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INTRODUCTION

Being a part of an RSO is an amazing opportunity at the University of Illi-
nois. Student-led organizations are the backbone of student involvement
and impact. This gives students time to explore their interests, develop
their experience/skills, and make new friends. Keeping track of everything
that needs to be done may seem like a daunting task.

This document outlines essential information and templates to help you run
your RSO smoothly. We offer tips, tricks, and tools you can use to get the
most out of your RSO - all in one place!






Recruitment is an essential part of any RSO on campus. Students involved in student
organizations are more likely to feel connected to campus and their fellow Illini. Involve-
ment on campus can also improve academic success and persistence to graduation.
Recruitment allows organizations to grow in humbers, involvement, and support as they
continue to function over the years.

Higher membership counts can yield powerful benefits. For some clubs, it's an extra pri-
ority when reserving spaces, access to more resources, etc. So, growing your member-
ship is an important consideration when planning events for your RSO.

EVENTS TO LOOK OUT FOR

QUAD DAY:

Always hosted the Sunday before Fall Se-
mester starts, it is the largest student or-
ganization festival in the nation, more than
700 student organizations host booths to
promote their mission and recruit prospec-
tive students.

STUDENT ORG EXPO:

Hosted at the start of the spring semester. A
smaller-scale event, that takes place in the
Illini Union, where you can market your club
with similar types of clubs and garner a new
cohort for the Spring semester.

Y OPEN HOUSE:

The Y Open House is an event hosted by the University YMCA for RSOs affiliated with the
Y.

People who attend this event will be interested in the Y pillars and mission, a great way

to hone in on your impact!



COLLEGE-SPECIFIC EVENTS:

If your club is affiliated with any colleges at the University of Illinois, you may be invited
to table at events. This is a great way to tailor your pitch and recruitment to a smaller
group of more interested students.

SOME RECRUITMENT TIPS:

1. Take advantage of social media and web presence:
Many prospective members will be conducting research on clubs they are interest-
ed in as soon as April, before their freshman year!

2. Update your website with current information:

Prospective members want to be able to see themselves as a part of the club! Add
fun pictures at socials, general meetings, fundraisers, etc.
Instagram/Facebook/TikTok is a great way to market to members, being more
personalized and is more likely to be updated frequently.

3. Promote your club in public spaces:
Flyers or table at student dormitories (i.e., Ike/6-pack)
Make your presence visible on campus

4. Collaborate with other organizations:

This may take place further into the semester, but collaborations bring together
organizations with different groups of people. Your mission might resonate with a
new group of people.




NEW MEMBER REGISTRATION

[Google Form Copy] [Canva Document Copy|

When recruiting new members, whether after any event or if someone shows interest
halfway through the semester, it's important to create and have a New Member Reg-
istration Form to collect their information for membership, your newsletter, for future
club events, and various other reasons. It's important, if you are collecting sensitive
information, to keep that private and in a safe space. Our sample form collects the fol-
lowing information:

Name - Know who is signing up
Email/NetID - Contact for meetings, updates, etc.
Year - Analyze how many members will continue to be a part of your club in the future

Why are you interested in joining our organization? - Get a glimpse of what aspect
of the club draws members in, can help with future marketing

New/Returning Membership - Understand how many people come back to the club
vs who came in from interest or marketing

Hobbies/Focuses - Help plan events to certain focuses or hobbies
Communication Preferences - Help members get messages easier

How did you hear about our organization? - Help focus your marketing on more
popular methods

What days of the week work best for you? - Helps with scheduling events, more
popular days will get more members in attendance

CLUB INTEREST FORM

[Google Form Copy] [Google Sheet Copy] [Canva Document Copy] [JotForm]

While recruiting, your RSO may find it beneficial to create an Interest Form, where you
can invite prospective members to sign up and get communications about first events,
meetings, information nights, etc.



