
 

Club accounts are funded from fundraisers, dues, fees, and dona3ons generated by the members of each individual club. 
You must be a club in good standing with Student Engagement to open a Club bank account. 

Each Club must update EagleSync with all club officers including 3tles, email address and phone numbers. If any of your 
officers’ change during the school year, please update their informa3on in EagleSync. 

Withdrawal 3tle should be the club name and a short descrip3on on what the funds are for (i.e. Student Accoun3ng-EOY 
BBQ). Fill out the EagleSync request form completely. If you need assistance with this you can stop by PUB 307, call, or 
email Student Accoun3ng and we will be happy to walk you through the process. 

CHECK REIMBURSEMENT: 

● Complete request online in EagleSync. 

● Upload the detailed receipts (Pizza must be detailed***) into EagleSync. 

● The check can only be wriSen for the total of the receipts. 

● If one person has mul3ple receipts for reimbursements, they will be processed on one check. 

● It is always a good idea to retain a copy of your receipts for your records. 

● If GiU Cards were purchased, you will need to fill out a “GiU Card Winner” log located on the Student 
Accoun3ng Website. 

*** A detailed receipt includes, who you made the purchased from, each item you purchased, the total amount of the 
purchase and the total amount you paid. The credit card receipt can accompany the detailed receipt if there was a 3p 
added. 

TRANSFER REQUESTS: 

When mul3ple clubs are working on joint projects and each has a club bank account, funds can be transferred from one 
account to the other. Please send your request via email to dhartman2@ewu.edu. Please include the following: 

● Where are the funds being transferred from? 

● Who are the funds being transferred to? 

● What are the funds being transferred for? 

● The amount of the funds being transferred. 

 

 



 

APPROPRIATE USE GUIDELINES: 

Club bank accounts are like a checking account for your club. You must be aware of your balance before reques3ng 
payment or funds. 

● Larger requests will be reviewed and may require a purchase order. Purchase orders may take up to three 
weeks to process so plan ahead. 

● Student Accoun3ng has a University Corporate credit card that can be used for some purchases. Always 
check with our office before all purchases. 

● There are certain items that must be purchased from specific vendors so always check with the Student 
Accoun3ng office first. 

● In addi3on, this office has open purchase orders with some local vendors for the students use. 

● A request to pay for services (a performer, a disc jockey, etc.) will need to be processed on a Memorandum 
of Agreement (MOA) which provides a contract and liability protec3on for the University. Student Accoun3ng 
will complete the MOA with your assistance. This process can take some 3me as the Vendor needs to sign 
and return the MOA then it is processed through Purchasing before being sent to Accounts Payable for a 
check to be cut. Plan on between two to four weeks for this process to be complete. 

DEPOSITS: 

Deposits into the club bank account can be made in person or you can mail your deposit to Student Accoun3ng. You can 
find addi3onal informa3on on our website. In person deposit slips can be found in PUB 307. Mail in deposit slips can be 
found on the Student Accoun3ng website. 

● Deposit slips are used to process club funded deposits to assure the funds are put into the proper club 
account. 

● You will need to fill out a deposit slip every 3me you make a deposit. Always note the purpose of the funds 
i.e. fundraiser, dues. You can put mul3ple deposit types on one deposit if there is a good descrip3on and 
breakdown of each. 

● When deposi3ng checks make sure they are made out to EWU with your club/organiza3on name, for example 
(EWU Motorsport). 

We are all ultimately responsible to the Auditors and we need to be able to show a good “paper trail” on all the money and 
receipts for purchases from Club Funded Bank Accounts. 

PLEASE NOTE THAT YOUR ACCOUNT CAN BE FROZEN IF PROCEDURES ARE NOT FOLLOWED INCLUDING OUTSTANDING 
RECEIPTS. 

● Voiding Checks: If you need to void a check you must return the check back to Student Accoun3ng office. Never 
tear it up. We must retain the original check for our files for audit purposes. 



 

● Lost Checks: If a check is lost or stolen no3fy Student Accoun3ng ASAP. 

● Account Statements: A printout of your Club Funded bank account can be obtained in the Student Accoun3ng 
office at any 3me. This report can be e-mailed to you by contac3ng Diana at dhartman2@ewu.edu. If you find 
any discrepancies, feel free to contact us. 

● Prompt cashing of checks: Please encourage club members to cash their checks promptly as this allows us to 
keep your records current without a lot of outstanding checks. 

● End of the Quarter: This is usually a hec3c 3me for all. Please encourage everyone to turn in receipts as they get 
them. It might be a good idea to set a deadline to guarantee geeng paperwork in a 3mely manner. 

● Travel: Off campus travel requires the comple3on of an EagleSync Event Request. Once the event is approved, 
you will need to contact Student Accoun3ng to assist with your travel. In addi3on, each student traveler must 
complete Travel Authoriza3on and Student Waiver forms before travel. These forms are all part of the EagleSync 
event process. 

● Fundraising: An event request needs to be filled out on EagleSync and approved. The money raised must be 
deposited at Student Financial Services. Student Accoun3ng has a credit card machine for rent to assist you in 
collec3ng funds. 

Any problems, ques3ons, confusion: Please feel free to contact us at Student Accoun3ng in PUB 307, 
Diana Hartman 509-359-6716 or Judy Miller 509-359-7891. 

We are here to help with all Club Funded events and purchases. OUen, we have a way to make your purchase process 
easier and minimize your out of pocket expenses. Always check with our office first. 

IMPORTANT POINTS: 

 Alcohol or tobacco products cannot be purchased with Club Funded or ASEWU funds in line with EWU and 
Washington State policy. 

 Student Financial Services no longer accepts debit/credit cards. They take cash and check only. Please stop by 
Student AccounXng if you have quesXons. 

Do not send cash in the mail if you are doing a mail in deposit. 

If your club collects dues from your members, please stop by and talk to us about convenient ways to accept 
payments online. 


