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WELCOME

C O N G R A T U L A T I O N S  O N  B E C O M I N G  A
N E W  S T U D E N T  O R G A N I Z A T I O N !  I N
T H I S  P A C K A G E ,  W E  W I L L  G O  O V E R
W H A T  R E S O U R C E S  A N D  T O O L S  Y O U ,
A S  A N  O F F I C I A L  S T U D E N T
O R G A N I Z A T I O N ,  H A V E  A C C E S S  T O
T H R O U G H  T H E  S T U D E N T
E N G A G E M E N T  O F F I C E .  

Hi There!
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S T U D E N T  O R G A N I Z A T I O N S  A R E  T H E
M A I N  R E A S O N  W H Y  T H E  O F F I C E  O F
S T U D E N T  E N G A G E M E N T  E X I S T S .  W E
W I L L  S E R V E  A S  T H E  F I R S T  A N D
F O R E M O S T  M A I N  R E S O U R C E  F O R
Y O U  A S  A  S T U D E N T  O R G A N I Z A T I O N
T H R O U G H O U T  I T S  L I F E  H E L P I N G  T O
S U P P O R T  Y O U  I N  A N Y  W A Y  W E  A R E
A B L E  T O .  W E  A R E  A V A I L A B L E  T O
Y O U  F I V E  D A Y S  A  W E E K  A N D  C A N  B E
R E A C H E D  T H R O U G H  E M A I L ,  P H O N E
C A L L ,  O R  E V E N  I F  Y O U  J U S T  S T O P  B Y
T H E  D E S K  F O R  A  C H A T !  I F  Y O U  E V E R
H A V E  A N  A D M I N I S T R A T I O N
Q U E S T I O N  R E G A R D I N G  Y O U R  C L U B
O R  S I M P L Y  W A N T  S O M E  H E L P  I N
A D V E R T I S I N G  A N  E V E N T ,  T H A T ’ S
W H A T  W E ’ R E  H E R E  F O R !

WHAT IS STUDENT ENGAGEMENT?



Student organizations are one of the most
important factors in creating a successful student
life on any college campus, which we are sure you’re
aware of. Creating or being involved in one is a
privilege and should be seen as a great honor. It
allows students to make connections with their
peers creating a sense of community and familiarity
with their fellow classmates. Being in a student
organization comes with many privileges at your
disposal to aid you in creating a successful
organization. 

STUDENT ORGANIZATIONS

The Office of Student Engagement believes that
academics and involvement go hand-in-hand at
Lewis & Clark as a part of a balanced, engaging, and
rewarding college experience. Through its programs
and support systems for student organizations,
Student Engagement facilitates, coordinates, and
implements a variety of co-curricular activities that
support the Division of Student Life and the
College’s mission.

STUDENT ENGAGEMENT’S
MISSION



Funding Process
Only officially recognized student organizations
may request for funding from ASB. Budget requests
are not guaranteed and can be done on a rolling
basis throughout the year. The ASB Director of
Allocations and ASB Treasurer oversee the Finance
Committee that reviews and vets all student
organization budget requests. 

** Student organizations need to track their own
budgets once given their allocation amount from
the Finance Committee. If they have questions
regarding budget amount at any given time during
the academic year, they will need to directly email
the ASB Treasurer themselves.

FUNDING AND PRIVILEGES

Development of lifetime knowledge skills, and
leadership experience
Approval of ASB funding
Ability to request/reserve venue spaces on
campus
On- and off-campus organizational programming
is covered by the College’s insurance policy
Being able to participate in S.E.E. and Spring
Activities Fair 

Privileges
Officially recognized student organizations have the
following privileges available to them:



Instagram
The Bark (which is sent by the Vice President of
Student Life every week)
Posters
CAB Weekly email updates

EVENT MARKETING
S T U D E N T  L E A D E R S  M A Y  A S K  F O R  I D E A S  O N  H O W  T O
A D V E R T I S E  T H E I R  E V E N T S  T O  O T H E R  S T U D E N T S .  

RESERVING ROOMS/SPACES
Only officially recognized student organizations
may reserve rooms on campus; meeting rooms on
the second floor of Fowler Student Center may be
booked directly via Student Engagement. All other
rooms/venues on campus must be reserved through
the Conferences & Events Office (C&E) by filling out  
this Google form
(https://docs.google.com/forms/d/e/1FAIpQLSfsb9ut
dxQL3nf18qibZSJC76k_0KI68xOFhBAHfqs3E5d5Zw/vi
ewform). 

https://docs.google.com/forms/d/e/1FAIpQLSfsb9utdxQL3nf18qibZSJC76k_0KI68xOFhBAHfqs3E5d5Zw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfsb9utdxQL3nf18qibZSJC76k_0KI68xOFhBAHfqs3E5d5Zw/viewform


