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1. Contact the Student Leadership Development Office in E-041B
a. E-mail: sld@neiu.edu
b. Phone: 773.442.4660

2. Create a constitution
a. The constitution must indicate basic information such as the club’s statement, overview, rules, regulations, and a set of fundamental principles.
b. A sample constitution in available on the SLD webpage: 
http://www.neiu.edu/~sld/startorg.htm

3. Complete a New Organization Form
a. This form details all executive offers for the organizations (you are required to have at least two (2) executive officers to start).
b. This form is available on the Collegiate Link website at: 
https://neiu.collegiatelink.net/Organizations (Register with Collegiate Link using your NEIUport username and password)
c. Be sure to have every member registered and up to date with phone numbers and emails. This ensures that our office has all appropriate officer information. 

4. Go before the Council of Clubs (COC)
a. After submitting a New Student Organization Charter Form, you will be contacted by the Council of Clubs Chair.
b. From there, you will be assigned a meeting date to attend. 
c. At this meeting, you will speak for 2-3 minutes regarding the purpose and mission of your new organizations and how it will benefit the larger community. 
d. After presenting before the Council of Clubs, you will be notified as to whether or not your club has been approved.

5. If your organization is granted club status, then you will need to arrange a training session with all officers and a Student Leadership Development Office staff member.  Advisors are encouraged to attend.



The Office of Student Leadership Development
773.442.4660
E-041B
