
Step-by-Step Checklist for New and Returning Clubs 
 

New club:       

 Find a full-time BSC faculty or staff member for an advisor. 

o Contact the CSO Advisor to have your choice of club advisor 

approved. 

 Submit your club’s constitution and bylaws. 

o See requirements listed in the CSO handbook. 

▪ SGA’s can be used as a reference (found on their webpage). 

o The date of creation must be listed in the document. 

o Send documents to the CSO Advisor for approval. 

 Send a description of what the club is about/for to the CSO Advisor to be 

listed on the website.  

o 70-word limit for website description (use other clubs’ as a guide). 

 Complete the recognition form and turn it in to the CSO Advisor. 

 After all the above has been turned in and approved, the CSO Advisor will 

reach out with further details. 

 

Returning club:__________________ 

 Complete and turn in the Fall recognition form to the CSO Advisor by 

September 23, 2025. 

 Turn in your reviewed constitution and bylaws to the CSO Advisor. 

o The date of review must be listed in the document itself. 

 After all of the above has been turned in and approved, the CSO Advisor 

will send the club advisor the club’s certificate of recognition. 

 Complete and turn in the Spring recognition form to the CSO Advisor by 

January 27, 2026. 

 After all of the above has been turned in and approved, the CSO advisor will 

send the club advisor the club’s certificate of recognition. 

 
 


