
 

 

 

Registering a New Student Organization 

Step-By-Step Guide 

 

Thank you for your interest in starting a new student organization at SU and bringing                                                   

a new, added flavor to our campus community! 

By registering through SU’s student organizations database platform, Involved@SU, your idea for a club 

will be transformed into an officially active SU student organization. Your incoming organization’s 

leadership will also then be granted access to a variety of valuable tools and resources to help create 

events for your organization, manage your organization's membership, share information, and 

communicate efficiently between members. 

 

First, please review the following requirements for all new SU student organizations and the next steps in 

the registration process: 

 

Step 1: Organization Details 
 

i) The following items must be prepared to begin the registration process for all new student 

organizations: 

(1) Name of the organization 

(2) Brief description of the organization with an explanation of how it is different than other 

similar organizations on campus (if any) 

(3) A drafted Constitution, which will be submitted for review alongside the Involved@SU 

registration form 

 

Step 2: Membership 
 

i) All new student organizations are required to meet the following membership qualifications: 

(1) At least ten (10) students interested in joining the organization 

 



 

 

(2) An Executive Board comprised of the following positions: 

(a) President 

(b) Financial Officer 

(c) SGA Representative 

(i) Can be any student member of the new organization (does not need to also be a 

member of the SGA) 

(d) Full-Time Faculty/Staff Advisor 

(i) Faculty or staff member of any department must have full-time employment at 

Salisbury University 

(e) Other Executive Board Positions 

(i) Any additional positions added to the student organization’s Executive Board may 

be created at the discretion of the organization, though are not required for 

recognition 

(3) Must be all-inclusive and unrestrictive to all interested students  

 

Step 3: Attending Forums 
 

i) The organization’s SGA Representative must attend the monthly Forums hosted by the SGA 

ii) If the organization’s designated SGA Representative is unable to attend a Forum, another 

member of the organization may substitute and attend to fulfill the requirement 

iii) Missing Forum(s) may result in disciplinary action against the organization, including an 

impact on its recognition status 

 

Step 4: Register on Involved@SU 
 

i) Complete the registration application on the Involved@SU website through the steps below 

with the information identified in the ‘Organization Details’ and ‘Membership’ sections listed 

above, including a drafted Constitution for the new organization 

ii) Once the application is submitted, the SGA’s Director of Student Organizations will convene 

with the Student Organizations Committee to review the application and provide either an 

approval or denial for registration 

(1) If denied, the Director and Committee will provide feedback on how to fix any outstanding 

issues with your application 



 

 

Step 4.1: Involved@SU Registration 

Search for ‘Involved@SU’ and sign in using your SU email and password 

 
 

Step 4.2: Involved@SU Registration 

Navigate to the ‘Organizations’ tab at the top of the Involved@SU homepage 

 

 
 



 

 

Step 4.3: Involved@SU Registration 
 

Select the ‘Register An Organization’ button 

  

 

Step 4.4: Involved@SU Registration 

If Registrations for new organizations are available at this time, the ‘Register a New Organization’ button 

will appear on the left side of the page underneath the existing options 

 



 

 

Step 4.5: Involved@SU Registration 

Click ‘Register a New Organization’ to start your organization registration process 

 

 

From there, you will be asked to complete several steps. Click ‘Next’ at the bottom of each page when 

you have completed the step to progress to the next step in the registration process. You will have the 

chance to review each step before submitting your completed registration. When you are finished, 

click ‘Submit for Approval’ to send your request to the Director of Student of Organizations of the 

Student Government Association for review. 

 
 

 



 

 

Step 5: After Becoming Recognized 
 

i) Organizations interested in gaining new members may use the SGA’s ‘RSO Marketing Guide’ 

on the SGA’s website under the ‘Student Orgs’ page with helpful tips on increasing 

recruitment efforts across campus 

ii) After receiving approval for recognition, the new organization will need to contact Susie West 

(srwest@salisbury.edu) to schedule a required meeting with the Center for Student 

Involvement and Leadership (CSIL) for information on attendance, event planning, hosting 

interest meetings, Motor Pool, reserving rooms on campus, budgeting and funding with 

Appropriations, participating in Recognized Events, finding a faculty or staff advisor, and 

other key organization topics 
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