
programming procedures are explained and discussed. 
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 To prohibit members from practicing any physical or psychological hazing, illegal activity, and 
violations of university policy. 

 
REQUIREMENTS FOR REGISTERED STUDENT ORGANIZATIONS 
Establishing an Organization 
Registered Student Organizations must fulfill the following annual requirements to register an 
organization: 

1. Review the registration process and pick-up the necessary forms and sample constitution from 
Student Involvement or download the information at studentinvolvement.wsu.edu   

2. A minimum of five (5) students and one (1) advisor are needed to establish an organization. 
Organizations requesting registered status are allowed free use of a meeting room space two 
times before becoming registered. 

3. Develop a constitution for the organization based on input from the members. Each 
organization applying for registration as a WSU student organization must electronically 
submit to Student Involvement a constitution via the RSO Portal (rsoportal.wsu.edu) to 
complete the online registration process. You will find constitution guidelines with a sample 
constitution below. 

4. Elect officers in accordance with the methods stated in your constitution. All officers are 
required to be WSU students that have registered for at least one credit and must not have a 
Conduct file.  

5. Complete the online Student Organization Registration at rsoportal.wsu.edu and sign-up for a 
required RSO Orientation Session. Deadlines can be obtained online at 
studentinvolvement.wsu.edu or by calling Student Involvement (335-9667). 

6. Registration will be complete after all registration requirements have been met. 
7. After your RSO registration is complete you will need to submit a signature card to open a 

new or update your existing RSO account.  Signature cards are available at the Administrative 
Services Office (CUB 60).  

 
Maintaining an Organization  
Registered Student Organizations must fulfill the following annual requirements to maintain ―active 
― status. Once a group registers, it is relatively simple to maintain the registration status. The 
privileges of registration will continue as long as groups fulfill the following:  

1. Complete the online Student Organization Registration process. This must be updated with 
any modifications within the organization.  

2. Upload any revisions of your constitution to Student Involvement for review and approval. 
Constitution guidelines also apply to revisions.  

3. Notify Campus Involvement of officer or advisor changes within 10 days of any election by 
simply removing outgoing officers and adding new officers to the RSO Portal.  

4. Collect mail at least once a week from the organization’s mailbox located in CUB 44. Due to 
the large number of RSOs each year, unchecked mailboxes may be closed and reassigned. 

5. Adhere to Washington State University policies and procedures, local, state, and federal laws. 
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CONSTITUTION AND BY -LAWS  
A group’s constitution is an important document that governs its purpose and future actions. 
Anticipate the future and ensure that your constitution does not limit the organization’s options for 
growth and change.  
 
Constitution vs. By-Laws? 
The constitution of an organization contains the fundamental operating principles that govern its 
operation. The By-Laws establish specific rules of guidance by which the group is to function. All 
registered student organizations must have their basic structure and methods of operation in 
writing. The constitution is the essence of the overall purpose of the organization and is not changed 
unless the purpose changes. By-Laws set forth in detail the procedures a group must follow to 
conduct business in an orderly manner. They provide further definitions to the articles of  
the constitution and can be changed more easily as the needs of the organization change. 
 
Why Have a Constitution? 
By definition, an organization is a ―body of persons organized for some specific purpose as a club 
union or society.‖ The process of writing a constitution should serve to clarify the organization’s 
purpose, delineate basic structure and provide the cornerstone for building an effective organization. 
It will also allow members and potential members to have a better understanding of what the 
organization is all about and how it functions. 
 
What Should be Covered by a Constitution? 
The following is an outline of the standard information to be included in a constitution. The 
objective is to draft a document that covers these topics in a simple, clear, and concise manner. 

Article I. The name of the organization 
Article II. Affiliation with other groups (local, state, national, etc.) 
Article III. Purpose, aims, and functions of the organization 
Article IV. Membership requirements (how determined, who’s eligible, etc.) 
Article V. Officers (titles, term of office, how and when elected, responsibilities, removal 
process) 
Article VI. Advisor (term of service, how selected, removal process) 
Article VII. Meetings (frequency, special meetings and who calls them) 
Article VIII. Standing Committees 
Article IX. Quorum (how many votes needed to pass something) 
Article X. Amendments (means of proposal, notice required, voting requirements) 

 
What Should Be Included in the By-Laws? 
By-Laws must not contradict provisions in the constitution. They generally contain specific 
information on the following topics: 

 Membership (requirements, resignations, expulsion, rights, and duties) 
 Dues (amount and collection procedures, any special fees, when payable) 
 Budget (procedure for approving, reviewing, amending, etc.) 
 Duties of Officers (powers, responsibilities, specific job descriptions, procedures for filling 

unexpired terms of office, removal from office) 
 Executive Board (structure, composition, powers) 
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 Committees (standing, special, how formed, chairpersons, meetings, powers, duties) 
 Order of Business (standard agenda for conducting meetings) 
 Parliamentary Authority 
 Amendment Procedures (means of proposals, notice required, voting requirements) 
 Other specific policies and procedures unique to your organization necessary for its operation 

Once We Have Them â What Do We Do With Them? 
The documents should be referred to when questions arise, reviewed annually, and utilized in the 
training of new officers. The needs of a group will change over time and it is important that the 
constitution and by-laws are kept up to date to reflect the current state of affairs. Make sure every 
new member of the organization has a copy. This will help to unify members by informing them 
about the opportunities that exist for participation and the procedures they should follow to be an 
active, contributing member. 

 
Sample Constitution  

__________________________________________________ 
The (insert organization name here) Constitution 

Article I – Name of Organization 
The name of the organization shall be _______________________________. 
 
Ar ticle II – Affiliation 
[If an organization has any national, state, or local affiliation, include that information here.] This 
organization shall be affiliated with (insert name of national, state, or local organization) and shall 
abide by its constitution and by-laws. The constitution and by-laws shall not be in conflict with 
Washington State University policies and procedures. WSU policies and procedures shall take 
precedence over the constitution and by-laws of (insert name of affiliation). 
 
Article III – Purpose 
The purpose of _______________ shall be … [Organizations should be certain to include a complete 
statement of purpose. Activities and programs sponsored by the organization will be expected to 
fulfill the organization’s stated objectives. The purpose of the organization should also be related to 
the promotion of student learning and shall not conflict with the mission, goals, and policies of 
Washington State University.] 
 
Article IV – Membership 
Section 1: Regular membership. Voting members of this organization shall consist of regularly 
enrolled full-time undergraduate and graduate students of Washington State University (may further 
qualify by any specific skills, GPA, requirements, or interests a member should have). 
Section 2: Honorary or associate membership. Non-voting members may consist of WSU 
employees or non-students [Note: This is a policy of Washington State University, and regardless of 
its appearance in your group’s constitution will need to be upheld. Only current students may be 
voting members of the organization].  
Section 3: Non-discrimination clause. Consistent with all applicable federal and state laws and 
University policies, this organization and its subordinate bodies and officers shall not discriminate on 
the basis of race, color, age, religion, veteran’s status, sex, national origin, sexual orientation or 
disability in its selection of members. 
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Section 4: Dues. If members of the organization pay dues, include information regarding when the 
organization determines the amount of dues and the approval process or membership support to 
increase the dues. 
 
Article V – Officers 
Section 1: Officers of the organization shall be as follows: (titles, terms of office, duties). 
Organizations should have the necessary officers to run the organization and conduct business 
effectively and efficiently, but not so many that it hinders the organization’s ability to be effective 
and efficient. 
Section 2: Election of officers. (Include how officers are elected/selected, method of nominations, 
and how balloting is used). The Executive Board of the student organization will be elected between 
March 15th and April 15th for the following academic year. 
Section 3: Officers shall take office on April 30th and shall serve for a period of one full academic 
year. 
Section 4: Officers shall not be on academic or University probation at the time of their elections 
and throughout their term of office. (GPA requirement shall be 2.0 cumulative average or higher.) 
Section 5: Officers failing to fulfill the given responsibilities and duties may be removed by the 
active organization. 
Section 6: The removal of an officer requires a majority vote of (two-thirds, three-quarters) 
organization members following notification of the officer in question. Such notification shall be 
provided in writing no less than seven days prior to the vote. 
 
Article VI – Advisor 
Section 1: Method of selecting advisor. Advisors for student organizations shall be selected from 
among the faculty, staff, administration, or qualified Teaching and Grauduate Assistants. 
Section 2: The advisor must take an active role in assisting the student organization achieve its 
mission and purpose. 
Section 3: List specific duties or responsibilities of the advisor. The advisor should act as a liaison 
between Campus Involvement and the organization he/she is advising. 
 
Article VII – Meetings 
Section 1: A regularly scheduled general meeting shall be held at least (specify an amount which is 
at least once a semester). The officers may call additional meetings when the need arises. 
Section 2: A quorum shall consist of (x) voting members present at any regular or special meeting 
to conduct official business. (A quorum is defined as the number of members or percentage of total 
membership needed to be present at a meeting in order to conduct the official business of the 
organization.) 
Section 3: A quorum shall be present in order for any official business to be conducted. Official 
business shall include election of officers, setting of dues, and any other major decisions. 
Section 4: Parliamentary Authority (Roberts Rules of Order is typically used.) 
 
Article VIII – Standing Committees (if needed) 
Section 1: Standing committees (composition, appointment, function, powers, and duties, such as 
membership, financing, and publicity) 
Section 2: Appoint of committees by president, chairperson, or council. 
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Article IX – Quorum 
Section 1: Quorum is defined as 50% of the organization’s total membership plus one. 
Section 2: Quorum is necessary for any voting that occurs within the organization. 
 
Article X – Method of Amending Constitution 
Section 1: All amendments to this constitution require notice of (specify time) prior to being 
discussed and voted upon. 
Section 2: The constitution may be amended by a vote of (two-thirds or three-quarters) majority 
membership at any regular or special meeting. 
 
