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Senator Responsibilities 

 

As a Senator for Club Senate, you fulfill an important and necessary role for 

your club. Listed here are some of the duties that are performed by a 

senator: 

 

The Constitution, Policies, and Rules of Conduct 

Read the Club Senate Constitution, Bi-laws and Club Handbook. You are 

responsible for all material found within them during Senate meetings.  If 

you do not understand these documents contact a Senate officer for 

clarification. There is no excuse for not knowing this information. Copies 

may be obtained in SURC 236, or online at: 

http://www.cwu.edu/~ascwu/cms/index.php?page=student-organizations 

 

Attendance 

Attend every Club Senate meeting. Meeting times are posted on the door 

and available for pickup in SURC 236 and on the Club Website. If you are 

unable to attend, send an alternate in your place. Missing two meetings total 

per quarter will cause a recognized club to fall into “bad standing.”  While 

under bad standing a club or organization is not allowed to request funds. 

To get back into good standing, you must attend three consecutive meetings 

following bad standing status.  

 

Change of Senator Form 

If you are unable to fulfill your duties and another Senator is appointed for 

your club, a Change of Senator Form must be filled out as soon as possible. 

Until a form is filled out and turned into Club Senate Box (SURC 236), you 

will remain the contact between Club Senate and your club. You will remain 

responsible for attending all meetings and receiving any information.  Again 

these are found in SURC 236.  

 

Voting 

Senators will vote on both funds and issues concerning recognized clubs 

and organizations. Senators should keep in mind that due to limited funds, 

the $1,500 maximum allowance is NOT available for every club. There is 

only so much money that is spread over several clubs, so vote carefully and 

request early. 

 

 

http://www.cwu.edu/~ascwu/cms/index.php?page=student-organizations


 

 

 

Taking Information Back to Your Club 

Senators are responsible for reporting discussed issues and announced 

events during Club Senate back to their own clubs. Club Senate is a network 

of people and a great place to advertise any event.  One of the reasons that 

Club Senate exists is to serve as a pipeline of communication between clubs 

and the ASCWU-BOD, Campus Departments, CWU Administration, and 

also other fellow clubs on campus. 

 

Requesting Funds 

This is probably the most time consuming job, but it also is the most 

important and rewarding. Remember the following steps to make the 

process go more smoothly. 
 Pick-up a funds request form from SURC 236. 

 Read and Fill the form out COMPLETELY. 

 Return the completed Funds Request Form into SURC 236, Club Senate Box 

three days prior to a Funds Council Meeting. These meeting times will be posted on 

the door of SURC 236 and are on the Club Website. Late packets will NOT be 

accepted. It is your responsibility to find out when these meetings are held. 

 Attend Funds Council meeting to present your request.  

* If your request is $200 or less and your club is non-religious and not politically 

affiliated, funds can be approved by Funds Council alone.   

* If using motor pool, request your vehicle ASAP! This is done through Student Life 

Accounting (SURC 263A). 

 Attend Club Senate and request funds. This is if your request exceeds $200 up to 

the amount of $1,500.  

 HAVE FUN! 

 Report Back to Club Senate the very first meeting following your event. If you miss 

your report back date, your request will not be honored. 

 Turn in all relevant receipts to Student Life Accounting within two weeks of your 

report back date. If your club fails to turn in your receipts within the two weeks of 

your report back date, your club will lose the allocated funds and they will return in to 

the Club Senate budget. 

 Remember, after all procedures are finished, it will take Campus Life Accounting 2 to 

3 weeks to process a reimbursement check so plan accordingly!!!!! 

 

 

 

Remember that this Senate Funding is completely on a reimbursement basis. 

There will be no exceptions or excuses. All procedures have been explained 



and are expected to be followed as stated. Any further questions can be 

answered in the Club Senate Office in SURC 236. Don’t wait until after 

your trip to ask if you do not understand something because at that point it 

will be too late.  It is recommended to start asking questions early and turn 

in your funds request packet 30 days in advance. 

 

Mail 

All clubs have a mailbox located in SURC 236. Check your box at least 

once a week because it will more then likely contain something in it.  