C O M P L E T E D  R E I M B U R S E M E N T  R E Q U E S T  F O R M
( H T T P S : / / C O L L E G E . L C L A R K . E D U / L I V E / F I L E S / 3 2 4 0 5 - 2 0 2 1 - E X P E N S E -
R E I M B U R S E M E N T - F O R M P D F P D F )
I T E M I Z E D  R E C E I P T  ( T H I S  E X P L I C I T L Y  L I S T S  E V E R Y  I T E M  T H A T  W A S
P U R C H A S E D  A S  O P P O S E D  T O  J U S T  A  F L A T  P R I C E )
R E C E I P T  T H A T  S H O W S  P R O O F  O F  P A Y M E N T  ( I F  I T  W A S  P A I D  W I T H
C A S H ,  I T  S H O U L D  L I S T  C A S H .  I F  P A I D  W I T H  A  C R E D I T  C A R D ,  I T  M U S T
H A V E  T H E  L A S T  F O U R  D I G I T S  O F  T H E  C R E D I T  C A R D  N U M B E R  U S E D )
P L E A S E  N O T E  T H A T  S T U D E N T S  O F T E N  C O N F U S E  A N  “ I N V O I C E ”  W I T H  A
“ R E C E I P T ” ,  A N D  T H E S E  T W O  A R E  N O T  I N T E R C H A N G E A B L E .  A N
“ I N V O I C E ”  I S  A  R E Q U E S T  F O R  P A Y M E N T  W H I L E  A  “ R E C E I P T ”  I S  P R O O F
O F  P A Y M E N T .  

A L L  S T U D E N T  R E I M B U R S E M E N T  R E Q U E S T S  C O M E  T H R O U G H  S T U D E N T
E N G A G E M E N T  F O R  I N I T I A L  R E V I E W ,  P A S S E D  O N T O  T H E  A S B  T R E A S U R E R ,
A N D  T H E N  F I N A L L Y  R E V I E W E D  B Y  T H E  D I R E C T O R  O F  S T U D E N T
E N G A G E M E N T  O R  T H E  A S S I S T A N T  D E A N  W H E N  T H E  D I R E C T O R  I S  N O T
A V A I L A B L E .  

R E I M B U R S E M E N T S  M U S T  H A V E  T H E  F O L L O W I N G  I N F O R M A T I O N  I N  O R D E R
T O  B E  A C C E P T E D :

REIMBURSABLE EXPENSE POLICY

PURCHASE CARD (P-CARD)
REQUEST/USES

S T U D E N T  O R G A N I Z A T I O N S  M A Y  R E Q U E S T  T O  U S E  T H E  P U R C H A S E
C A R D .  T H E  P U R C H A S E  C A R D  I S  A  C R E D I T  C A R D  U S E D  B Y  A L L
S T U D E N T  O R G A N I Z A T I O N S  I N  O R D E R  T O  M A K E  P U R C H A S E S
O N L I N E  ( A M A Z O N ,  H O T E L  B O O K I N G S ,  F R E D  M E Y E R ,  E T C . )  
P - C A R D  P U R C H A S E S  M A Y  O N L Y  B E  M A D E  A T  T H E  S T U D E N T
E N G A G E M E N T  D E S K  W I T H  A  S E  W O R K E R  P R E S E N T  B Y
A P P O I N T M E N T  O N L Y .  A P P O I N T M E N T S  C A N  B E  M A D E  O N  T H E  S E
W E B S I T E .  A N Y  P U R C H A S E S  G R E A T E R  T H A N  $ 3 0 0  M U S T  B E
F U R T H E R  A P P R O V E D  B Y  T H E  D I R E C T O R  O F  S T U D E N T
E N G A G E M E N T .

https://college.lclark.edu/live/files/32405-2021-expense-reimbursement-formpdfpdf


Helpful
CONTACT

INFORMATION

( 5 0 3 )  7 6 8 - 7 1 2 2

( 5 0 3 )  7 6 8 - 7 1 2 2

( 5 0 3 )  7 6 8 - 7 2 3 5

S T U D E N T  E N G A G E M E N T  -  S T U D E N T E N G A G E M E N T @ L C L A R K . E D U

T A M A R A  K O  -  T K O @ L C L A R K . E D U

C O N F E R E N C E S  A N D  E V E N T S  O F F I C E  -  E V E N T S @ L C L A R K . E D U ,
D E A G L E @ L C L A R K . E D U

A S B  P R E S I D E N T  -  A S B P R E S I D E N T @ L C L A R K . E D U

A S B  T R E A S U R E R  -  T R E A S U R E R @ L C L A R K . E D U

C A B  C H A I R  -  C A B O A R D @ L C L A R K . E D U

B O N  A P P E T I T  M A N A G E R  ( R Y A N  J E N S E N )  -  R Y A N J E N S E N @ L C L A R K . E D U

I M P O R T A N T  R E M I N D E R S ! ! ! !
C H E C K  Y O U R  O R G A N I Z A T I O N ' S  G E N E R A L  E M A I L  O F T E N !

S T U D E N T  E N G A G E M E N T  W I L L  O N L Y  U S E  T H A T  E M A I L
A D D R E S S  T O  S E N D  I M P O R T A N T  I N F O R M A T I O N  A N D

R E M I N D E R S  ( E . G . ,  B U D G E T  I N F O R M A T I O N ,  R E I M B U R S E M E N T
D E A D L I N E S ,  S P A C E  A L L O C A T I O N  A P P L I C A T I O N S ,  E T C . )  S O  I T

I S  I M P E R A T I V E  T H A T  Y O U  S T A Y  O N  T O P  O F  Y O U R
O R G A N I Z A T I O N ' S  E M A I L  A D D R E S S .