EVENT MANAGEMENT  
 
REGISTERING EVENTS 
The success of your event depends on the amount of time and effort put into its planning. It is 
important to write down your goals and plan of action so that a clear plan can be determined. Some 
of the questions to ask are: 

1. WHAT? Be specific about what you want to do, and what you are trying to achieve. Define 
your objectives clearly. 

2. WHY? To avoid wasting time and unnecessary work, ask why certain tasks are being done. Be 
able to explain the purpose of the tasks in the chain of action that will culminate in your 
event. 

3. WHEN? Consider the timing of the event. Be aware of other events occurring on campus at 
the same time. Set a realistic time limit for your event. Keep in mind the desired outcome of 
the event (the end) and work backwards, establishing deadlines that will fit your timeline. 

4. WHO? Involve as many members as possible in the planning and execution of the event. 
Delegating work makes it more manageable and increases the likelihood of all bases being 
covered. Assignments should be made according to individual skills and capabilities. Set 
deadlines that all must adhere to.  

5. WHERE? Establish the location for your event in the early stages of planning. Be aware, in 
advance, of procedures and restrictions involved in reserving rooms. Research the physical 
factors that may affect your event (bottleneck at the entrance of a room, large enough room 
for expected number of people). Take into account problems that might be caused by the 
weather – reserve a rainout room if proposed event is to be held outdoors. 

6. HOW? With a positive attitude! If everyone is excited about the event, and everyone puts in as 
much time and effort as is necessary, the event will be a success. 

 
Start planning early, and be aware of complications that may arise. Remember, you have resources 
at your disposal. If you have any questions, or you need any help, contact Student  Involvement 
at 335 -9667 . 
 
RSO Workspace in the Compton Union Building  
Beginning in August of 2008 is the availability for RSOs to utilize the new RSO Workspace available in 
CUB room LL 44 & 302.  This workspace is comprised of computer stations, open tables, lockers, and 
printing services.  Additionally, support staff will be available  
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Student Event Registration Process   
All Registered Student Organizations must register all events in which the RSO partakes (such as 
putting on an event, traveling to an event, meeting or conference, etc.). Regularly scheduled RSO 
meetings and information tables (unless they involve fundraising, food, or potentially controversial 
information) do not require event registration. All events MUST be fully approved at least 10 
business days (2 weeks) PRIOR to the event begin date. 

1. Pick up Event Registration form and sign up for appointment with appropriate Campus Events 
and Organizations personnel (CUB 320). Students may obtain the event registration form in 
Student Involvement (CUB 320) or online at studentinvolvement.wsu.edu (when acquiring 
the form online make sure to schedule an appointment to ensure assistance upon arrival 509-
335-9667). 

2. Complete the form including date/time/location of event, description of event, contact 
information for student leader. 

3. Obtain advisor’s signature. 
4. Meet with Campus Events and Organizations personnel to discuss event and obtain INITIAL 

approval. 
5. Obtain additional necessary signatures (determined by Campus Events and Organizations 

personnel). 
6. Meet with Student Events and Organizations personnel to review event registration form, 

additional notes and comments, and confirm additional signatures. Obtain FINAL approval, 
granted by Student Involvement Campus Events and Organizations. (This final step MUST be 
done at least 10 business days, which is 2 weeks prior to the event start date.) 

7. Students MUST have approved Event Registration form on hand at the event to document 
that the event has been approved through Campus Involvement. 

 
Event Specialists  Rewrite as Student Organization Specialists  
Event Specialists are required for events expecting more than 50 people or at the discretion of 
Student Involvement. Event Specialists will be employees of Student Involvement. Event Specialists 
possess essential contact information (sponsoring group’s advisor, administration) and will serve as 
a liaison for other staff on site when necessary (EMT, Fire, Cougar Security). Event Specialists will be 
responsible for noticing and issuing time-based verbal warnings, followed by written warnings (if 
necessary), and in the case of repeated violations - event shut-down. Event Specialists provide 
assistance and enable a successful and safe event and serve as advocates for RSO’s. An Event 
Specialist will be assigned by and paid for by Student Involvement. 
 
Contract Policy  
There is a 3 week deadline before the performance/event to complete all contracts. RSOs are 
encouraged to work with their advisors when working with and negotiating contracts. 
Please note: ASWSU students are not permitted to negotiate for or request contracts on behalf of 
WSU. Only university employees are permitted to negotiate for and request contracts on behalf of 
WSU. 
 
FINANCES 
Registered Student Organization (RSO)  Accounts  



11 

 

Registered Student Organizations (RSOs) are not permitted to have private bank accounts. However, 
RSOs qualify for RSO accounts. The following are benefits of having an RSO account: no individual 
tax consequences daily balance is always available, detailed financial statements delivered to your 
RSO mailbox, and a check issuance turnaround time of approximately one day. 
 
Signature Cards 

- Obtain a new signature card from Administrative Services, CUB Room 60 
- Minimum signatures  

o 2 students 
Á Must be enrolled students 

o 1 advisor 
Á Must be WSU faculty, staff, or graduate assistants 

- Update anytime there is a change to authorized signers 
- New card must be completed every August  

 
Reimbursements to Individuals and Payments to Off-Campus Vendors 

- Complete a Request of Check Issuance Form (3-part carbon copy forms available at 
Administrative Services, CUB Room 60 and an online version is available on the Student 
Organization Services website www.campusinvolvement.wsu.edu/rso) 

o Name of organization 
o Organization account number 
o Name of claimant 
o Complete address of claimant  
o WSU ID number for claimant 

Á If the individual doesn’t have a WSU ID number a Social Security number or TIN 
must be provided 

o Two approving signatures 
Á One student AND one advisor 
Á Both signers must be on the signature card 
Á Neither signature can be the person receiving the money 

o Select and circle one of the check handling options 
Á Mail to claimant 

 Mark ―ME‖ next to Mail to claimant if supporting documentation should 
be included with the check 

 Include an extra copy of the documentation that is to be mailed 
Á Hold for pick-up 

o Description of purchase 
o Amount of payment 
o Attach supporting documentation for the payment  

Á Itemized receipt 
Á Itemized invoice 

o Submit the top two copies of the 3-part form (white and yellow) or two copies of the 
completed online form to Administrative Services, CUB Room 60 for processing 

o Keep the pink copy of the 3-part form or a photocopy of the online form and a copy of 
the documentation for organization records 
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o If the completed forms are submitted by noon, to Administrative Services, CUB Room 
60, the check will be available for pick-up the following business day after 3:00pm or 
will be mailed out to the address provided 
 

Common Problems and Additional Information with the Request of Check Issuance Form 
- Missing or lost documentation (receipt/invoice)  

o Try to obtain a new copy from the vendor 
o If a new copy cannot be obtained complete a Affidavit of Lost Receipt and submit with 

Check Request form to serve as the documentation (Affidavit of Lost Receipt available 
online on the Student Organization Services website 
www.campusinvolvement.wsu.edu/rso) 

- Donations – when there is no receipt/invoice 
o Include a copy of the minutes where the student organization approved the 

expenditure OR a detailed memo to serve as the supporting documentation that 
includes: 
Á What charity will be receiving the funds 
Á Complete details of the purpose of the payment 
Á Indicate that the organization has voted and agree to contribute the funds 

- Travel Grants – prepayment to individuals traveling as organization representatives 
o Include a copy of the minutes where the student organization approved the 

expenditure or a detailed memo to serve as the supporting documentation that 
includes: 
Á Complete details of the purpose of the payment 
Á Complete details about the travel  

 Who is traveling 
 Where will they be traveling 
 When will they be traveling 
 Why are they traveling 

Á Indicate that the organization has voted and agree to help defer travel costs 
- Gift Card Purchases 

o The name, WSU ID #, and amount received must be noted on the Check Request form 
for all gift card recipients 

- Alcohol Purchases 
o Alcohol purchases are strictly prohibited unless University procedures are followed -  

please contact the RSO Accountant in Administrative Services, CUB Room 60 for 
instructions  

 
Payments to On-Campus Vendors (Cougar Copies, Ferdinandçs, ORC, etcÛ) 

- Complete an IRI form (3-part carbon copy forms available at Administrative Services, CUB 
Room 60 and an online version is available on the Student Organization Services website 
www.campusinvolvement.wsu.edu/rso) 

o Organization name 
o Organization account number 
o Vending department name 
o Description of purchase 
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Á Reference the invoice or account number so the vending department can easily 
identify what the organization is paying for 

o Total Amount 
o Two approving signatures 

Á One student AND one advisor must sign   
Á Both signers must be on the signature card 

o Submit the top two copies of the 3-part form (white and yellow) or two copies of the 
completed online form to Administrative Services, CUB Room 60 for processing 

o Keep the pink copy of the 3-part form or a photocopy of the online version for 
organization records 

 
Making Deposits 

- University Cash Handling policy requires that all persons handling cash complete the Cash 
Handling Training 

o See Human Resources Services website (www.hrs.wsu.edu/Video+Streamed+Training) 
for video-streamed training 

- Complete a Cash Deposit Report (2-part carbon copy forms available at Administrative 
Service, CUB Room 60 or at the Cashiers Office, French Ad Room 240 and an online version is 
available on the Student Organization Services website 
www.campusinvolvement.wsu.edu/rso) 

o Organization name  (Department) 
o Date 
o Organization account number  
o Total deposit 
o Amount of coin 
o Amount of currency 
o Amount of checks 