 

Your mailing address is: 

(Club Name) 

400 E. University Ave. SURC: 236 

Ellensburg, WA 98926-7448 

 

Representation 

As a student at CWU, not only do you represent your club, but also the 

University as a whole. You are expected to conform to the laws of the 

United States of America, the Sate of Washington, and also the rules, 

policies, guidelines, and regulations of CWU, the ASCWU Board of 

Directors, and the Senate at all functions and activities. Remember you are a 

Wildcat wherever you go, so represent your school with pride.   
 

The Purpose of Club Senate 

 
This is some helpful information to let you know why you attend Club 

Senate and what it has to offer clubs and organizations. 

 

FUNDING 
All clubs are entitled to receive funding for travel, registration, hotel, 

advertising, educational supplies, or guest speakers with the exception of 

religiously and politically affiliated clubs. These are the only events that 

money can be requested for. A club may request up to $2,000 during the 

academic year (contingent of availability of funds). There is a limit of 

$1,500 per quarter and $300 per student. Please note the following: 

 

1. You may only make one request per trip. 

2. You must make the request and have it approved prior to the trip. 



3. Your club must be in “good standing.” 

4. All procedures must be completely finished before being reimbursed by 

Student Life Accounting. If there are any questions contact the Senate 

Treasurer (Trevor Bevier: SURC 236/ 509-963-1682; beviert@cwu.edu) 

before departing for your trip.  

 

GUEST SPEAKERS 
Clubs who are inviting speakers to come to campus may receive help from 

Club Senate to bring them here. Those clubs requesting money for this type 

of event should contact the Vice President for Organizations as soon as 

possible. Speaking requests follow the same procedure as do travel requests. 

If a request is made for over $500, a Personal Services Contract needs to be 

made for your Speaker with Campus Life (SURC 263). 

 

CLUB SENATE ACTION & INVOLVEMENT 
 There are many issues and concerns that directly affect students here at 

CWU. Your club may decide to get involved in these issues. Whether it 

is a campus issue such as racism, tuition increases, poor campus lighting, 

or if your club is concerned with the state or national issues, your club 

has a voice! Club Senate represents a broad based constituency 

throughout the University and can play an important role in providing 

student government, the BOD, with relevant feed back and opinions. 

Club Senate can become as active as its members want it to be. Clubs 

can also act independently to strengthen our University climate while 

meeting the needs of students. If a club wishes to ask the Senate to 

     take a unified position on an issue, that club’s representative can initiate 

referential action as follows:  

 

 Come into the BOD Office SURC 236 and let the Chairperson know 

what is going on.  He or She will then advise you how best to present a 

written referendum to Club Senate.  The Chairperson will need a few 

days notice to help you get prepared.  

 You will then be placed on the agenda for the following meeting.  

 At the meeting your are scheduled to speak, presenting your referendum 

to Club Senate, be sure and explain the background of the situation and 

what you see as a possible solution.  

 A referendum requires a 3/4-majority vote to be approved.  



 Once approved, it is presented to the BOD for consideration.  They must 

either approve the referendum as written or reject it. If approved, the 

club now has the backing and support of both Club Senate and the BOD.  

Support and cooperation in the form of volunteers, materials, and other 

services could now be more accessible.  

 

WORKSHOPS 
Club Senate will set aside a few meetings during the school year for mini 

workshops on topics that will help clubs run more efficiently. These will be 

anywhere from 10 to 20 minute sessions during the meetings on such topics 

as fundraising, programming, accounting, and advertisement. This 

information can then be taken back to help clubs increase their productivity. 

Suggestions on workshops are welcome at the Club Senate Office; many 

clubs may be dealing with the same type of concerns. 

 

EVENT COMMUNICATION & ADVERTISEMENT 
Club Senate is a great place to advertise an event that a club or organization 

will be hosting. Club Senate encourages clubs to take on different projects, 

whether they are community service, a fund-raiser, or an athletic or 

academic event.  Senators form a network of people that can relay the event 

information to their club and get the word out. It is a great opportunity to 

utilize this free advertisement. For more information contact the VP for 

Clubs and Organizations. 

(Maylin Sevilla: SURC 236/ 509-963-1682; sevillam@cwu.edu) 

 
FRIENDSHIPS 
Club Senate is a great place to meet a lot of people from all aspects of life. It 

unifies and creates friendships that help bring the campus together. Central 

Washington University is home to all of us, and Club Senate would like to 

bring that family even closer together. 


