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Setting up a society checklist

1. Decide on a name
What do you want your society to be about?

What type of interest are you looking to generate?

What should you call the society?

2. Write a constitution

This is document is so that your society has a set of rules to run by and for society members to adhere to. Sample constitutions can be found on the Downloads in the Society or Sports section of the lincolnsu.com website. 

3. Propose a membership fee

How much you would like to charge members to join the Society? The students’ union says that societies should charge from £5 upwards. Remember you will have to justify your membership fee to your members to make sure they are getting their monies worth! 

4. Find out if Others are Interested

According to the constitution for a society to be set up it has to have the interest of at least 15 students. These names must be collected along with enrolment numbers and contact email addresses to support your application.

5. Come and see us at the students union
Come and have a chat with your societies and activities officer, or sports and clubs officer to progress to the next stage of your application.

Bring your proposed Constitution, proposed membership fee, and list of 15+ names. We will arrange for your proposal to be considered by the core exec of the students union. 

6. Congratulations – You have started a Society!

If approved and ratified, your Society can now officially get started. The Societies and Activities officer or Sports and Clubs officer can help you with the things you need to do, such as:

· Recruiting Members 

· Publicity

· Encouraging members to pay in their membership fees
· Applying for your start up grant
· Training for your committee members
7. Booking a room.

To arrange your first meeting you can book a room through the societies and activities officer. Please email the room booking form at least two days in advance.
8. Collecting membership.

Now that you have met your prospective members you need to encourage them to come and sign up at the Sports and Societies office. Remember you need at least 15 students to be a fully approved society. 

9. Forming a committee.

According to the Sports and Societies constitution every society must have an elected committee. You now need to arrange an election to form a committee, this must consist of:

· President
· Vice president/ Secretary
· Treasurer

The Societies and Activities officer or your Sports and Clubs officer can help arrange this and also offer support during the election. Please contact your relevant officer for more information.
10. Attend training.

Training is offered to all committees at the beginning of the year, however if you miss these dates please contact your relevant officer to arrange another date. 