Á Endorse each check with the organization name and account number 
Á Two calculator print-outs is required when there is more than one check in the 

deposit (the total of the checks only) 
o Printed name and signature of the person preparing the deposit report 
o Submit both of the carbon copy form (white and yellow) or two copies of the 

completed online form to the CougarCard Center, CUB Room 60 or to the Cashiers 
Office, French Ad Room 240 for processing  

- Deposit all money within 3 day of receiving  
 

Cash Till Funds 
Cash till funds are available for fund raising activities and special events 
- Complete a RSO Change Fund Request form (available at Administrative Services, CUB Room 

60 and an online version is available on the Student Organization Services website 
www.campusinvolvement.wsu.edu/rso) 

o Organization name 
o Date and time needed 
o Requested amount 

Á Maximum of $200.00 
o Need a cash box? 

http://www.hrs.wsu.edu/Video+Streamed+Training
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o Return date 
o Denominations needed 
o Two approving signature 

Á One student AND one advisor 
o Contact phone number 

- Submit completed form to Administrative Service, CUB Room 60 a minimum of 3 days prior to 
the date needed 

- Return the cash till fund to Administrative Service, CUB Room 60 no later than the return date 
specified on the form 

 
Bookkeeping and Record Retention 

- Organizations should always maintain complete account records 
o Pink copies or a photocopy of all Check Requests and IRI’s 
o Log all check and cash payments as they are received (see example of Check Log, 

available online on the Student Organization Services website 
www.campusinvolvement.wsu.edu/rso) 
Á Date received 
Á Customer name 
Á Amount 
Á Check or reference number 
Á Name or initials of who recorded the payment 
Á Name or initials of who deposited the payment 
Á Deposit date  
Á Payment type (donation, fundraising, dues, etc…) 

o Yellow copies of all deposit slips 
o Maintaining a complete register of all income and expenditures (see example of 

Account Register, available online on the Student Organization Services website 
www.campusinvolvement.wsu.edu/rso) 
Á Date 
Á Claimant/Customer 
Á Amount 
Á Remaining balance 

- Reconcile account balance regularly 
o Account registers should be reconciled with the budget statements or transaction 

printouts each month at the minimum  
Á Upon request we will campus mail a monthly budget statement to your 

organization advisor 
Á Transaction printouts and balances are available upon request from 

Administrative Services, CUB Room 60 
o For assistance with your reconciliation please contact the RSO accountant in 

Administrative Services, CUB Room 60 
 
Abandoned Registered Student Organization Accounts 

- Registered Student Organizations (RSO) 
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o As a part of becoming a RSO through the Office of Student Involvement, the registration 
form includes an option to designate the remaining funds to a group or account in the case 
that the group disbands. 

o Disbanding group funds will be transferred to the designee group, if there is no designee 
group the funds will be transferred into Abandoned RSO account (6680 3601). 

- Process for disbanding of a RSO 
o Complete an ―Intent to Dissolve‖ form through Student Involvement. 
o A group that has not registered for four or more consecutive semesters (2 academic 

years) will be deemed disbanded/abandoned. 
o Student Involvement will review all RSO’s annually and initiate the process of formal 

disband for those groups that have been inactive for four or more consecutive 
semesters.  

o Funds held in the account of a disbanded/abandoned group will be deemed 
abandoned. 

o Administrative Services will review all RSO accounts annually at fiscal year end and 
work with Student Involvement to compare to disbanded/abandoned groups - 
abandoned accounts will be closed. 

o RSO’s who register annually and maintain a current status may or may not have 
financial transactions in their account.  Only accounts that have been deemed 
disbanded/abandoned will be closed.  

- Redistribution of abandoned funds in 6680-3601 
o Administrative Services will review abandoned account balance on an annual basis.  If 

the balance is $5,000 or greater the amount will be transferred to the S&A pool of 
funds for redistribution via the S&A allocation process. 

- Sample designee information included in RSO application process. 
o Should the (name of the club) club disband, we designate that the balance of the club 

funds be transferred to the (name of designee club).  Funds given to a beneficiary become 
the sole responsibility of the beneficiary.  The disband group will not have any right to 
reclaim any funds given to a beneficiary or any abandoned funds.   If no account is 
indicated, any remaining funds will be transferred to the, Abandoned RSO Account 6680-
3601, and be redistributed via the Services and Activities Fee allocation process.  Any RSO 
that has not registered for four or more consecutive semesters will be considered to be 
abandoned and the balance will be transferred to the Abandoned RSO Account and 
redistributed as above. 

 
Account Questions or Concerns 

- Contact the RSO Accountant, Rasheen Acree 
o Administrative Services, CUB Room 60 
o Phone 509-335-1085 
o Email rkhosravi@wsu.edu 

 
Sponsorship And Grant Opportunities  
Many University departments offer grants or scholarships to student organizations. In general, funds 
are available for programming which benefits the public rather than just the organization, and RSOs 
will have more success gathering grants if they seek multiple sources. 
 



16 

 

INTERNATIONAL PROGRAMS 335-2541 
Categories of grants available: Professional development; Internationalizing the curriculum; and 
International research and development. 
Preference will be given to proposals that demonstrate increased internationalization at WSU with 
potential long-term impact and sustainability beyond the grant-funding period. Cost sharing may 
apply. 
 
PARENTS PROGRAM AWARDS 335-8184 
The Parents Program Fund is administered by the WSU Foundation with contributions raised 
annually from parents of WSU undergraduate students. In addition to grants the Parents Program 
Fund also pays for parents to receive the November issue of Washington State Magazine, as well as 
to support and assist with publication costs of ―Message to the Parents‖ – the quarterly 
communication piece for parents of first-year students. 
The WSU Alumni Association’s Parents Program Executive Board has allocated $50,000 each year 
from the Parents Fund to a variety of student organizations and programs that submitted grant 
requests. It is the Executive Board’s commitment to serve as good stewards of these funds on behalf 
of all parents, embracing and supporting a wide variety of activities and interests within the student 
body. 
 
STUDENT PROGRAMMING GRANT 335-9667 
The Student Programming Grant is a unique funding opportunity  for Registered Student 
Organizations (RSOs) and ASWSU committees on the WSU-Pullman campus to put their 
programming ideas into action. The grant is designed to assist RSOs and ASWSU committees in the 
implementation of programming that enhances campus life. 
 
For the 2008-2009 academic year the Student Programming Grant will be distributed in the Fall and 
Spring semester optimizing the possibilities for student organizations to make an impact. 
Applications should only be for student programs and activities that take place on the 
Washington St ate University Pullman campus.   Preference will be given to programs which 
are collaborative in nature and which include other funding sources, as well as those requests that 
are specific, thorough, and accurate. Applications are found and submitted at 
http://www.campusinvolvement.wsu.edu/rso/grant.html.  
 
The following will disqualify  your application:  
·         Student travel will not  be considered.  
·         Equipment purchases will no t  be considered, rental equipment may be funded.  
·         Requests for funding to purchase plaques, prizes, gifts, etc. will not  be considered.  
·         Funds may not  be used to cover on-going operational expenses of an Registered Student 
Organization (RSO) or ASWSU Committee.  
·         Funding will not be provided to University/College specific programs or organizations. 
Funding is   only available to ASWSU Committees and Registered Student Organizations registered 
with Campus Involvement.  
·         Registered Student Organizations (RSO) must be  on active status (not on probation or 
suspension) to receive funds from the student programming grant.  
·         No applications will be accepted unless they are completely filled out  (i.e. budget and 

http://www.campusinvolvement.wsu.edu/rso/grant.html
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project number, amount requested, etc.)  
·         Programs and services funded by this grant need to be open to the entire campus community.  
 

ADCAPS 335-4511 
ADCAPS (Alcohol & Drug Counseling, Assessment, and Prevention Services) accepts proposals year-
round for events which promote/disseminate healthy and accurate campus behavior norms 
regarding alcohol use, individual or community health behaviors, and healthy leisure/recreation 
activities. ADCAPS Healthy Campus mini-grants provide funds to purchase materials or resources 
needed for the successful execution of the proposed activity (food, coffee, print materials, etc.). 
Application forms are available at www.adcaps.wsu.edu.  
 
UP ALL NIGHT 335-9667 
Up All Night is funded by students for students. If your group has an idea for a fun event that 
students may enjoy participating in at an Up All Night, then simply contact the Up All Night staff at 
www.studentinvolvement.wsu.edu.  
 
VPLAC 335-2313 
VPLAC (Visual, Performing and Literary Arts Committee) accepts proposals for the funding of 
programs that involve the visual, literary, and/or performing arts (non-thematic). Grants are 
generally divided between the fall and spring semesters. The maximum grant is $500. 
 
Possible Sponsorship Sources  
ASWSU 335-9676 
In the past ASWSU (Associated Students of Washington State University) has sponsored student 
organization programming. 
 
Local Business and Corporate Sponsorship 
Sponsorship requests to companies or corporations should be made in 
writing with a professional quality letter or proposal. Include the purpose of the request, the history 
of the program, type of recognition offered to donors, and instructions on how to make the gift. If a 
(signed) pledge form is included with the proposal, there is a higher chance of receiving 
sponsorship. 
 
Fundraising  
Concessions (509) 335-7342 
Student groups can run the concessions booths at sporting events for revenue. Payment is either a 
fixed sum or 10% of sales (whichever is greater). The maximum number of people from the group 
who can participate is 28, and the minimum is 5. Plenty of dates are available, including football, 
volleyball, basketball, and baseball games. Students are encouraged to call early to reserve a date. 
Concessions Project Manager, Shane Kellom, can be emailed at skellom@ad.wsu.edu. 
 
Concessions  Liability Insurance  
All RSOs are required to have liability insurance in order to participate in concessions sales.  If you 
wish to participate in concessions sales and want to be added to Student Involvement’s policy, the 
price of coverage for one academic year is approximately $200 for unlimited use per year.  To be 

http://www.adcaps.wsu.edu/
http://www.studentinvolvement.wsu.edu/
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added to Student Involvement’s liability insurance program, call 509-335-2402 or email 
campusinvolvement@wsu.edu for more information.   
 

