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[bookmark: _7xubnhp3s2jd]New Org Checklist:
[bookmark: _s8ebl2dpyss]How to Establish New Faith-Based Student Organizations at USI
[bookmark: _dfy602fod7cj]Part 1: Student Life Office
[bookmark: _dsfu0tixzlb4]Step 1: Learn
Read: How to start a student organization. The new organization registration period is Oct. 1 - Feb. 28.
[bookmark: _rwdz17ka18tj]Step 2: Recruit 
Identify your student leaders and advisor(s). “Off-campus advisor(s)” are chaplains, campus ministers, and church volunteers or employees who support your student organization.
· List your 5 founding members.
· Recruit a USI Faculty Advisor.
· Consider whether your group will include any off-campus advisors.
[bookmark: _pxlv21hja5se]Step 3: Establish
Schedule 1:1 meeting with Student Life Office staff. During this meeting, you’ll learn how to:
· Create a constitution.
· Fill out organization registration in Engage.
· Have your officers and advisors complete required trainings.

[bookmark: _auni5js2ino2]Part 2: Religious Life Office
Note: this part of the process only applies to off-campus advisors. It can’t be completed until Part 1 is finished with the Student Life office. Any off-campus volunteers or advisors must complete this orientation process.
[bookmark: _rfs0u51447al]Step 1: Orientation Meeting
Schedule 1:1 meeting with Religious Life to:
· Review the Ethical Framework for Religious Life
· Complete Non-Employee Form (this is processed by the university in 1-2 weeks)
· Submit a letter of recommendation (on letterhead from your sponsoring church or organization) verifying that you are in good standing with the organization.
[bookmark: _764bxwsfg1j5]Step 2: Complete Follow-up Tasks
After the meeting, you will:
· Complete a background check online (you will only be contacted for results if there is a problem)
· Get an Eagle Access ID card (via the Eagle Access office in the lower level of UC West)
· Parking passes are not required, but you may register your vehicle here.
· Submit organization and individual biography for Spiritual Support Photo Directory.
[bookmark: _d6nzy4tlemzs]Part 3: Yearly Renewal
Off-campus advisors attend 3 Religious Life advisor meetings per year (Faculty, students also welcome).
Student leader(s) attend a renewal session every August.
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