Student Organization Checklist

Organization Name: ___________________ Organization President: ​_______________
Please complete all of the following steps to be considered re-recognized for the upcoming school year. 
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 Pick up your Pre Re-Recognition Packet.
Attend a Mandatory Re-Recognition Meeting on August 28, 2010 at 8:00a.m.  The president and one officer from your organization must attend.
If you do not have an office, fill out a Mailbox Key Permissions List with the names of two people who are allowed keys to your mailbox.  

Pick up your mailbox and cabinet keys. Check your mail. 
Your mailbox # is__________. Your cabinet # is_________.
          
Return your Advisor Contract Form to SIEO by September 24, 2010 at noon.
Update your S.O.D. (Student Organization Database) listing by September 16, 2010. To update your listing go to http://www.uwsp.edu/centers/sieo/. Under the brown S.O.D. icon click “update org” or email SIEO.

Complete the Student Organization Risk Management Survey online at http://survey.uwsp.edu/TakeSurvey.aspx?SurveyID=94534n8.
 

Do you have an Involvement & Volunteer Fair booth?  YES   NO (See attached)


If this is highlighted, update your constitution by November 1, 2010. 

         If this box is checked, you are confirmed for an involvement fair booth.
For those organizations that have offices in the Student Involvement Complex
By Friday, September 24, 2010 –
Complete the Office Door Let In/Mailbox Permissions List with the names of people who will be allowed access to your office, mailbox, and up to five people who need After Hours Access Cards. 
Turn in your office hours to the SIEO. Also, post the hours on your office door. A minimum of 10 office hours per week is required for all student organizations with offices. 

Sign and turn in an Office Contract Form.
Please note: An electronic copy of this form with clickable links is located online at http://www.uwsp.edu/centers/sieo/. 