Raffle Rules And Regulations  
A raffle is an event where an organization sells tickets and awards prizes based on a drawing 
conducted by the sponsoring organization. Only charitable or non-profit organizations can use 
raffles as a fundraising without first having to obtain a gambling license. 
Does Your Organization Qualify? 
Your organization must meet the following three requirements in order to conduct a raffle: 

 Have been organized and operating for at least 12 months prior to selling any tickets 
 Be able to prove the organization has made significant progress toward accomplishing its 

stated purposes (in the constitution, on file in Campus Involvement) during the 12 
consecutive months prior to conducting a raffle 

 Have at least 15 voting members who elect the governing body 
 
Restrictions on Raffles 
The following restrictions apply to all raffles: 

 Maximum price per ticket is $25 
 No free or discounted tickets may be handed out, and no tickets may be given as gifts 
 Tickets cannot be sold on credit 
 Prizes must be owned by the organization prior to the drawing (Organizations can enter into 

a contract to purchase the prize so long as the winner has the option of an alternate prize, 
such as cash - in the case of 50/50 raffles, where the cash from the tickets comprise half the 
prize, it simply must be advertised as such). 

 Records must be kept at least one year (Campus Involvement will require a copy of all 
records) 

 Members cannot be paid for administering raffle 
 Organization members may purchase tickets; however this cannot be a criteria for 

membership 
 You must be 18 to sell and purchase raffle tickets 
 Your organization must alert the police at least five days before conducting the raffle 
 Firearms and liquor may not be awarded as prizes 
 Your organization may not gross more than $5,000 or hold more than two public raffles per 

year 
 Your organization may not gross more than $5,000 in any number of private raffles 

 
Tickets 
The following information should be clearly printed on all the tickets: 

 Cost per chance 
 Consecutively printed number of the ticket 
 Date, time, and location of the drawing 
 Name of the sponsoring organization 
 Whether or not the winner must be present at the drawing 
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 Description of all prizes to be awarded. If the prize is a percentage of the gross receipts of the 
raffle, a minimum prize must be disclosed 

 
Your organization may also use pre-printed theatre style tickets, so long as a flyer is distributed with 
each ticket with the above information. 
 
Drawing a Winner 
The standard drawing format requires that ticket stubs from all ticket sales be placed in a container in 
such a manner that each ticket has an equal opportunity of being drawn as a winner. No other 
method may be used. 
 
Record Keeping 
Your organization is required to keep the following records: gross receipts, documentation of 
expenses, cost of prizes paid out, and documentation of how the proceeds are used. Use ―Raffle 
Documentation Form‖, which can be picked up at Campus Involvement. 
 
FACILITY RESERVATIONS 
Reserving A Location  
Student organizations have free use of dozens of areas on campus, dependant on availability. The 
wealth of venues available nearly guarantees there will be a venue, which will perfectly suit your 
event. When selecting a venue, keep the following in mind: 

 Is the venue large enough? 
 Can you easily bring in equipment (if necessary)? 
 If it’s a popular venue, do you have enough time to offer proper notice? 

 
To request and schedule facility space on campus visit scheduling.wsu.edu where you can request 
facility space to virtually any venue on campus. For a comprehensive list of venue space available on 
campus and off campus refer to the Facility Appendix found in the back of this manual. 
 
Support Services  
Facility Operations 
Facilities Operations provides various equipment and supplies to student organizations. They 
provide tables, chairs, staging, garbage cans, fire extinguishers, and more for a rental fee. 
 
CUB Scheduling and Administration 
CUB Scheduling and Administration provides chairs and tables for events held on the Glenn Terrell 
Friendship Mall. These resources are limited, so if more tables are needed than are available, they will 
need to be obtained through Facility Operations. 
 
Instructional Support Services 
Instructional Support Services administers the audio/visual equipment in classrooms. They are 
located in Old Holland Library. Before reserving an academic classroom for a meeting or event, visit 
ISS’s website (http://www.iss.wsu.edu/) to ensure the room has adequate resources. 
 
CUB Audio/Visual Services (AVS) 
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CUB Audio/Visual Services (AVS) provides professional sound reinforcement, stage lighting, digital 
projection, as well as technical and production support for events primarily in the Compton Union.  
AVS provides state of the art equipment and highly trained staff to serve over 400 events per year 
including concerts, conferences, presentations, meetings, DJ dances, cinema, and more.  
All venues within the Compton Union have updated and extended AV capabilities. Basic AV 
equipment is included (subject to availability) within all room rates at no extra charge and includes:  
small portable sound systems, staging, data projectors, laptops, microphones, podiums, easels, and 
portable stage lighting.  
 
PUBLICITY  
Trademarks (509) 335-4409 
http://www.wsu.edu/trademarks> www.wsu.edu/trademarks 
contact: logolicensing@wsu.edu 
All logos, seals, names, symbols, and slogans associated with Washington State University are 
trademarks and are the exclusive property of theUniversity. Reproduction of these marks for resale or 
other commercial purposes must have University authorization. WSU’s Trademarks and Licensing 
Office is responsible for protecting the use of University trademarks and for licensing commercial use 
of the marks.  This policy applies to student groups and organizations that wish to use the 
University’s name in conjunction with their group’s activities, as well as to private individuals and 
businesses planning to sell merchandise or memorabilia. 
 
Advertising Dis claimer   
Some events may contain material that could be offensive to some audience members. The need to 
utilize this advertisement disclaimer will be determined during the student event registration 
process. In such cases, organizations must state the following on all printed advertising and 
programs. 
This event may contain material offensive to some audience members. Viewer discretion is advised. You 
must exercise your own judgment in deciding whether to attend or remain in attendance at any 
production. The images, ideas and other content of productions are those expressed by those performing 
in the production. WSU does not endorse any particular content nor has it reviewed content of the 
production.  
 
Image Shop  
IMAGE SHOP is a student led self supporting graphic design service offered through Campus 
Involvement. ASWSU Committees, Registered Student Organizations, and university departments 
and units work with student designers to prepare and print flyers, brochures, posters, banners, ads, 
and more for all kinds of campus events, including celebrations, lectures, exhibits, awards, and 
performances. Design services are charged at an hourly rate and printing is billed by material used. 
Located in Administration Annex 107J the Image Shop is open during the academic year and offers 
the services listed below: 
  • Graphic Design 
  • Color Flyer Printing (large quantities will be referred to Cougar Copies) 
  • Small Color Poster Printing (large quantities will be referred to Cougar Copies) 
  • Large Color Poster Printing (Up to 60‖ wide) 
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  • Lamination (Up to 48‖ wide) 
  • Vinyl Banners (suitable for outdoor use) 
 
Press Releases  
Submitting press releases is an effective means of informing the local media of current events or 
news within your organization. Issuing a press release will not guarantee it’s run on television or 
print, but it will give media outlets the option to run the story. Interesting events are more likely to 
be covered by local media. 
 
WSU News Service 
Press releases can be faxed to (509) 335-3581, or submitted to room 336 in the French 
Administration building (campus zip 1040). The document should contain contact information for 
the group. WSU News Service will edit the draft so that it conforms to AP style. 
 
The Daily Evergreen 
The Daily Evergreen offers free listings in the community calendar. The community calendar is 
typically located in the front of the newspaper, and exists for free events only. Drop by Murrow 113 
and fill out an information slip at least one day before the event is to occur. 
 
To run a display advertisement, complete with eye-catching images and fancy font, you need to 
contact either a sales representative who should be in contact with you or by calling the advertising 
manager at (509) 335-1572. He or she will discuss the costs with you. Three working days are 
required before the ad is run. The manager reserves the right to refuse advertisements if they do not 
meet decency standards. 
 
To run a classified liner advertisement, please call (509) 335-4573. Since they charge by the line, 
they can compute your cost after you give them all your information. You need to call by 2:00 pm in 
order to get your ad in the next working day. 
 
Radio Advertisement  
Radio is an effective means of spreading the word about your group’s happenings, fundraising, or 
upcoming events. Many radio stations offer free community announcements for non-profit events. 
These public service announcements (PSAs) are often read on the air as well as presented in an 
online community calendar on the station’s web site. Paid advertising is an option at every station 
(save NWPR and KRLF, which allows underwriting of programs instead). It is important to remember 
that radio stations require plenty of time in advance for advertising and PSAs. 
 

Station  PSAs? Ads?  Community  
Cale ndar?  

Exclusive 
Feature  

KZUU (90.7 FM) Y N N ASWSU 
committee 

KZFN (106.1 FM), 
KRPL (1400 AM), 

KMOK (106.9 
FM), KVTY (105.1 

Y Y N Moscow & 
Lewiston 
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FM), KRLC (1350 
AM) 

KRLF (88.5 FM) N N Y Religious/spiritual 
KUGR (95.1 

CABLE ONLY) 
Y Y N Student run 

KWSU (1250 AM) N N N Arts calendar 
KHTR (104.1 FM), 
KQQQ (1150 AM) 

Y Y Y WAZZU 
Wednesday 

 
Posting Policies  
Posting flyers on campus is one of the primary methods of promoting your organization and its 
events. Public bulletin boards are located near Daggy, The Bookie, and throughout campus. Posting 
in academic buildings is allowed, so long as bulletin boards are available. Posting directly on walls is 
prohibited on campus. 
 
CUB Marketing 
As the true center of campus it is no secret the Compton Union is a key place to promote your event 
or organization to the WSU community. Knowing this, CUB Marketing is available to help you in any 
way possible. Please contact us if you have questions about any of the information online or for 
clarification about what avenues are available for you and your group/organization. 

