Officer Transition Binder

Introduction Letter

Documents
Bylaws
Code of Ethics
Creed
Roberts Rules of Order (I will print out copies just make sure it’s in binder)

Job Descriptions
	Can be taken from bylaws
	List of responsibilities
	Include MGCA binder requirements

Goals
	List previous years’ goals
	Summary of progress towards achieving those goals

Timeline of Responsibilities
	Separate the position out by month or even weeks so officer knows what’s next

Documentation of Major Programs and Responsibilities
	Files and copies of EVERYTHING!
		Flyers			Reservations		Pictures (of projects)
		Applications/forms	Major emails			
	Costs of various programs and materials
	Copy of the budget and documentation of expenditures
	Contact information for local businesses that were utilized
	Copies of any contracts that had been signed

Reflections
	I wish I would have known…
	Things that worked well were…
	Things that were challenging were…
	This position could be stronger if…
	For next year I suggest…
	Don’t forget to…