https://forms.gle/jVUt9WAQMqPTnsEX8
https://docs.google.com/forms/d/17ZxUP_eIalLcVjOXiTNaMhdl6DZ7MaFvJgPnu-LSkV8/copy
https://drive.google.com/file/d/1mJ0wfGbNdQ58ovVpEab9KuVufvl5wg32/view?usp=sharing
https://forms.gle/dVcuQGJyrDXRXVcf7
https://docs.google.com/forms/d/18ofGSR2cZbuc0QnjN0UnAtZRiN7FZV4QBQqykNLdyzs/copy
https://docs.google.com/spreadsheets/d/1x5lgvN1UeCYLNT4dCD1haDIsl7sdHTMYUccpf8Q3M48/copy
https://drive.google.com/file/d/1zGYU9ycVY3F4LKrgSFGzq95xv7QxhZUC/view?usp=sharing
https://www.jotform.com/build/252718828080159?iak=5a7650ae7151d1ff8b558777b1f75413-794480761ab9048e

This is NOT a commitment form; this is an easy way for your club to disseminate infor-
mation to a larger number of potential members.

There is some similar information to the member registration form, but there are some
additional information that our template collects.

Major/Concentration - Understand the pool of majors that may be interested, can
help you figure out what guest speakers, alumni, etc. to bring or topics to discuss should

they commit

What events would you like to see us host in the future? - Collect suggestions for
events, popular suggestions would bring in a lot of potential members or guests

MEMBERSHIP APPLICATION

[Google Forms Copy] [Canva Document Copy] [Google Sheets Tracking]
This is a little different from the new member registration, as this form is more of a ne-
cessity for dues-collecting clubs.

Your RSO might find it useful to collect information about all your registered members
using a Membership Application. This could be because there are membership benefits,
to collect dues, or to contact members about specific events.


https://forms.gle/Pbt4v1nQZdvD6YF19
https://docs.google.com/forms/d/1-V-qC2OpQjOuVJB2fZb3ByCYIcEYu9aym4Jyx020niE/copy
https://drive.google.com/file/d/1zGYU9ycVY3F4LKrgSFGzq95xv7QxhZUC/view?usp=sharing
https://docs.google.com/spreadsheets/d/1Xpkg7Q0jBRh__hc3xH-9uvW5in6HumiTxaxB25ukxmk/copy




Now that you have your members, it is important to maintain their engagement and help
them stay in the loop.

COMMONLY USED COMMUNICATION TOOLS

GROUPME

GroupMe is a widely used messaging tool for mobile devices, with access to the app

through the web

® Pros: Works universally across different phone types (iOS, Android) and via the web,
bridging gaps in group texting, and keeps phone numbers private from other users

e Cons: Lack of channels, troubleshooting/account management can get tricky if you
lose login information, limited features compared to other apps, and many RSO mem-
bers do not like GroupMe.

WHATSAPP

WhatsApp is a widely used messaging tool, primarily for mobile devices, although it can

also be accessed on your web browser via WhatsApp Web. It's an excellent and very reli-

able social tool for keeping in touch with others.

e Pros: Easy to use, can have big groups with different channels based on the needs of
members (different channels for different divisions in your club)

e Cons: Can be hard to track back discussions

DISCORD

Discord is a messaging app that enables real-time communication with various interac-

tive media, as well as audio and video calling capabilities.

e Pros: Dynamic interface. Users can customize their channel to suit their needs, tag-
ging members with roles makes it easy to sort people in appropriate channels

e Cons: Limited file sending on the free version

SLACK

Slack is a messenger app that brings your remote team together and makes communi-
cation quick and easy. You can create channels for topics of discussion, share documents
and folders, and search conversation threads easily.

e Pros: Great for large groups or teams, can make channels (public and private) while
also allowing direct messages within your Slack channel. Sharing and collaborating
happen in real-time

e Cons: On the free version, messages disappear after 90 days, which makes tracking



old messages basically impossible unless you get the premium version

ATTENDANCE

[Google Form Copy] [Google Sheets Copy]

Your organization may find it useful to take attendance at meetings. This could help the
executive board determine eligibility for board positions, priority events, etc. There is a
lot of data that could be collected:

e Executive Board Potential
e Gauge general interest in events
e Track member involvement over the semester

EVENT RSVP

RSVPing for an event is helpful for your organization. Having an RSVP form helps in-
ternal teams plan things like car assignments for travel events, general transportation
logistics, food for potluck events, etc. There can also be RSVPs with fees involved.