CUB Signage & Posting Policy 
To protect the integrity of the CUB, specific policies are in place in regards to posting materials in 
and around the building, and multiple avenues are available to your organization or department for 
effective promotion. No materials are to be posted on the exterior of the building or on any non-
designated surface.  
To make things as convenient as possible for your organization or department, stop by CUB LL 44 
with your material (quantity of 10 for bulletin boards, for table tents, quantity is still being 
determined) and we will approve, display, remove and recycle it once expired (arrangements can be 
made to return materials if necessary). As administrators of the system, we will properly review, 
approve, and monitor all material before posting. 
Mall sandwich boards are also scheduled through CUB Marketing. If you are interested in having 
your materials displayed on the mall, contact us via the above information.  
 
CUB Table Displays 
The CUB is a great location for face to face interaction and event promotion. If you are interested in 
reserving a table in the building or on the mall, contact CUB Marketing via email, phone (509-335-
9444), or in person in LL44. 

All displays must be scheduled in advance and we will provide all tables, chairs, and technical 
assistance/support. Upon request, blank tri-fold display boards are available for check-out. 
Information about posters or sandwich boards on the mall can be found here . 

 
 

mailto:cubmarketing@wsu.edu
mailto:cub.marketing@wsu.edu
http://cub.wsu.edu/retail_marketing_signage.aspx
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Banners 
CUB Marketing is responsible for approving and posting banners in the CUB and on WSU campus 
overpasses. To make things as easy as possible for your group or Department, stop by CUB LL 44 
with your material and we will approve, hang, take it down, and return it to you once finished.  

If you wish to reserve overpass space in advance, contact us through email , phone (509-335-9444), 
or in person in LL 44. Space is available on a first-come, first-serve basis and will be monitored. 

CUB Digital Signage 
The CUB is the first location on the WSU campus to incorporate the use of an integrated digital 
signage system, and WSU student groups and departments are encouraged to utilize this cost 
effective and sustainable method of promotion to spread the word about a variety of events and 
activities. 

To schedule space on the system, please contact CUB Marketing through email, phone (509-335-
9444), or in person in LL 44. In regards to artwork: 

 The system supports high resolution, 72 dpi  jpgs only. 
 All files must be sized 1047 pixels x 690 pixels. Anything not exactly this size cannot be 

supported.  

CUB Marketing will schedule your ad placement on the signage system and ensure it is taken down 
in a timely fashion. As administrators of the system, we will properly review and approve all material 
before it goes live. 
 
Residence Life Posting Policy 
Fliers need to have the sponsoring organization (committee, RSO, or Greek chapter) clearly stated. 
The original needs to be brought to Residence Life, who will stamp the flier with an approval, which 
lasts for two weeks. The organization is then responsible for making 130 copies and returning them 
to Residence Life. Residence Life will then distribute and post the fliers in the residence halls. 
 
Holland Library Posting Policy 
All fliers posted in the library must be confined to the bulletin boards near the reference section. The 
area is mostly used for instructors advertising classes, but it is available to student groups for 
advertising nonprofit events. 
 
Bulk Mail  
Mailing Services (509) 335-2104 
Bulk mail is an effective means of communicating happenings and reaching a target audience. 
Mailing services offers targeted bulk mailing. They have mailing lists, which can be focused by 
gender, staff type, student type, and  
more. Groups can also provide their own mailing lists. Groups can submit their own proof, or have 
Image Shop (509-335-5890) design the mailing.  
 
 
 
 

mailto:cub.marketing@wsu.edu
mailto:%20cubmarketing@wsu.edu
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SAFETY CONSIDERATIONS 
Potentially Hazardous Activities or Conditions 
Events that involve any potentially hazardous activity or condition require the evaluation and 
signature of an Environmental Health and Safety (EH&S) staff member. A Student Involvement staff 
member will contact EH&S to make this determination. Please schedule an appointment with the 
EH&S staff member from which you need to obtain a signature. NOTE: All events must be fully 
approved at least 10 business days (2 weeks) PRIOR to the event begin date.  
 
The following is a partial list of potentially hazardous activities or conditions: 

 Use of Chemicals – aerosol cans, car bashing, paint (by spray can or brush) to any surface 
such as car painting, scientific experiments 

 Powered Tools/Equipment – Cutting with circular saw, drilling holes 
 Sharp Objects – blood drives, knife throwing 
 Flying Particles - car bashing 
 Fall Hazards > 30 inches– bungee jumping, rappelling, pumpkin dropping, slip and slide 
 Contact with animals 
 Physical Activities – car bashing, flaming baton juggling, jousting, ice block sledding near 

trees or parking lots, mud or Jell-O wrestling 

Alcohol Procedure  for Student Organization Events  on the Pullman Campus  
Student organizations may request to have alcohol (beer and wine only) provided at an event under the 

following conditions: 

1. The sale and service/serving of alcohol beverages will be in compliance with all Federal and State laws, 

and University policies. Existing state laws enforced include, but are not limited to, those concerning the 

checking of identification cards, minors in possession, furnishing alcohol to minors, serving intoxicated 

persons, possession of open containers, driving under the influence, and exhibiting unruly or intoxicated 

behavior. 

ω Washington State University Executive Policy #20: 

(http://www.wsu.edu/~forms/HTML/EPM/EP20_Alcohol_and_Drug_Policy.htm) 

2. Either a Banquet Permit or Special Occasion License must be obtained. If there is a conflict with these 

procedures and Washington State Liquor Control Board (WSLCB) requirements, the WSLCB 

requirements shall supersede this procedure.  University Catering will be the service provider for on-

campus alcohol events; however, a licensed and insured third party vendor may be used for Special 

Occasion events occurring outside of the Compton Union Building.  University Catering and other costs 

are subject to change. 

2.1 Banquet Permits are required to allow the service and consumption of liquor at a private, 

invitation only banquet in a public place. 

2.1.1 Alcohol is provided free of charge, provided by the sponsor.  

2.1.2 The event is not open or advertised to the public and guests may attend by 

invitation only.  

2.1.3 An authorization form from the Compton Union Scheduling office must be 

obtained and presented to the Pullman liquor store for a permit. 

2.1.4 $10.00 fee 

http://www.wsu.edu/~forms/HTML/EPM/EP20_Alcohol_and_Drug_Policy.htm
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2.1.5 All events that include alcoholic beverages require bartender service (through 

University Catering), and is billed at an hourly rate for each bartender scheduled 

for a 3 hour minimum. Service must be by a bartender who has gone through the 

Mandatory Alcohol Server Training (MAST), and has either a class 12 or class 13 

mixologist permit. 

2.1.6 For all Banquet Permitted events University Catering will assess a $0.99 per 

person charge based on the final guest count. The money collected will be applied 

to the unpaid balance of the catering bill. 

2.2 Special Occasion License is required any time alcohol is sold by the drink. 

2.2.1 Issued only to not-for-profit societies or organizations. 

2.2.2 Must file with the State Liquor Control Board 45 days prior to event. 

2.2.3 $60.00 fee 

2.2.4 By law, the State Liquor Control Board must send a notice of your application to 

the city authority.  They have 20 days to approve or object.

 
 

2.2.5 All alcoholic beverage bars require bartender service (through University 

Catering), and is billed at an hourly rate for each bartender scheduled for a 3 hour 

minimum. Service must be by a bartender who has gone through the Mandatory 

Alcohol Server Training (MAST), and has either a class 12 or class 13 mixologist 

permit.  

2.2.6 For all Special Occasion Licensed events occurring in the CUB, University 

Catering will assess a $0.99 per person charge (based on the final guest count) 

and a $.50 per drink surcharge to the sponsoring organization/private party.  The 

money collected will be applied to the unpaid balance of the catering bill.  

3. All requests for the sale or serving of alcohol beverages by events sponsored by student organizations 

must be registered through the Office of Student Involvement and Leadership Development and 

approved by the Vice President or his designee within their division. In addition, all requests occurring 

in the Compton Union must be reviewed and/or approved by the Compton Union Director or his/her 

designee.  

3.1    Requests must be submitted at least three weeks (21 days) prior to the event. 

3.2 An annual alcohol education session through ADCAPS must be attended by the organization 

advisor and a minimum of five student organization members, one of which must be the 

President/Main Student Contact, prior to holding an event with alcohol. A reasonable fee may 

be charged for this class. 

3.3 Student organizations must demonstrate that alcohol is not the primary focus of the event and 

that drinking or drunkenness as themes are prohibited. Total amount of alcohol to be available 

at the event is limited according to the number of guests. 

3.4 Events with alcohol must provide alcohol service in a socially responsible manner by also 

offering non-alcohol beverages and non-salted food ï consuming alcohol cannot be the 

primary focus or purpose of the gathering. Reasonable quantities of food relative to the size of 

the group must be provided. Beers shall not exceed 16 oz. Non-alcoholic beverages (besides 

water) must be available and less expensive than alcoholic beverages and comparable in size.  

3.5 ñGamesò involving alcohol are not allowed. Happy hour and discounted alcoholic beverages 

are not permitted. 

3.6 Security officers or approved facility personnel are required at functions where alcohol 

beverages are served with the cost of security charged back to the group.  
3.7 Events must have a specific beginning and ending time. 
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3.8 Events exceeding 4 hours in duration must have alcohol service discontinued one hour prior to 

the end of the event.  

3.9 All students wishing to drink alcoholic beverages must provide picture identification according 

to Washington State liquor laws. (i.e. driverôs license, state, military or tribal identification 

cards or a passport) Students age 21 years and older must be provided a wristband to identify 

them as such. 

3.10 Only one alcoholic beverage at a time will be dispensed or sold to any individual. Persons who 

appear intoxicated will not be served. 

3.11 Alcoholic beverages must remain within the approved area for the event. Persons may not 

bring alcoholic beverages to the event. 

3.12 Sober transportation information must be made available to those in attendance. 

3.13 Advertising for a function where alcohol is being served may make no reference in written or 

picture form to alcoholic beverages being served or the cost of such beverages unless approval 

is granted by the Vice President of the administrating area.  In addition, the use of the WSU 

Trademarks and logos in association with promotion and/or marketing of alcohol is strictly 

prohibited without submission to the WSU Trademarks office for approval. 

3.14 Groups will be held responsible for property damage and ensuring that noise levels do not 

disturb others. 

3.15 Organizations and individuals found in violation of this policy could be subject to sanctions by 

WSU Student Conduct, Office of Student involvement and Leadership Development, and other 

University identities. 

 

Amplified Sound  
Events held on campus are subject to university policies aimed at minimizing exposure to hazardous 
noise levels. 

 Sound which exceeds the threshold of 8-hour time-weighted average (TWA) of 85 decibels is 
potentially hazardous to hearing. All sound must remain below this threshold. 

 In the case that WSU employees are subject to the above levels of sound, they must be 
provided with hearing protection (WAC 296-62-09015) 

 
Electrical Inspections and Safety  
Electrical Inspections are required when: 

 The user wants to modify or add to existing WSU electrical devices, fixtures, or infrastructure 
that are physically attached to and permanently part of buildings or other facility 
improvements. For example an inspection is required when modifications or additions are 
made to electrical wall receptacles physically attached to buildings or facilities.  

 The user wants to use or operate an electrical device or equipment that is not UL listed. 
 
NOTE: The Registered Student Organization representative or Event Coordinator needs to contact 
Facilities Operations to schedule the electrical inspection. 
 
Electrical Inspection Responsibilities:  

 Facilities Operations or other WSU departments with licensed electricians are responsible for 
coordinating all official inspections by the Department of Labor and Industries Electrical 
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Inspector. (The Registered Student Organization representative or Event Coordinator needs to 
contact Facilities Operations to schedule the electrical inspection.) 

 Only an appropriately classified Washington State Licensed Electrician can perform 
modifications to the WSU electrical system 

 
Electrical Safety:  
Avoid starting a fire 
Just because an extension cord is the proper length to reach the outlet does not mean it is the proper 
cord for the job. When a power tool is drawing more current than an extension cord can carry, it 
may result in the cord and tool overheating and start a fire.  
 
Before using any extension cord ask yourself these questions: 

1. Will the Cord be Used Indoors or Outdoors? 
Before deciding which extension cord to use, first read the owner’s manual to see if the tool is 
suitable for use outdoors. Likewise, the first step in determining which extension cord to use is to 
decide whether you will be using the appliance indoors or outdoors. Extension cords that can be 
used outdoors are clearly marked ―Suitable for Use with Outdoor Appliances‖. Do not use an indoor-
rated extension cord outdoors; it could result in an electric shock or fire hazard. 
 

2. What size or guage cord will you need? 
Step 1 - Determine the amperage of the tools being used. All you must do is obtain the motor 
amperage from the plate on the tool. You will find this information on the small metal plate where 
the serial number and model number is listed. Usually you will see an amperage rating. If, for some 
odd reason, you see watts listed instead of amps, you can convert watts to amps easily! Here is how 
you do that: The formula for the conversion is simply Voltage x Amps = Watts. Because we use 120 
volts as an electrical standard here in the USA, that means that every 600 watts equals 5 amps (120 x 
5 =600). When using an extension cord with two or more appliances, you must add together the 
wattage rating for all appliances used on the cord. The total of those wattage ratings will help you 
determine which size gauge you will need. 
 
Step 2 - Calculate the length of the cord you will need. Of course you want to determine the 
maximum distance you think you will be from a permanent electrical outlet. 
 
Step 3 - Use the following list to determine the gauge of cord you will need 
 

Maximum Distances < 10 amps < 15 amps 
0 - 25 feet 16 AWG 14 AWG 

25 - 50 feet 16 AWG 14 AWG 
50 - 75 feet 16 AWG 12 AWG 

75 - 100 feet 16 AWG 12 AWG 
 
Important Tool Safety Tip: Voltage drop is a reality. Electricity encounters friction as it travels through 
electrical wires. Knowing this, use only as much extension cord as you really need. In other words, 
don’t use a 100 foot cord for a project that is only 20 feet away. Purchase and maintain an 
assortment of different length cords. 
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Emergency Medical Technicians (EMTs) and Standby Firefighters  
The following list of criteria will help in determining if EMTs or standby firefighters are required for 
campus events. 

 How many people will be there? 
 Will fire be used in any capacity? 

 
EMTs come in pairs, and standby firefighters are individually contracted at $35 an hour. As with the 
Police Department, after meeting with Campus Involvement, bring your Student Event Registration 
Form to the WSU Fire Services for evaluation and approval. Be prepared to discuss your event 
completely and honestly – you and your attendees safety is their concern, not selling you their 
services. 
 
 
 
Fire Safety  
Standby firefighters are required when fire is used in any event in any capacity. Pyrotechnics are 
prohibited unless used by a licensed operator, and approved by the Fire Marshal. Bonfires shall not 
be conducted within fifty feet of a structure of combustible material unless the fire is contained in a 
barbeque pit. Open flame burning (candles, burners, incense) is prohibited. Any exceptions must go 
through the Fire Marshall, who will evaluate them on a case-by-case basis. 
 
In the Event of a Fire… 

 Remain calm! 
 Contain the fire (if possible) by closing the door and pulling the fire alarm (if available). 
 Notify the Fire Department (911), identify what is burning, and report the building, floor, and 

your name. 
 Leave the building by the nearest stairwell (never use the elevator). Close and lock all the 

doors behind you. 
 Do not attempt to fight the fire. 

 
Everybody is required to evacuate the building when a fire alarm is sounded. Those who refuse may 
be subject to disciplinary/legal recourse. In Residence Halls, fire drills are conducted periodically to 
ensure residents know evacuation routes. 
 
Fire capacity is determined by the square footage of the room and the number of exits. The exact 
calculations will be determined by the Fire Marshal. If the room only has one exit, the maximum 
capacity is 49. A blocked door or a door that opens inward is not considered a valid exit. 
 
Decoration Guidelines  
Corridor separations and stairwell doors need to be closed at all times (fire doors retard the travel of 
smoke, heat, toxic gasses, etc). All stairwell doors need to remain closed. No sort of wall hanging can 
be installed in exit corridors or stairwells. Facility fire equipment (alarms, sprinklers, hoses, detectors, 
standpipes, extinguishers, etc) must remain accessible. Some Residence Halls are equipped with Fire 
Escapes – these are to be used only in emergencies. Inappropriate use will result in disciplinary 
action. 
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Food Service Event Procedures  

 Procure a WSU Food Event Planning Packet from Campus Involvement (Ad Annex 107). 
Additionally, all forms and information on food events are available at 
http://www.ehs.wsu.edu/PH/wsufoodevent.asp  

 Determine if your proposed food service event is private or public. A private food service 
event is defined as a social event with food, regardless of fee, promoted by limited word of 
mouth or advertising to a limited group of people. For example, word of mouth or an 
advertisement for a club, department or College potluck. A public food service event is 
defined as a social event with food, regardless of fee, promoted by advertising (word of 
mouth, radio, WSU announcements, Daily Evergreen, etc.) inviting the general public to 
attend. 

 
If your event is advertised across campus inviting the general public to attend, it is considered a 
PUBLIC EVENT. 

 Private event? No permit or waiver required. Campus Involvement and Environmental Health 
and Safety (EH&S) recommends that the Rules of Operation for Temporary Food Establishment 
Facilities are followed, use the Temperature Log for Potentially Hazardous Foods provided 
below, and borrow a thermometer from Campus Involvement to check food temperatures. 

 Public event? A permit or Application for Exemption from Permit may be required. Please 
contact Campus Involvement for an Activities form and EH&S at (509) 335-3041 for further 
assistance and information.  

 
For Type 1 Public Events (defined as not serving potentially hazardous foods) you must contact 
EH&S at least ten (10) working days before the scheduled date of the event for approval or further 
information. Potentially hazardous foods include meat, poultry, cooked starches (pasta, rice & 
potatoes), sliced melons, sprouts, fresh herbs / garlic in oil mixtures, dairy products and cooked 
fruits and vegetables. Some Type 1 Public Events require the completion of an Application for 
Exemption from Permit (see Hosting a Safe and Healthy Food Event at WSU for more information).  
 
For Type 2 Public Events (a simple menu with one or two (1-2) potentially hazardous foods 
served) and Type 3 Public Events (a complex menu with three (3) or more potentially hazardous 
foods served) you must contact EH&S as soon as possible, and submit a completed WSU Temporary 
Food Establishment Permit Application at least ten (10) working days before the scheduled date 
of the event.  Failure to submit an Application at least 10 working days before the event 
MAY result in the foods not being  
allowed to be served at the event.  
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             pasta 
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Baked Goods (home 

    prepared, wrapped) 

    - requires sign 

Candy bars, cookies 

3 Permitted Kitchens: 

 

Restaurants 

 

WSU Dining Facilities 

 

Public School Kitchens 
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Other Environmental Health and Safety (EH &S) Requirements  
If drinking water, portable restrooms, hand washing facilities, and garbage disposal may be required, 
arrangements need to be made to provide them. While you are planning your event, contact 
Campus Involvement or EH&S for more information. 
 

Insurance Policy  
WSU provides no liability insurance for student organizations other than the concessions fundraising 
insurance policy that RSO’s may purchase.  Students are personally responsible for their negligent 
acts or omissions.  WSU provides no medical insurance for students. It is the student’s responsibility 
to provide their own health insurance coverage. 
 