CONTACT INFORMATION

[ Google Form Copy |

Contact information is useful for communication with members. Similar to the member-
ship form, it is a way for you to collect information about members to continue commu-
nication. It also allows you to consolidate contact information in case you need to reach

anyone in an emergency (e.g., travel-related events).



https://forms.gle/XABngSEP7qXBSvNH9
https://docs.google.com/forms/d/1ufGskXMvamwntsuJiodTieEo6hoWQzuk7h58E4DSzNw/copy
https://docs.google.com/spreadsheets/d/1B6xjsykQ1KnDImV1xLtWXc8llxg5sEQKQE-KX8ItvFE/edit?usp=sharing
https://docs.google.com/forms/d/e/1FAIpQLSfpfjsc6oeC_X9YdQjzNc4GY6Ql08IUROZNjLBI3mTc1_kT6A/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdxUw_i1LkTFp6caenZK-WDH7A5TK6l9aLj0hhqVaNamU9oRA/viewform?usp=header
https://docs.google.com/spreadsheets/d/1BTKGQK5701GzoOlIPCINjbEdfQOWKZIoHq_0P_eDfoA/copy




TASK TRACKING

Efficient task assignment and tracking is a primary task of an executive board and es-
sential for smooth day-to-day operations. Each RSO has different tasks to accomplish
depending on the type of RSO it is, the goals set for the RSO, different partnerships, etc.

It is important that these tasks are delegated to the appropriate member of the board
and followed up on between members to keep each other accountable.

Some task tracking resources:
e Notion

e Google Docs

e Google Sheets

e Slack

e Any messaging app you choose

EVENT SHIFTS

[Single Role Google Form Copy] [Complex Google Form Copy]

For specific events, your RSO may want to incorporate shifts taken by different members
of the executive board. This includes fundraisers, event chaperoning, etc. Our template
allows you to easily mark which timeslot members would want to work.

For additional planning, we included a complex shift planning sheet. This includes
timeslots, duties, set-/clean-up, contact information, additional directions, and group-
chats. This streamlined sheet may be beneficial for bigger events that require a lot of
moving parts to function.

EXECUTIVE BOARD APPLICATIONS

[Google Form Copy] [JotForm] [Google Sheets Tracker]

These allow board members to keep track of who's applying to be on the board the fol-
lowing year, what position they’re applying for, why they’re interested, and various other
guestions you may ask.

These answers may help you draft questions for any potential interviews, understand
applicants holistically, and choose the best person for the job.


https://docs.google.com/spreadsheets/u/2/d/1W71ApHDqlkMTmpMioFKG9-CyrT_sSrvrGqcDeVnajm0/copy
https://docs.google.com/spreadsheets/d/1W2iht_Zbnz7CfBtCo3kvxknKbN8LEFU5WjGJ2SkJd70/copy
https://forms.gle/RemwebeeXAheEMbA9
https://docs.google.com/forms/d/18dSuL_-KRKtpJ5ru2s4kcBbDo-veVQ8w_WyYYArjjOI/copy
https://www.jotform.com/build/252808191691059?iak=ffc740d8683d6fe9555220b31335034f-38fa725aee9f838e
https://docs.google.com/spreadsheets/d/12TJ9q5A1c_-VJzm059cXMLfQGIPCxuxQUWI0zMi_Z14/copy

CONCLUSION

This document outlines basic templates and information that will help you
keep your RSO running smoothly. We hope that this gives you a good foun-
dation and guidance to help you succeed.