Liability Releases and Assumption of Risk  
No release or assumption of risk form will be perfect for every situation. The form must be tailored to 
fit the specifics of the activity and set forth in detail the risks inherent in the activity so the participant 
can make an informed decision to participate or not. If you would like assistance in tailoring this 
form to fit your activity, please contact Student Involvement. 
 
Security for Events  
If you are planning for an event, security must be considered. The following list will help determine 
if your event needs a security presence. 

 How many people will be there? Over 50? 
 Is the event open to the public? 
 Is there live music or a DJ? 
 Is there alcohol or the potential for attendees who may be under the influence of alcohol? 
 Is the event indoors or outdoors? 
 Is the topic or speaker controversial? 
 What is the venue? 
 What time of day? 
 Will there be advisors and/or Event Specialists present? 
 Who is the target audience? 

 
Once your group has reviewed these questions and met with a Student Involvement staff member, 
bring your Student Event Registration Form to the Police Department and meet with the 
Administrative Lieutenant (at least 10 business days before the event is to occur). The Police 
Department is in the Public Safety Building across from the CUB. Cougar Security may be hired for 
$13.99 per hour. Police Officers may be hired for $30.42 per hour, or $45.64 per overtime hour. Be 
prepared to discuss your event completely and honestly – you and your attendees safety is their 
concern, not selling you their services. 
 
Travel Policy  
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All off-campus travel for approved student events must be reviewed and authorized by the 
appropriate authorities, including Student Involvement and the RSO advisor. Contact Student 
Involvement to begin the travel approval process and to complete the event registration form. Travel 
is restricted between the hours of 6:00 a.m. and midnight, and no more than 500 miles or 10 hours 
total in one day. Lodging must be arranged during the midnight to 6:00 a.m. period. All vehicles are 
required to have two drivers that have successfully completed ―Coaching the Van II‖ training offered 
through Human Resource Services (French 139, (509) 335-4521. 
 
WSU Motor Pool 
RSOs cannot reserve WSU Motor Pool vehicles. RSO accounts cannot be used pay for the rental of 
University Vehicles directly, it is considered misuse of funds, as RSOs are not state funded.. When 
state vehicles are in use: seatbelt usage is mandatory; do not exceed posted speed limits; no 
alcoholic beverages or non-prescription drugs; drivers and passengers are responsible for safe 
operation.  
 
Private Vehicle Use 
Private vehicles must be driven by authorized drivers who have completed the ―Coaching the Van 
Driver‖ training. Personal insurance is the only coverage, all liability falls on the personal 
owner/driver of the vehicle. All state vehicle guidelines apply. 
 
VOLUNTEERS – Statement from Business Policies and Procedures Manual 
Many individuals volunteer their time to assist WSU departments in the conduct of official University 
activities. In order to assure that volunteers are covered for liability and worker’s compensation, 
departments are to comply with provision of this section. 
 
University employee policies apply to volunteers, including policies in the BPPM, SPPM, EPM, and 
other University policy manuals. Questions can be directed to Benefits and Payroll Services at 335-
4589. 
 
ADVISORS  
RESPONSIBILITIES OF THE ORGANIZATION AND THE ADVISOR  
· Discuss with the advisor the needs of your group, and outline your organizations expectations of an 
advisor. 
· Arrive at a mutual understanding of the advisor’s level of involvement in your organization 
· Keep your advisor informed on the organizations plans, problems, and successes.  
· Make use of the advisor’s background and experiences 
· Allow the advisor to help solve problems. The advisor should be the first contact when problems 
arise 
· Take the initiative to arrange regular meetings with the advisor 
· Invite the advisor and his/ her family to all events. His/Her attendance should not be taken for 
granted; be understanding of the possible prior commitments. 
· Make the advisor feel like a integral part of your organization 
· Extend appropriate courtesies to the advisor and his/her guests at special functions.  
The responsible department ensures that the following criteria are met: 
· A volunteer performs assigned and authorized duties for WSU without receiving wages. 
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· The volunteer freely chooses to perform his or her assigned WSU duties. 
· The volunteer duties directly benefit WSU and are supervised by WSU personnel. 
· WSU understands and accepts that the volunteer is acting on WSU’s behalf. 
· A volunteer is designated as such by a WSU department and is registered. See designation 
procedure below. 
· WSU may reimburse a volunteer for actual expenses incurred in the performance of assigned and 
authorized duties without the volunteer losing the volunteer designation. 
Examples/Explanations 
· Interns receiving class credit may be considered volunteers if the assigned duties benefit WSU 
· Students performing duties for student clubs are not volunteers 
· 4-H volunteers are considered to be University volunteers (because the University is required to 
provide 4-H programs) 
· Employees volunteering for other duties are not volunteers 
 
ADVISOR INFORMATION FOR STUDENTS  
What student organizations expect from advisors: 
· Belief in the organization and the enthusiasm necessary to help the organization reach its potential. 
· Understanding of the organization, awareness of its purposes and assistance in formulating goals. 
· Assistance in the development of procedures and methods for maintaining an effective 
organization. 
· Assistance in matters of WSU procedures. 
· Assistance in improving leadership skills. 
· Serving as a liaison with the department/college/school when necessary. 
 
WORKING WITH AN ADVISOR 
Now that you’re part of the leadership of your organization, you have the opportunity (and 
responsibility) to work with your group’s advisor. In order to develop an effective working 
relationship, it is helpful to understand the roles and advisor fulfills within the organization, what 
they can provide, what they’re not, and some things you can do to ensure that you work well 
together. 
 
WHAT ADVISORS ARE NOT 
An advisor’s job encompasses many different roles, but they are NOT: an officer in your 
organization, a runner of meetings, a preventer of failures, or a decision-maker for the group. It is 
unreasonable to expect your advisor to be responsible for everything or to know all the answers. 
 
 
WHAT ADVISORS CAN BE: 
Teacher/Coaches: Advisors teach techniques of good leadership and followership. They can work 
with the organization and individuals to develop effective group behavior and leadership. 
Consultants: Advisors can assess the effectiveness of the organization, both as a supportive 
environment for members and as a structure to facilitate the accomplishment of group goals. 
Continuity: Advisors can provide valuable insight into past activities of the group, help with 
transitions, and make sure groups don’t have to ―reinvent the wheel‖ from year to year. 
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Link: An advisor often serves as the bridge between the university administration and the student 
organization. The advisor can represent student needs and interests to university officials, and can 
interpret policies, share information regarding university decisions and actions to the organization. 
 
Navigator: An advisor is helpful for navigating through the procedures, offices, policies and 
personnel that organizations need to work with to accomplish goals. 
 
Observer: Advisors can sit back and observe group process—why things are working or what can be 
done to improve group operations. Because they aren’t involved in the running of meetings, or the 
day-to-day operations, they can see the interactions and relationships more objectively. Resource: An 
advisor will either have the information you need, or they will be able to refer you to the appropriate 
office or persons to help you. 
 
Financial Advisor/Supervisor: An advisor will make sure that you know how to manage your budget 
responsibly and within the guidelines for use of state funds. 
In addition to these roles, an advisor can serve as an informal counselor for individuals, a problem 
solver, a good listener, a guide to managing administrative details, and a mediator. Advisors can also 
help you identify possible consequences of actions, pros and cons of a decision, and pitfalls or land 
mines to avoid. Advisors help ensure that the group examines all sides of an issue, so expect that 
they will challenge you, by asking questions like ――What are your reasons for doing this,‖ ―How does 
this fit in with the organizations purpose,‖ or ―Is there a better way?‖ 
 
WHAT ADVISORS NEED: 
In order to serve you and your organization, advisors need to know the goals and purpose of the 
group, the members of the organization and their needs, the issues facing the organization, and 
what the organization is doing and planning to do. 
 
WHAT YOU CAN DO: 
To develop a good working relationship with your advisor, try doing the following: 
· Set up a meeting at the beginning of the year to discuss expectations 
· Have regular meetings with your advisor 
· Discuss all financial matters with your advisor before acting 
· Give your advisor copies of letters, memos, goals, etc. Make sure your advisor knows about 
upcoming meetings, events, activities, and issues 
· Use your advisor’s expertise and knowledge so you don’t reinvent the wheel 
· Use your advisor as a sounding board before presenting ideas to the whole committee 
· Ask for regular feedback about your performance and the committee’s performance 
· Share program evaluations with your advisor 
 
ADVISOR GUIDELINES AND INFORMATION  
Current University regulations require each student organization to have a faculty, staff, or graduate 
assistant as an advisor.  
· Advisors are members of the Washington State University faculty, staff, or graduate school whose 
interest in the group indicates that they would judiciously advise the organization concerning its 
goals, purposes, and procedures. Advisors guide the group in accordance with the purposes and 
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ideals of the University and the organization. They do not directly control the group’s programs and 
activities. 
· Advisors are expected to attend the RSO training orientation. 
· Advisors assist the Student Involvement to implement the policies for student organizations. 
· Responsibilities may include the following:  
· Attending the organization’s meetings.  
· Assisting in planning the program, as well as attending.  
· Supervising the handling of funds and approving all expenditures and contracts.  
· Assisting in arranging for University facilities and equipment.‖ (WAC 504-28-020) 
· Advisors may function as consultants to help with your organization’s growth and development. 
· An advisor provides continuity to student organizations whose composition changes from year to 
year as new students arrive and others graduate. 
· The advisor’s knowledge of WSU policies and operations should enable them to assist the 
organization in the successful achievement of its goals. 
· The advisor serves as an authorized signature for the RSO account and other WSU services, such as 
equipment. 
 
Enhance your experience as an advisor by: 
· Getting to know students on an individual level. Learn what they want to get out of the 
organization and WSU 
· Attending the organization’s meetings and events 
· Reaching out to other advisors or departments (i.e. Student Organizations) for assistance and 
support 
· Empowering students to take action and to take satisfaction in seeing the student organization 
succeed 
 
Advising Responsibilities  
The specific roles and responsibilities of an advisor will vary from organization to organization and 
from advisor to advisor, but the following presents a list of general responsibilities: 
 
Leadership Development 
Through personal interaction and program development, the advisor can play a significant role in 
furthering leadership development and personal growth of members, as well as identifying new 
leaders for the organization. Some specific developmental areas that the advisor may enhance are 
interpersonal communication skills, planning skills and organizational skills. The advisor should be 
available to assist with organization of retreats and workshops. 
 
Consultation 
The advisor should meet regularly with officers/chairpersons concerning activities and should be 
aware of what projects and events are being planned. Through continued open interaction where 
ideas can be expressed freely, the advisor serves as a resource person to point out new perspectives 
and guide the group toward activities and individual performance worthy of a major university.  
Advisors have three broad functions:  
· To help with the growth and development of students  
· The advisor can assist students in the development of skills such as time management, problem 
solving, delegation, communication, and leadership.  
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· To add to the continuity of the group as members graduate and serve as a liaison between the 
university and the organization  
· The advisor can share the history of the organization and explain why past decisions were made to 
new officers. The advisor will also explain university policies and connect students to the appropriate 
offices for assistance.  
· To assist in the area of program content and purpose  
· The advisor will assist in the development of projects, events and activities 
Effective Student Organization Advising 
All registered student organizations at Washington State University are required to have an advisor 
who is a full-time Washington State University faculty, staff member, or graduate assistant. The role 
of advisor is an influential position with our students. An advisor’s primary concern should be to 
assist in the development of our students as the group and individual levels. The advisor will also be 
asked to meet the University’s expectations as well as have the opportunity to develop relationships 
with students as friends, counselors, allies, and liaisons. Student Organizations provide a chance for 
students to implement the knowledge they are obtaining in class - an opportunity for them to 
develop leadership skills, ethical decision-making skills, and creativity. Each year offers new 
challenges to the advisor as the activity level; student commitment and leadership skills will vary 
from year to year. The total scope of the advisor is determined in part by the advisor. He/she must 
decide the level of priority the organization will be given. Family commitments, time constraints, 
teaching load, research, community work, etc. are all considerations. 
The Student Involvement staff appreciate the time and energy that advisors volunteer to the student 
organizations. The Student Involvement staff is available to assist you as an advisor. Please do not 
hesitate to contact us, if we can be of support to you. 
What student organizations expect from advisors: 
· Belief in the organization and the enthusiasm necessary to help the Organizations reach its 
potential. 
· Understanding of the organization, awareness of its purposes and assistance in formulating goals. 
· Assistance in the development of procedures and methods for maintaining an effective 
organization. 
· Assistance in matters of university procedures. 
· Assistance in improving leadership skills. 
· Serving as a liaison with the university when necessary. 
· Guidance in planning activities and programs. 
· Encouragement and support in periods of turmoil. 
· Serving, when needed, as an arbitrator or impartial observer. 
· Participation in the meetings and events of the organization to the greatest extent possible. 
 
What the University expects of advisors: 
· The advisor will uphold the best interests of the University and organization. 
· The advisor will work with the organization to ensure the organization takes reasonable precaution 
in its activities in order that policies and laws not be violated, and the welfare of individuals are not 
endangered. 
· Participation in the organization to the fullest extent without actually making decisions or setting 
policies for the organization. 
· The advisor is expected to be present during activities of the student organization as a resource for 
the students and to act in the event of an incident. 
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· Please do not accept the position of advisor or continue to serve as an advisor if you are not 
prepared to fulfill the expectations of such. 
· Assume the role of advisor as a volunteer, but uphold the best interests of the University and 
organization. 
· Currently and continually employed as a full-time faculty, staff, or graduate assistant of Washington 
State University are eligible to advise 
· The advisor will have a fiduciary responsibility to oversee the management of club funds. 
 
Advisor Reward 
There are many rewards for an individual who serves as an adviser to a student organization. There 
are rewards that affect the student and the institution, but here we will focus on the rewards for the 
adviser:  
· Facilitating and observing the growth and development of student leaders 
· Recognition from the institution, the organization, and the students  
· Developing a mentoring/teaching relationship with students  
· Observing the intricate series of fads, cultures, and changes within student life  
· Establishing networks with peers/colleagues who serve in similar capacities 
· Serving the institution  
· Participating with an organization with a purpose one can appreciate 
 
Advisor  
There are also ways in which advising can be a challenging experience. It is important to be aware of 
what challenges may arise so that you can be prepared on how to best deal with them. Remember 
that challenges are not bad things. Challenges can help us to grow and develop new skill sets.  
 
Challenges  
Time Management  
It is important to find a suitable balance between over-committing and under-committing.  
Lack of Training  
It is not unusual for many advisers to never have had any kind of formal training. Campus 
Involvement can serve as a valuable resource to assist you in your advising endeavors.  
Clarification of Roles  
It is imperative to establish clearly defined expectations at the beginning of the year so that all parties 
understand what role they play.  
Allowing the Students to Run the Organization  
Sometimes it is very easy to want to step in and make decisions for the organization. However, you 
have to remember that this is their organization and you are there as a resource. You should inform 
them of relevant policies and procedures, advise them on decisions when necessary, and have a 
presence so that they know that can count on you.  
Staying Informed of the Organizations Decisions and Actions  
It is very important to have strong communication with the organization so that you know what 
their plans are.  
 
ADVISING STRATEGIES  
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There are a number of strategies that advisors can use in order to help their groups function 
effectively and attain their goals. Advising can be a very comfortable practice once you determine 
what strategies you will use to achieve success with your organization.  
 
Good Practices  
Certain practices that you adopt and share with your group will assist in developing your 
relationship with them as well as promoting their organizational success. It is important to discuss 
these ideas with the organization and come to a mutual decision of what practices will work best.  
 
Teambuilding  
This should take place at the beginning of the year when the group comes together. It encourages a 
cohesive group that will work together. A retreat or a teambuilding workshop scheduled for the 
beginning of the year is a good idea. Using teambuilding activities, a group will be able to 
understand:  
· Their developmental stage  
· Various leadership styles  
· Individual and group strengths and challenges  
· The concept and practice of teamwork  
 
Performance Planning  
During this phase, the organization should be encouraged to define executive positions, set 
expectations advisor/organization), and establish goals. This is important, as officers need to 
understand their role and the role of other group members as well as the advisor. Setting 
expectations are critical so that the organization is clear on what to expect from members and the 
advisor, and the advisor will be clear on what to expect from the organization. In order for the group 
to have a productive year, goals must be established along with stated objectives for attaining those 
goals.  
 
Communication  
Many organizations fail due to a severe lack of communication. It may be a good idea to help the 
group to understand verbal/non verbal communication techniques as well as written 
communication (memos, letters, agendas, minutes, resolutions, etc.). Enhanced communication 
skills will help the organization to function more smoothly. It is also important for the organization 
and the advisor to maintain steady and clear communication.  
 
Recognition  
As an advisor, you should try to be in tune with the emotional responses of the students that you 
advise as well as the way in which you respond to them. If you can recognize signs of distress or 
frustration with any of the students in the organization you advise, you will be better prepared to 
acknowledge them and deal with them accordingly. However, recognition may also speak to 
recognizing and acknowledging students’ efforts and success. Students need to feel appreciated and 
recognized for the great work that they do!  
 
Self-Assessment  
Students should be encouraged to assess their academic and extracurricular progress. It is very easy 
for them to get caught up in all of their classes and activities and not take the time to think about 
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whether they are putting out quality endeavors. They may be suffering from burnout or they may 
not have realized that they have acquired new skills. Perhaps they are ready for additional 
responsibilities or are overwhelmed by too many. This is a process that an adviser can challenge a 
student to go through.  
 
Evaluation  
Students and advisors should evaluate one another as well as programs. It is important to evaluate 
one another, so that any feelings/misunderstandings about performance or expectations can be 
addressed. Programs and events should also be assessed so that the organization will know what 
worked well and what did not work well and why.  
 
Things to Remember: 
Quality over Quantity!  
Ask yourself if you are engaging in meaningful interactions with the students in the organization as 
opposed to just being around a lot. It is very important to have a presence, but it is more valuable to 
have a meaningful presence.  
 
Motivation is Key!  
Sometimes students will burn out and lack the motivation to continue to work for the organization’s 
success. As an adviser, you can help to determine what will motivate the students (recognition, 
achievement, value, approval, etc.)  
 
Don’t Over-Commit!  
It is okay if you cannot attend every meeting and program! Once you set clearly defined expectations 
with the organization, adhere to them. This organization is for the students. You are there to advise 
their decisions and to assist them in their processes.  
 
Resignation  
There may come a time when you, the organization, or both parties 
determine that another adviser would better serve the organization. 
There may be several factors considered in this decision. However, 
whatever the reason, once this decision has been made, it is important 
to have a discussion with the leadership of the organization. You may 
even be able to assist them with the process of finding a new adviser. 
You should notify Campus Involvement so that we may update our 
records. As all organizations are required to have a WSU 
faculty, staff, or graduate assistant as an advisor, efforts should be made to find a new advisor before 
you vacate your position.  
Thank You! 
Washington State University would like to extend gratitude to you for serving in such a worthy 
capacity. Advisors are an integral part of the development of student organizations and student 
leaders. We count on you as the students that you advise count on you. Thank you for the wonderful 
job that you do! 


